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1. What does a furlough mean? 

A furlough is a temporary leave of absence without pay.  Paul Smith’s College is enacting 
furloughs as a way to assist with reducing expenditures to offset expected reductions in 
revenue for FY 21 starting July 1st. 
 

2. Can I work during my furlough? 
 
The Department of Labor is clear that you cannot work during a furlough.  Working will 
jeopardize your ability to obtain unemployment insurance.  Supervisors are being 
required not to contact employees while they are out on furlough. 
 

3. How many weeks of furlough am I expected to take? 
 

You are being asked to take three weeks or 15 working days of furlough.  For most 
employees, a weeklong furlough is essential in order to qualify for unemployment 
benefits unless you are an hourly worker. 
 

4. Can I use my vacation, personal, or floating holiday leave while I am furloughed? 

No. Leave time earned under our benefit plan cannot be used in lieu of a furlough day. 

5. What if my position is grant funded? 

Positions affected by grant funds will be reviewed on an individual basis to determine if 
there is any reason for exemption from furlough due to contractual terms.  It is 
expected that very few, if any, positions will be exempted.  A review will be done by 
Human Resources and Finance with your supervisor to make the determination. 
 

6. As I plan when to take furloughs, what should I take into consideration? 

There are four considerations when scheduling:   

• Supervisors are working with staff and affected colleagues to facilitate a 
coordinated approach. Paul Smith’s will continue to serve students and advance 
our educational mission during this period. Please be certain that critical 
functions are covered appropriately. 

• The federal CARES Act provides an extra $600/week to Americans on 
unemployment because of COVID. Currently this benefit is scheduled to expire at 
the end of July. 

• PSC has two pay periods in July that should be considered because of employee 
cash flow and covering benefit premium deductions. 

• The default furlough approach is for each employee to take two weeks in July 
and one sometime during the remainder of the fiscal year.  Exceptions will be 
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granted to take all three weeks in July if the work can be accommodated 
appropriately. 

 
7. If my work prevents me from being furloughed in July do I still have to be furloughed 

in FY 21? 

Yes. Employees are being asked to take the equivalent of three weeks of furlough. 

8. Will I keep all my benefits? 

Yes. Note, because a furlough is unpaid leave there will be a pause in the College’s 
retirement contribution during your furlough. 
 

9. What about my benefit premiums?  

If you are on a furlough for a whole pay period, HR and Payroll will catch up your benefit 
premiums when you return to work.  The repayment schedule will allocate the missed 
premiums over the remaining pays in 2020, thus reducing the financial hardship to 
employees.  Should you leave before the end of the year, you will be responsible for 
catching up the premium payments on your final check. 
 
For example, if you enroll only yourself and have a medical premium of $65/pay period, 
your medical premium deduction would be divided by 9 pay periods and added to the 
normal amount for a deduction of $72.22 for the nine pay periods between August 31st 
and December 31st.  As each employee is enrolled in different plans and tiers HR will 
calculate and let you know what your increased pay deduction will be. 
 

10. The College contributes 5% to retirement - will that continue?  

Yes, the five percent will be made on salary earned, though not on the amount unpaid 
during the furlough. 
 

11. Why, if we are “flat” for FY20 Budget are we doing this?  
 

FY 20, ending this June 30th, was assisted by the receipt of the Payroll Protection Act 
Funds that enabled the College to maintain employment during this turbulent time-
period while refunding room and board revenue.  Given continued uncertainty resulting 
from COVID and the expectation of reduced revenue and increased expenses it is 
necessary to contain costs.  Salary and wages are the largest area of expenditure in the 
budget.  Additional reductions will need to be made from other expenses. 
 

12. Why are faculty not being furloughed? 
 
Faculty cannot be furloughed as they are contractual employees.  The faculty will be 
participating via a salary reduction. 
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13. I haven’t been able to use vacation during NYS shelter in place.  What happens to my 
vacation leave at my anniversary date if I have unused days?  Will I be allowed to roll 
over unused time?  

Employees are still encouraged to schedule and use vacation and minimize leave roll 
over.  However, the College understands that the unusual circumstance of the NYS 
shelter in place order and the upcoming furloughs may result in some employees having 
unused vacation upon their anniversary date. In recognition of this the leave rollover 
policy is being updated to the following:   

For the remainder of FY 20 and in FY 21, an automatic rollover of no more than 10 days 
(80 hours) of unused annual leave will be permitted by the College.  Up to an additional 
10 days (80 hours) may be requested for rollover if unusual and extraordinary business 
needs of the College prevent the employee’s use of the vacation, as attested by the 
employee’s supervisor, area Cabinet member and President.  

The maximum rollover is 20 days (160 hours) and must be used within three months of 
the anniversary date or forfeited.   

14. When I am out of the office how should I respond to individuals? 

PSC is not able to connect with you during the furlough so all mail, email, phone or other 
messages should be forwarded appropriately during this time. 
 
The following out-of-office message is suggested for use on your email systems to 
facilitate problem resolution or communication for those who have an issue while you 
are out.   This can also be modified for phone voicemail greetings: 

 
[Your Greeting] 

Thank you for your message. I am currently out of the office through [End Date] 

without email access, returning [Date of Return]. 

If you need immediate assistance during my absence, please contact [Name] at 

[Email] or [Phone Number]. I appreciate the importance of your message and 

will respond to your email as soon as possible upon my return.  

 

Kindest Regards, 

[Your Name] 
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15. Can I file for unemployment? 
 

All furloughed employees can file for unemployment. Eligibility for unemployment and 
the amount received will be determined solely by the NYS Department of Labor.  PSC 
will provide each employee with a personalized letter that should assist in documenting 
that you are unemployed during the furlough time period. 

 
16. When can I apply for unemployment?  
 

The date your furlough begins.  There is an online application and only one application 
covers both state and federal pandemic unemployment insurances. 

 
17. Can I apply for unemployment prior to my furlough dates? 

No, unfortunately you have to apply when officially unemployed. 
 

18. How does unemployment insurance pay help me? 
 
Three weeks of furlough is equal to 5.7% of your salary, and with unemployment pay 
the economic impact is decreased.  In fact, for those who furlough 2 weeks in July and 
one week later in the fiscal year you may break even or yield an increase. 
 
For example – 
 
Annual salary under $41,600 should have minimum economic impact after 
unemployment benefits. 
 
Employees earning $56,000 or under should have less than 1 % actual salary net 
decrease after unemployment benefits. 
 

19. Is there a minimum NYS waiting period to qualify for unemployment?   

During the COVID-19 crisis, NYS is waiving the waiting period.  If you are eligible you will 
receive unemployment from your 1st day of furlough. 
 

20. When can I expect to receive the unemployment check? 

PSC cannot guarantee the timing of your check.  NYS is stating that for most 
unemployment insurance recipients there is a 1-3 week processing time before payment 
is received.  NYS highly recommends the use of direct deposit. 
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21. How do I file for unemployment? 
 
NY state highly recommends filing on-line.  Here are their instructions for filing: 
 
How To File 

Sign in or create a NY.gov ID account and follow the instructions to file a claim.  

If you have never filed a claim for benefits in New York State, you must create a PIN. 
This is a four-digit number that you must keep confidential. This PIN will be used to 
access the system to certify for weekly benefits and update your account.  

Ready? Make sure you have with you: 

• Your Social Security number 

• Your driver's license or Motor Vehicle ID card number (if you have either one) 

• Your complete mailing address and zip code 

• A phone number where we can reach you from 8 am - 5 pm, Monday – Friday 

• Your Alien Registration card number (if you are not a U.S. Citizen and have a card) 

• Names and addresses of all your employers for the last 18 months, including those 
in other states 

• Employer Registration number or Federal Employer Identification Number (FEIN) of 
your most recent employer (FEIN is on your W-2 forms) 

• Your copies of forms SF8 and SF50, if you were a federal employee 

• Your most recent separation form (DD 214), for military service 

If you are filing a new unemployment insurance claim, the day you should apply is based 
on the first letter of your last name. 

• A - F file on Monday 

• G - N file on Tuesday 

• O - Z file on Wednesday 

If you missed your day: 

• File Thursday - Sunday 

• Any claim you file will be backdated to the date you became unemployed. 

• If you are eligible, you will be paid for all benefits from that date forward. 

 

  
 
 
 

https://unemployment.labor.ny.gov/
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22. What if I have a second job or part-time work.  Does this mean that I can’t get 

unemployment while I am furloughed? 
It depends on how many days you work and what you earn.  Here is some guidance 
regarding part-time work from NYS. 
 
NYS Guidance on part-time work - Question: what if I work part-time? 
 
“A: If you work less than four days in a week and earn $504 or less, you may receive partial 
benefits. Each day or part of a day of work causes your weekly benefit rate to drop by 
one-quarter. For example, if your weekly benefit rate is $200 and you work three days 
and earn less than $504, you may receive $50 in benefits. If you work two days, you may 
receive $100 in benefits. If you work one day, you may receive $150 in benefits. 
If you receive partial benefits, it extends the length of time you may collect benefits. If 
you earn over $504 in any week, no matter how many days you worked, you cannot 
receive benefits for that week” 

 
23. Gwen stated in the Staff Council meeting that an hourly employee can be furloughed 

by days rather than weeks. Therefore, if an hourly employee works 2 out of 5 days or 
1 out of 5 days in a week, can the employee collect the $600 additional 
unemployment benefit for each week the full-time employee works less than their 
full- time schedule? Or might the $600 be prorated for those partial weeks?  
 
The Pandemic Unemployment Insurance (UI) payment is on top of regular UI benefits 
and thus if one qualifies for UI during a week that Pandemic UI is available, the 
$600/week is on top of the unemployment benefits.  It is not prorated.  Please also see 
the answer to 22.  This additional benefit of $600/week is only through July. 
 

24. Can I estimate my weekly Unemployment Insurance benefit amount? 
 
Yes, you can use this benefit rate calculator found on the NYS unemployment website. 
Please note that the tool gives an estimate only. It does not guarantee that you will be 
eligible for benefits or a specific amount of benefits. You must file an Unemployment 
Insurance claim to find out if you are eligible and learn your actual benefit amount. 

 
25. I’ve heard the New York state unemployment system does not function well.  Will I get 

my unemployment? 
 
If you are deemed eligible, yes. Once individuals apply for unemployment benefits and 
their applications are accepted, payment becomes a legal obligation of the government. 
The New York unemployment system, like every other in the United States, is beset by 
problems caused by an unprecedented surge in claims and delays are possible. At this 

https://labor.ny.gov/benefit-rate-calculator/
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point, the system is improving, and we think payments are lagging by only a week or 
two, but there is no guarantee that the delays won’t be longer. 
 
We recognize that applying for unemployment is a disruption to your lives and that it is 
difficult to wait for a portion of our income. We also recognize the hassles of dealing 
with the bureaucracy in applying for benefits.  We hope that these answers will assist 
you with advance knowledge of what to expect and plan for during this time-period. 
 
 
 

26. Can Paul Smith’s submit bulk requests for unemployment on our behalf? 
 
No. The state will not take bulk applications for unemployment. Individual employees 
are responsible for applying for unemployment benefits. 

 
27. What happens if there is long delay in my getting benefits? 

 
If the system is backlogged, PSC will explore creating hardship loans and work with you 
to bridge identified gaps.  Please contact Alex Bryden if you are having financial issues. 
 

28. Where should I go if I have questions? 
 
Human Resources will field your questions. While we do not operate the State’s 
unemployment offices, we do want to assist you in making this as painless as possible.   
 
Thank you.   
 
 

 

 


