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University Housing Human Resources | COVID-19 Fact Sheet  

Work-Share Program for Exempt Employees 

May 5, 2020 
 

Please note: This information is gathered by University Housing Human Resources and provided solely as reference 
for University Housing employees. Guidance in here may not apply to other areas on campus. Additionally, this 
information is accurate as of May 5, 2020.  Information surrounding COVID-19 is frequently changing. Please contact 
your supervisor or University Housing Human Resources if you have specific questions. 
 
What is the Work-Share program?  
This program is meant to help both employers and employees. In times of reduced work, instead of laying off 
employees, University Housing is able to reduce work hours (also known as an FTE reduction) for groups of 
people and share the remaining work amongst all employees.  Employees are eligible to apply for unemployment 
compensation for the hours they are missing at work.  Under the Work Share program, the federal government 
provides funding to offset unemployment expenses for the University for employees enrolled in this program 
 
What are the effective dates of the Work-Share program?  
Your exact dates for this hour reduction are contained in the enclosed letter.  In general, the Housing Work Share 
program has effective dates which will fall between Sunday, May 17, 2020 and Saturday, July 25, 2020. 

• Early ending or extension of this program is possible based on operational need with a seven days’ 
notice. 

 
Can my end date be changed? 

• Yes, with seven days’ notice your end date can either be lengthened or shortened.   
• End dates were chosen based on when staff would need to return full-time in order to re-open 

operations.    
 
Why does the Work-Share program go until July 25th, but the intermittent furloughs go until October 31st?  

• The Work-Share program is used in areas experiencing a decline in workload or closure. Given the 
reduced expected workload over the summer, the Work-Share program will help distribute the available 
work among all employees.  

• The Federal Pandemic Unemployment Compensation (FPUC) is a temporary emergency increase of $600 
per week, and only runs through the week ending July 25th.  

• The Intermittent furlough program is assigned to employees that do not have the drastic changes in 
workload, and as a result, their furlough obligations are spread over a longer period of time. 

 
How will I benefit from this program?  

• The Work-Share program avoids layoffs, allowing you to remain employed with University Housing.  
• You still will receive a partial, consistent paycheck from UW-Madison. 
• You will remain covered under the WRS and maintain any health (and other benefit) insurance coverage.  
• You will be eligible to apply for unemployment benefits, including the additional $600 per week paid by 

the federal government.  
• You do not need to apply for other jobs or be available to work for another employer while in this 

program, like you normally would when filing for Unemployment Insurance.  
o However, you still need to be available to UW-Madison in case we need to return employees 

back to work earlier. 
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If we are participating in this program, do we also have to participate in intermittent furloughs?  

• Since you are participating in the Work-Share program, you do not need to take additional furlough days 
for the duration of the current furlough program which ends October 31, 2020. 

o If additional campus wide furloughs were instituted after November 1, 2020, it is possible that 
you would be required to participate in the new program at that time.  

• Instead of taking furlough days, your scheduled work hours will be reduced.  
 
How do I file for unemployment while in this program?  

• You will need to apply for unemployment compensation through the Department of Workforce 
Development’s website. For more information and instructions to help you apply, please see the 
Unemployment Insurance Fact Sheet located on the Housing HR COVID-19 website (also linked at the 
end of this fact sheet). This fact sheet is included as an attachment to your furlough letter. 

 
Do I need a schedule for the Work-Share program?  

• Yes, you will receive a letter that will include the amount of hours per week you will be scheduled, your 
work schedule and any possible reassignments.  Some of this information may come from your 
supervisor as well. 

• You can/will be reassigned if there is not enough work available in your current role to fill the number 
of hours per week required under Work Share. 

• Being in the Work-Share program does not prohibit workplace flexibility with work schedules.   
• Having a schedule also helps ensure you do not work more than your scheduled hours or FTE.   
• You cannot work more hours than you are scheduled.  For example, if you are scheduled for 20 hours, 

you cannot work more than 20 hours per week.   
• Work hours each week must be consistent and must match your Work Share letter. 

 
Can I change my schedule while in this program? 

• If you are unable to work the schedule assigned to you, please reach out to your supervisor to discuss 
options.  

• If you need a schedule change at some point throughout the Work-Share program, you should also work 
with your supervisor.  

• Due to limited work available in some areas, schedule flexibility may be limited.  
 

Can my supervisor change my schedule under this program once it has already been assigned to me? 
• Like any other schedule change, a supervisor can change your schedule but must give you the 

appropriate notice in writing and notify HR of the change.  
• While every effort has been made to be thoughtful, this pandemic is continually changing. Schedule 

changes may occur due to additional unforeseen operational needs. 
• Please see above for additional notes on schedule changes. 

 
Can I take vacation while under the Work-Share program? 

• Yes, you can still request time off by following the usual procedures in your work unit.  
• Remember, you can only use vacation time to cover the hours you are scheduled for. 
• If you previously requested time off with your supervisor, check in with them to confirm how the 

reduced hours would impact the days you wanted to have off. 
 
 
 
 

https://d9mfr5qxp4i37.cloudfront.net/wp-content/uploads/sites/132/2020/05/unemployment-fact-sheet.pdf
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How does the Work-Share program impact my leave time?  

• During the Work Share furlough period, leave usage is based on your reduced schedule, not your 40 
hour work week.    

• For example, if you are expected to work 16 hours per week based on your new reduced schedule, you 
would only need to cover those work hours with a type of leave (FMLA, vacation, sick, etc.). The 
remaining 24 hours of unpaid time will be used in unemployment calculations.  

• It is expected that you will earn less leave time during your reduced schedule period.  However, when 
taking time off, you have to cover fewer hours per week. 

• After the hour’s reduction period, once you are returned to your normal work expected work hours each 
week, you will resume earning leave time at your regular rate.  

 
How will this program impact my benefits?  

• Per campus policy, if an employee’s hours are reduced below 50% for more than 3 months, the insurance 
premiums would increase. Under the current Work-Share program plan, no one’s hours will be reduced 
for more than 3 months, so this won’t be an issue.  

o You will still be eligible for the employer share of the health insurance premiums for this 
furlough period.  

o If you do not have enough money to cover your insurance premiums on your paychecks, HR will 
reach out to you to discuss options.  

• Wisconsin Retirement System (WRS) deductions will continue to be taken from your paychecks and 
Housing will continue to match the amount taken. Because your hours will be reduced during this period, 
your paycheck will be lower so less overall will be taken for WRS during this time.  

 
Can I perform work during the unpaid time in the week?  

• As a salaried or exempt employee, you have a little more flexibility in the Work-Share program since you 
are not reporting your hours worked in the same way an hourly employee is.  As with today, when you 
work more than 40 hours, you still report 40 hours.  This is the same under Work Share, however your 
expected hours of work per week are reduced. 

o Work can be performed outside of the designated schedule due to the Total Job Concept nature 
of an exempt position.   

o Schedules should not be set ahead of time to plan for any extra hours. The intent and spirit of 
this program is truly to reduce your hours to share the work amongst all employees within your 
assigned group. 

o Working additional hours is not required nor being requested.  If you find you cannot accomplish 
the tasks assigned in your work schedule, please discuss this with your supervisor. 

 
Can I have a second job while in this program?  

• Yes, although you are not required to and should do so with extreme care. 
• If you were interested in having a second job, that job cannot be for UW-Madison because we are 

considered one employer and all hours count towards the maximum amount of hours you can work.  
• If you have a second job, the Department of Workforce Development states that you cannot work more 

than 90% of the total hours you would normally work for UW-Madison between the two jobs.  
o For example, if you normally work 40 hours a week in Housing and are experiencing a 50% 

reduction in hours, to remain eligible for Work-Share, you cannot report  more than 20 hours 
per week for Housing, and less than 16 hours per week for another employer – for a weekly total 
of less than 36 hours 
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If I am currently an exempt (salaried) employee, will my FLSA status be impacted by the reduction in hours?   

• Exempt staff, who due to their hours (FTE) reduction, will now make less than $35,568 ($684 per week), 
will experience an FLSA status change from exempt to non-exempt for the duration of their reduction.  

o Employees in this situation will move from salaried to hourly and will be required to report their 
exact hours worked via Kronos with in and out times. 

o There will be no change to their employee category of Academic Staff or University Staff and the 
benefits associated with that.  

 
Additional Housing Resources: 

• If you have additional questions, please contact us at (608) 262-2766 or HR@housing.wisc.edu 
• COVID-19 Resources for Housing Employees Website 
• HR Toolbox: COVID-19 Resources 
• University Housing Unemployment Insurance Fact Sheet 

mailto:HR@housing.wisc.edu
https://www.housing.wisc.edu/jobs/covid-19-resources/
http://hr.housing.wisc.edu/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2FShared%20Documents%2FCOVID19%20Resources%2FUnemployment%20Insurance&FolderCTID=0x012000123C078B39ACDB4DAAFD1227FC81BD39&View=%7B76176F0C%2DA484%2D4211%2DA624%2DD8DD2F99B37F%7D
https://d9mfr5qxp4i37.cloudfront.net/wp-content/uploads/sites/132/2020/05/unemployment-fact-sheet.pdf

