
 
 

Furlough Payroll Instructions 

Non-Exempt 

6/12/2020 
As you are aware, the Board of Trustees approved a mandatory 12 day unpaid furlough at the June 8, 2020 

board meeting.  The furlough was deemed necessary to offset the loss of state funding in both fiscal years 

2020 and 2021. The College has been accepted into the Shared Work Program through the Missouri Division of 

Employment Security.  .  (See https://labor.mo.gov/shared-work for more information.) Instructions on how to 

report your furlough days and claim Missouri and Federal unemployment benefits are listed below. 

 

Make sure you understand the criteria listed on page 3 of this document. 

 Key Points to Note:  

- Employees receiving sick pay for any days during a week are not eligible for benefits    

 - Employee must physically work between 24-32 hours a week to be eligible for Shared Work benefits  

- Employee can use vacation, personal, or holiday pay but total hours paid cannot exceed 32 hours 

 

1) Actions to be taken by employees 

Employees will have to log into or establish an account with the Missouri Department of Employment 

Security. Please see instructions on page 4 of this document.  Once an account is set up, you can select 

how you want to receive payments and you can indicate if you want federal taxes withheld.  If at some 

point you are ineligible for the Shared Work Program, (See page 3 of this document) you may be able 

use this account to apply for regular unemployment.   

Warning: please review the fee schedule associated with the debit card option carefully 

 

2) Reporting Shared Work hours to Missouri Department of Employment Security (MODES) 

The Payroll department will use leave forms to report Shared Work hours to MODES weekly.  If you 

qualify for the Shared Work Program you do not need to file a weekly claim.  The ECC Payroll 

department will submit your hours worked for the weeks you take furlough time.  If you have 

circumstances that exclude you from the Shared Work Program for a week (See criteria listed on page 

3 of this document.) you may want to contact HR or MODES to see if you are eligible for benefits under 

regular unemployment.  Claims for regular unemployment will need to be filed by the employee.  

 

3) Timesheets  

Complete your normal timesheet and do not report any hours for the day that you are taking as 

furlough. Please indicate in the note box, which day(s) you are taking as furlough time.  Please 

complete the standard leave sheet to report your furlough days. It is CRITICAL that your timesheet and 

leave sheet are in the payroll office by noon each Monday so the hours of the previous week can be 

reported to MODES in a timely manner.  

 

4) Tracking 

Furlough days will be tracked through the current leave system using the leave code FUR.  Each full-

time, non-exempt employee will be given 96 hours of furlough time (12 days) that must be used prior 

to June 30, 2021.  Employees will be able to track their furlough days along with their sick, vacation and 

personal time in eCentral. 

https://labor.mo.gov/shared-work


 
 

 

 

 

 

 

5) Benefit Coverage 

The Shared Work Program mandates that employers continue to provide benefits for participating 

employees.  If you anticipate that your scheduled deductions for any pay period will exceed your net 

pay, please contact Carol Bailie. The College is committed to helping employees work through these 

circumstances.   



 
 

 

 

Establishing Account Information 

1. Go to https://labor.mo.gov/DES 

 

2. Select: File or Manage Your Unemployment Claim 

 

 

 

 

 

 

 

 

 

 

 

 

https://labor.mo.gov/DES


 
 

3. Create an account if you do not have one by clicking on link, marked below: 

  



 
 

4. Once you have created an account, you can log on with your user ID and password 

 

 

5. To indicate how you want to receive your benefits select the Benefit Maintenance tab. 

Please note: Fellow employees who have helped family members navigate this process, have indicated  

that the Missouri Access Mastercard Debit Card option has fees associated with it and in some cases, the payments have 

been delayed.  

 



 
 

 

 



 
 

 

 

6. The next screen allows you to authorize federal income tax withholding. 

 

 

7. Click Next to verify all the information you have entered. 

 

8. This will complete you registration. 


