Extract from Policy 478-1-16 Rule for unclassified employees. 

   (d) Furlough or Temporary Layoff. Due to a curtailment of funds, the agency may place employees in a non-pay status as a temporary reduction in force pursuant to a plan filed with and approved by the Commissioner. In this situation, employees may not be placed in non-pay status for more than a total of 30 workdays in any 12-month period. Absences under these circumstances will not be charged against accrued annual or sick leave or compensatory time, will not be considered a break in service, and will not affect eligibility of salary increases under the Salary Rule.

   1. If sufficient work is temporarily unavailable or not feasible, the supervisor may, pursuant to a prior written employment agreement with an employee, place the employee in a non-pay status during the period. The agreement should clearly specify the terms and conditions of the leave without pay and any rights to reinstatement. An employee placed in a non-pay status may request the use of accrued annual leave, personal leave or compensatory time. This provision may not be used in lieu of an adverse action against the employee.
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