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MANAGING THROUGH COVID: PREPARING TO TALK WITH 
YOUR TEAM MEMBERS ABOUT FURLOUGH PLANS

Open with empathy

We recommend that you begin by acknowledging the uncertainty and anxiety your employee may be feeling. 
Assure them that you and the University understand how difficult the current environment may be.

Reiterate that, in general, your employee is invited to share any concerns or needs as the weeks and months go 
on. This will be a dynamic process, and one that we are working through together. There is no correct answer to 
many of these issues. Us Wildcats are in it together, though.

Example phrasing:

• As our team plans for modified operations because of COVID-19, I wanted to open an ongoing discussion 
with you about goals, priorities, and your availability. I hope to understand your needs and concerns, and 
how we can create a productive and supportive environment.

• The University will talk a lot about its dire financial situation, which is accurate. But we’re not robots. I 
want to make sure you and our team have what they need and are in a good spot to work through the next 
several months.

• Please let me know if you have any questions now or over the next few months. I know that this is difficult 
and changes occur rapidly, both at work and home. Please feel free to reach out anytime.

PREPARATION
Determine the needs of your unit/department

• Use the Clarify Goals Guide, Project Inventory Tool, Scope of Services Worksheet, and Priority Matrix 
Framework under the Re-Prioritize section on the Supervisor COVID-19 Guidance page.

Gather information about each employee
• The employee’s amount of pay reduction
• The employee’s amount of furlough or personal flex time
• Any information on file about the employees schedule and needs (e.g. remote work agreement, if 

created).

Documents to have on hand
• 'Talking About Furlough' Discussion Sheet 
• Remote Work Plan 
• Screen Shot of UAccess Employee Page 

OPENING REMARKS




