
Thru Dec 31Thru July 25Week of May 18

Work Share Program Timeline & Process Map

Week of May 11

• Application process 
continues

• Educate Campus
• Plan & Ask Questions

• Tentative start to 
furloughs

• Work out kinks 
• Plan & Ask Questions

• CARES Act 
supplement expires

• Initial application 
period for Work 
Share expires

Oregon Tech 
Applies for Work 
Share Program 

(May 7)

By May 15, 
Employees 

complete Initial 
Claim Form –
Send to OHR

By May 15, 
Supervisors 

Establish First 
Week Furlough 

Schedule

Friday, May 22, 
Supervisors 

Report Furloughs 
Taken to OHR

State Processes 
Weekly UI and 

CARES Act 
Subsidy based on 

weekly reports

May 18 – First 
Week of 

Furloughs

By May 25, OHR 
Files First Weekly 

Report & 
Certification with 

OED

Supervisors Plan 
Furlough 

Schedules for 
next week (week-

by-week)

Supervisors can adjust furlough schedules every week to assure essential work gets done. The 
expectation is 20% furlough (1 day per week) for each qualifying employee. Whenever possible, 
employees should be furloughed 40% (2 days per week). Exceptions must be approved by VP.
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