ESCAPE TRACKING AND
REPORTING COVID-19 LEAVES

Escape -Tracking and reporting covid-19 leaves

August 27, 2020




W2 Reporting of COVID-19 L eaves

IRS NOTICE 2020-54
https://www.irs.gov/publ/irs-drop/n-20-54.pdf

Guidance on Reporting Qualified Sick Leave Wages
and Qualified Family Leave Wages Paid Pursuant to
the Families First Coronavirus Response Act

Notice 2020-54

. PURPOSE

This notice provides guidance to employers on the requirement to report the
amount of qualified sick leave wages and qualified family leave wages paid to
employees under the Families First Coronavirus Response Act (Families First
Act), Pub. L. No. 116-127, 134 Stat. 178 (March 18, 2020). Employers will be
required to report these amounts either on Form W-2, Box 14, oron a
separate statement. This required reporting provides employees who are
also self-employed with information necessary for properly claiming qualified
sick leave equivalent or qualified family leave equivalent credits under the
Families First Act.

IIl. BACKGROUND

The Families First Act generally requires employers with fewer than 500
employees to provide paid leave due to certain circumstances related to the
Coronavirus Disease 2019 (COVID-19) through two separate provisions: the
Emergency Paid Sick Leave Act and the Emergency Family and Medical
Leave Expansion Act.

Division E of the Families First Act, the Emergency Paid Sick Leave Act
(EPSLA), requires certain employers to provide employees with up to 80
hours of paid sick leave if the employee is unable to work or telework because
the employee:
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Escape - Tracking COVID-19 Leaves

With the President’s signature on the Families First Coronavirus Response Act (HR6201),
which includes the Emergency Paid Sick Leave Act (EPSL) and the Emergency Family and
Medical Leave Expansion Act (EFMLA), we started receiving questions about tracking
COVID-19-related sick leave.

It is recommended to setup a new leave balance so that you can track usage via reports
and make pay corrections as necessary.

When setting up a new leave, there are a few items to consider, like granting versus not
granting, paying at full scale or paying at two-thirds salary. Here is a basic overview of
setting up a new leave with a few tips on how to manage the leaves.

If you have any questions or need assistance, please send email to helpdesk@scoe.orq.

STEP 1 - Create the Leave Balance

Leave balance codes are used in the leave type. You must create a leave balance for each
balance that will be maintained (e.g., vacation, sick, personal necessity). What you are
doing here is simply creating a code that you can use.

& © - HR/Payroll - Setup - Leave - Balances Tools ~ [

rﬁ Open 'New %Export B Delet= DF‘rev @.Next f_;:Sa\refDose Q Cancel

I covID19
Description COVID19
Short Description COVID19 o
Motes HRG6201
Employee Online Display
Active Yes
Created By &
Create Date ="
Edit User =1
Edit Date =]
Code @ Description Emp Online Active s
Absent Without Pay y
EBER Eereavement Hide Yes
Cl Critical lliness Hide Yes
COMP Comp Time Hide Yes
DE District Business Hide Yes
DIFF Differential Pay Hide Yes
DR Dr Apot Hide Yes 4
Total Records: 26
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STEP 2 - Create the Leave Type

Leave types define which balances to decrease when a leave of this type is taken. There
should be three different leave types base on the Leave Wage Category being reported.

What you are doing here is placing the code you created in Step 1 into a balance that can
be displayed in the Employee Online Portal (optional) and tracked and granted (optional).

Notice how the Balance Code matches the entry in Step 1.

TIP: If you are granting, you could enter your sick leave balance into the Alt Balance Code
field in the Leave Type or the Transfer Balance field in the Leave Balance Profile,
depending on your needs. Both of these choices have important implementation
considerations. Please see the documentation for more information before implementing.

S © - HR/Payroll - Setup - Leave - Types

rﬁ Open i e E'_E. Export ] Delete D Preyw @. Mext f_; Save/Close Q Cancel
COVID19

Description CoOvID19

Short Description CovID19

Balance Code COVID19 {CoVID19}

Alt Balance Code

Alt Balance Code 2

Profile Reqd Yes

Location Access Yes

Motes

Active Yes

Created By a

Create Date =]

Edit User =

Edit Date =}

Code @ Description Bal Code Alt Bal Code | Alt Bal Code2 | Profile Regd Loc Access | A
Absent without Pay b h(

EBEER Bereavement EER fes Yes Yiw
£ >
Total Records: 23

Set up three leave types to accommodate the FFCRA Leave

Wage Category reporting requirements.
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FFCRA Leave Types/Reason o0

Under the FFCRA, an employee qualifies for paid sick time if the employee is
unable to work (or unable to telework) due to the employee’s need for leave
because of:

# Leave Type/Reason

1 Subject to a Federal, State, or local quarantine or isolation order related to COVID-19;
2 | Has been advised by a health care provider to self-quarantine related to COVID-19;

3 Is experiencing COVID-19 symptoms and is seeking a medical diagnosis;

4 | Is caring for an individual subject to an order described in (#1) or self-quarantine as

described in (#2)

5 Is caring for a child whose school or place of care is closed (or child care provider is
unavailable) for reasons related to COVID-19; or

6 Is experiencing any other substantially-similar condition specified by the Secretary of
Health and Human Services, in consultation with the Secretaries of Labor and Treasury

Under the FFCRA, an employee qualifies for expanded family leave if the employee is caring
for a child whose school or place of care is closed (or child care provider is unavailable) for
reasons related to COVID-19

Leave Reporting Types o0

Employers must separately state the total amount of qualified leave wages for
the following three categories:

#  Leave Wage Category FFCRA Leave Type/Reason

1 Sick Leave wages subject to full pay notto exceed 1,2, 0r3
$511 per day limit

2  Sick Leave wages subject to %2 pay not to exceed 4 or 6
$200 per day limit

3 Emergency family leave wages subject to % pay For leave reason 5
not to exceed $200 per day limit (Additional 10
weeks beyond 2 weeks)

Notes:
Ends December 31, 2020
For additional information refer to U.S. Department of Labor Families First Coronavirus
Response Act: Employee Paid leave Right (Families First Coronavirus Response Act)

*The information above is not a legal document. Please refer to the Districts Legal Counsel with any questions.

1 ——
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STEP 3 - Create the Leave Balance Profile

Leave balance profiles define rates and intervals for granting and rules for carryover. What
you are doing here is defining, in detail, how the leave balance is going to work. This is
where you can define granting and other rules.

You are going to need to create a Leave Balance Profile for each Leave Group that you
see in the lookup.

List Form

B Delete @ Prev @- Next £ Save/Close Q CEMG {Certif § Mam®)

% £ ~ HR/Payroll - Setup - Leave - Balance Profiles Tools ~ [X]

Leave Group

Profile Information Description ol [
CEMG {Certificated Mgmt } Certificated Mamt
Leave Balance COVID19 {COVID19} CERT Certfficated
Cap By Balance CLAS Clagsified with vac
Cap Includes Balance Yes CLASHV Classified no vac
Allow Projections Mo CLMG Classffied Management nge Ocours}
Motes CONF Corfidential _
E:g:: %;Sghplg”l_eav HFA Healthy Families Act Days W negative balance)
Active Yes HFACL Healthy Families Act Hours o yoff is needed
Cl'eﬂted EY g LD || ] TTUUNS
Create Date =1 Sequence 14
Edit User g Limit Camyover Yes
Edit Date & Camyover Max 0.00
Limit Leawve Grant Yes
Round At 0.00
Rounding Factar 0.00
Grant Hours Per Day 8.00

o

TIP: There are several options for this step and beyond. Your setup depends on your
district practices and procedures.

« Granting - You would want to review the following fields:

o

o

Basis - You could set this to a flat amount (80).
Occurs - You could set this to July (applies to entire year).
Timing - You could set this to Flat Rate.

Prorate on FTE - You could set this to YES so that each employee’s rate
is based on their FTE.

Mid-Year Service Change - You could set this to “4- No change based on
time worked” because every employee gets the same amount based on
FTE.
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Leave Report to Track COVID-19

The Leave Transactions (Leave01) report is simple and powerful report and will be used in the W2
Adjustment Box 14 Reporting. Refer to Escape W2 Adjustment Reporting on page 8.

Enter a few parameters and get the data quickly. While this report has a lot of parameters and several
sort options — including employee, location, supervisor, and Excel output — it is really nice to enter only
a single parameter (Leave Balance) and get the data you need.

oo )

E 1 - Report L
Report Mumber & Leavell Code = Description
Description & Leave Transactions
Report Sample &% Leavell AWE Absent Without Pay
Report Favorte ID & BER Bereavement
B 2 - User Options Cl Critical llness
Created Date COMP Comp Time -
Leave Balance(s)  COVID19{COVID19} COVID1S COVID1S
Limit Leave Balances Mo - DO NOT limit Leave H DB District Business
Leave Typels) DIFF Differential Pay
Comment cortaing DR Dr Appt
Batch Id(s) EXTENDED  Extended
HRA? Yes4dnclude transactions re FL Floating Holiday
Transaction Tﬂ?e ) Mo Restriction FMLA Family & Medical Leave
E 3 - Person criteria INDACCT  Industrial Accident
Employee Id{z)
Last Name(s) JURY dury - -
Employment Status(s) o S )
Pemmanencyts) MEDICAL Medical
Leave Groupls) ML Military
Person Typels) MoD Madified Duty
Supervisor Id(s) NWD Non work Day
Locationis) OCL WORKING QUT OF CLASS
Calendar(s) PL Personal Leave
Barg Unit(s) PN Personal Mecessity
Pay Cyclels) PROF Professional Development
E 4 - Report options 5L Personal llness
Comment ? *fes - show the comment UNION Union Leave
Page Break on Emplc Do Mot Page Break on Em UNPAID Unpaid Leave
B General WAC Wacation
Report Status Completed WC Waorker's Compensation
Comment

Example report with all defaults, only entering the new COVID19 leave balance as a parameter.

Leavel1a Leave Transaction
Transaction Type Usage/ Running
Reason Created Begin End Grant Adjustment Balance
Ag (D) S5M4 (160028)
cation (NN Academy ve Groug FTE  1.00000
Job Class CERTIFICATED MANAGEMENT [/ ASSISTANT PRINCIPAL CEMG Leave Date 08/27/2015 H
COVID19 - COVID19
Usage 04/03/20 03/23/20  04/03/20 80.0000- 80.0000- hrs
Pnor Balan L0000 + Grants - Sag 80.0000 + Adjustments 80,0000~ hrs

1 ——
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COVID-19 PAY FOR EMLA/Emergency Family Leave

When an employee is out on COVID leave to care for another individual the 2/3 pay rule applies. Using
the COVID addons will report the pay earned in W2 Box 14. The recommendation is to back out the
regular earnings using the DOCKD and DOCKH addons with negative units, and then post the COVID
FMLA earnings using the COVID addons for correct reporting.

e Enter negative units using DOCKD or DOCKH
e Enter positive units using COVID addon

Example:
« > HR / Payroll - Payroll - Adjust Payroll
Search List Form
(A~ [@Prev [@Next £ Close W Cancel [Z) Tasks @) Deail ~
G - 00000, Gross 3,367.06 Net 2,434.82
PPR 362.97 {Daily}, Hours: 101.45, Ret: STRS (Member{E]), PPC: CE1A, Pay Dt: 8/31/2020 (2021, CE1A #
Addons:3 ig D i Contril Details Payroll Eors Notes:3
JOpen _|New ..] Copy ™8 Expon
I Descriptio _ Effectve  Pos# OVRRate 1Amt Rate2 Amt | ing Amt | Dys Wr ACAH | Job Class |FD-RSRC-Y-GOAL-FUNC-OBJT-S
Dock-EPSL/EFMLA 8/31/2020:309 {1 362.9700 1.0000! (17 )0) (CRELES))
CVDEFMLA {Covid-19 Daily EFMLA $200 max} COVID-19 EFMLA $200 8/31/2020 309 {1 200.0000 1.0000 7.0000 1,400.00
CVDEPSLM {Covid-19 Daily EPSL $200 max}  COVID-19 EPSL $200 8/31/2020 3089 {1 2000000  1.0000 10.0000 2,000.00
Pay Period
EARMNINGS Employee Other Rate
POSITION #300-10(0 A 6,137 55 6,137.55
POSITION #309-9(0) 5,923.00
ADJUST (CVDEFMLA) COVID-19 EFMLA 5200 1,400.00 200.00
ADJUST (CVDEPSLM) COVID-19 EPSL $200 2.000.00 200.00
ADJUST (DOCKS) Diff. dock 310.00
ADJUST (DOCKS) Diff, Dock 483.20
ADJUST (DOCKS) Diff. Dock 2,900.00
ADJUST (DOCKD) Dock-EPSL/EFMLA 6,170.49- 36297
ADJUST (EXASSGHR) WASC 29.00
Total 3,367.06 .00
REDUCTIONS Employee Employer Subj Gross
(STRSN) STREMN 24361 543,78 3,367.06
(BLUEPRE) Blue Shield Pre Anch 10.53
Tatal 354 14 543,78
TAXES
(FIT) [M 1 ] Federal Withholding 154.02 30292
(SIT)[S 1 :0 ] State Withholding 51.66 3.012.92
(MEDICARE) Medicare 48 67 48.67 3,356.53
(SUI) Unemployment Ins 1.68 3,356.53
[(WORKCOMP) Workers Comp 71.05 3,367.06
Total 254 34 121.40

Send email to helpdesk@scoe.org to have COVID addons set up.
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Escape W2 Adjustment Reporting of COVID-19 L eaves

STEP la - LeaveOl — Leave Transactions Report

The LeaveOl — Leave Transaction Report will reflect the usage detail for auditing purposes.
Go to HR/Payroll — Reports - Leave
Search Criteria:

o Created Date — 01/01/2020..12/31/2020

e Leave Balances — COVID19D, COVID19F (can vary by District)

e Limit Leave Balances? — No — DO NOT limit Leave Balances

e Transaction Type - Usage

_ HR / Payroll - Reports - Leave

List Request/Report
3 Go @) Go/Expott = " Clear B Prew @. Next (£ ﬂos@

Request Report
E 1 - Report
Repart Number & Leavell
Description & Leave Transactions
Report Sample &% Leavell
Report Favarite 10 =]
= 2 - User Options
Created Date 1/1/2020.12/31/2020
Leave Balancels) COVID15D, COVID15F
Limit Leave Balances? Mo - DO NOT limit Leave Balances
Leave Typel(s)
Comment containg
Batch Id(s)
HRA? Yes-nclude transactions related to an HRA
Transaction Type Usage
Leavelia Leave Transaction
Transaction Typa Usagal
Reason Created  Begin  End Grant Adjustment
) S5 (008700)
ation DISTRIGT WIDE ACCOUNTS B p FTE 1.00000
ob Class Classifed CSEA CSEA pave Dale 0BM 92018 B
COVID1S0 - COVIDAS-District
Usage OB OSSO 80000
Usage DB/OBH] 0409720 0413720 24,0000
Usage DB/DB2 041520 B.0G000-
Usage BIOBZO O4HTIZ0 B.0000-
Usage JBJOBRHD 042120 B0000-
Usage DB/OB 04723720 B.0000-
Usaga 160 051120 0520 16.0000-
cOovVIDg
il 0000 4+ Grar Usage BOODOD =  Adiustrmants

1 ——
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STEP 1b — Leave08 — | eave Transactions Summary

The Leave08 — Leave Transaction Summary will reflect the usage summary for auditing
purposes and populate information needed to build an Excel file for total wages to report.

Go to HR/Payroll — Reports - Leave
Search Criteria:
e Starting Date — 01/01/2020
e Ending Date —12/31/2020
e Show Neg? — Yes — include negative totals
e Show Zero? — No — Do NOT include zero Totals
e Sort/Groupl — Bargaining Unit

e Column Options
o Transaction Type — Usage
o Column 1 - COVID19D (can vary by District)
o Column 2 - COVID19F (can vary by District)

Choose Go/Export to Excel Data and Save the Excel file

5 © - [T HR / Payroll - Reports - Leave
List ReguastRepss
() Go (@) Go/Expont = &J

Slear B Prev B Mext _‘__.r Close H Favorites ~
List Request/Report

Request L:__:? Go @ GOJ’EXPOIT N
21 - Report

Report Number i Leavel3 Excel
Description i Leave Transacton Summary
Report Sample o% Leaveld Excel Data
Report Favorite 1D i« COVID LEAVES PDF
8 2 - User Options
Starting Date 11/2020 {BCC}
Ending Date ) 123172020 {ECC}
& 3 - Person criteria |
= 4 - Report options
Show Neg? Yes - include negative totals
Show Zera? Mo = do NOT include zero Totals
5 5 - Sort/Group Options
Sort/Group 1 Bargaining Unit
Show All Group17? Yes - Show all selected employess
Sont/Group 2 MNaone
Show All Group2? Yes - Show all selected employees
Page Break
5 6 - Column Options
Transaction Type Usage
Column 1 COVID19D {COVID19-District}
Column 2 COVID1SF {COVID19-Federal}
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STEP 2 — Pay29 — Pay Rates for Employees

The Pay29 — Pay Rates for Employees will provide rate information needed to build the
Excel file for total wages to report.

Go to HR/Payroll — Reports - Payroll

Search Criteria:
e Active Date — 12/31/2020

e Bargaining Unit — optional additional filter

Choose Go/Export to Excel Data and Save the Excel file

|
FEY=01 HR / Payroll - Reports - Payroll
List R
v Go(@ Go/Export '>Q Clear @ Prev @ Next . Close i_,i Favorites ¥

Request Report

Request

B { - Report

Sort Option

(O a) Ora-Embloves

Report Number Pay29 O b) Ora-Emblovee
Description @ Pay Rates for Employees (® x) Excel Export
Report Sample® Pay29

Report Favorite

List Request/Report

B 2 - User Options 7 Go @) Go/Export ~ |

Active Date 12/31/2020
Location(s)

Person Type(s)

Pay Cycle(s)

Bargaining Unity
Assignment Ty

Employee Id(s)

Prorate? No - Do NOT Prorate pay rates
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STEP 3 — Create Additional Pay Import file

Even though the dollars are being posted through the Additional Pay/Adjust Payroll activity,
the addon and earnings table are set to report to Box 14 on the W2 and NOT AFFECT
GROSS WAGES.

Go to Activities - Online Resources — Tools — Import Templates — Additional Pay
Import

Activities
085 - ABC
Quick Start here

Finance
HR / Payroll Tools Escape Guides Import Templates Report Templates

. Import Templates

Escape Online accepts imports for many records, Listed below are Microsoft Excel templates you can use to guide you in the
creation of an import file.

Online Resources

To use these import templates:

Documentation 1. Downioad the template
2. Use the template and the How To from the import activity to guide you through creating your import file
- 3. Import the file.
Friday Features
Template Description Last Updated
Newsletters
1099 Import & Includes a header and single line. Release 15.03
Release Information Adoitonal Payimport | Inudes a header and two e Fems, One using the employee . The |
& other using the social security number.

Populate Template
e EmplID - from Pay29 — Pay Rates for Employees report
e Addon - Enter CVDLVADJ
e Units —from Leave08 — Leave Transaction Summary report
e Ratel — Hourly Rate from Pay29 — Pay Rates for Employees report
o Effective Date — 12/31/2020
e Comment — COVID Leaves CY2020

Save as CSV file format

COVID Leave W2 Adjustment - Excel

Insert  Page layout  Formulas Sata eview  View  ACROBAT Tell me what you want to do
i, % cut Avrial o A n ==B % Bwepla General 1 HE 4 Normal Bad Good Neutral Calculatior
. Copy * 1 - .
hste T BIU-[-&-A-S== == EMege&Center- $ % ? 535 Conditional Format as m Explanatory T... |Input Linked Cell Note
. ¥ Format Painter Formatting - Table -
Clipboard 3 Font 3 alignment 3 Number 3 Styles
29 - ke
A B C D E 7 G H I J K L M N (o] P Q

SSN Empld Addon Units Rate1 Rate2 Acct Effective Comment SalSched SalCel Days\WorkeJob Cat  Job Class HRA HRAitem PosID
4 5954 CVDLVADJ 24 206 12/31/2020 COVID Leaves CY 2020
B 9700 CVDLVADJ 60 19.14 12/31/2020 COVID Leaves CY 2020
h 9375 CVDLVADJ 18 21.09 12/31/2020 COVID Leaves CY 2020
i 9811 CVDLVADJ 45 16.54 12/31/2020 COVID Leaves CY 2020

1 ——
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STEP 4 — Create and Post Additional Pay Batch

Go to HR/Payroll — Employment — Additional Pay

Search Criteria:
e Pay Date — 12/30/2020

e Description — COVID Box 14 W2 Adj

e File Name — Use drop down menu to find CSV file
e Primary Pay Cycle? — Yes

e Pay Cycle - CL2J or CE2J

e Pay Period - 6 {Paid 12/30/2020 (Future)}

Save/Close

« e » LB -{el HR / Payroll - Employment - Additional Pay Tools - [3]

Search List Form

. Delete DPrev @Next fJCIose Cancel Tasks ~

Additional Pay Entry Batch # 5455870, Status: Completed

Batch Info Employees:4

2 1 - Batch information B 2 - Posting information
2021 {2020/2021} Primary Pay Cycle? Yes
Pay Date 12/30/2020 Pay Cycle CL2J {Class 12 Menth Jul-Jun}
Location Pay Period 6 {Paid 12/30/20 (Future)}
Submitted 8/26/2020 1:38:15 PM Status Message Posted 4 additional batch pay items.
Submitted By KALINGLE Posted 8/26/2020 1:45:57 PM
Description COVID Box 14 W2 Adj Posted By KALINGLE
File Name COVID Leave W2 Adjustment Locked Count 0
Note 0 item errors. 0 import errors. 3 - Add/Update Information

Use Tasks to Submit

Use Tasks to Post Addon Pay

25 - DEERYAIA HR / Payroll - Employment - Additional Pay

Search List Fom
I Delee | [gh Mot £ Close I
Subrmit

ntry Batch # 5455870, Status: Open

Post Addon Pay

Batch Infe Employess4 ) | Rollback Addon Pay

Batch Infammaton Retum to Oper

A Fosting Infammaton .

2 1 - Batch information 8 2 - Posting information
Faral Yaor M AT Ewimnans Do Mueda® Bl
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STEP 5 — Confirm Adjustment Posted as Expected

Go to HR/Payroll — Payroll — Adjust Payroll

Search Criteria;
e Addon — CVDLVADJ

e Pay Date — 12/30/2020

<« )->)1 HR / Payroll - Payroll - Adjust Payroll

Search
1 6Go & Clear 7 Favorites ~

Search Criteria - Payroll. .

= 1 - Employee
= 2 - Addons and Assignments
Assignment
Addon CVDLVADJ {Covid Leavd
Addons with
Addon Adju No
Batch |d
HRA #
HRA Item #
= 3 - Pay Date
Pay Date  12/30/2020

Review snapshot. Dollar amount should populate under the Other column

Pay99 Employee Payroll Snapshot
CL1A #5 - Class 11 Month Aug-Jun Gross to Net
Employ Fay Period 5, 12/01/20 - 12/31/20 on 12/30/20 Status Future
Addre: (Last Final Computed CLS#1 - Ending 07/31/20 on 08/10/20)
FTE .28750 Benefit FTE  .28750
pay check Site 552 ( INNEGD sz #n-+AD Empld 005954 Approved
Time Sheet Site Bargaining Unit 22 Last Calc'd KALINGLE, 8/26/20 1:46 pm
— Pay Period Calendar Year To Date
EARNINGS Emplayee Other Rate Employee Other Subj Gross
POSITION #1086-8(0)882{ADULT EDUCATION} 20.00 3,228.36
POSITION #1086-8(0)/882{ADULT EDUCATION} 20.60 1,880.49
POSITION #1086-90VE82{ADULT EDUCATION} 831.30 20.60 4,156.50
ADD-ON (VAC19311) Vacation Pay 20.00 219.48
ADD-ON (VAC19311) Vacation Pay 56.51 2060 39557
ADJUST (CVDLVADJ) COVID Leaves CY 2020 494.40 20.60 494.40
Pay Period
(continued) Employee Other Rate
Total BET 81 49440
FEDUCTIONS E Employer Subj Gross
{PERSN) PERSN 6215 183.78 B87.81
Total 62.15 183.78
ES
(FIT)[S 0 ] Federal Withholding A48.02 82566
(SIT)[S 0 :0 ] State Withholding 825.66
{OASDI) OASDI 55.04 55.04 BET 81
(MEDICARE) Medicare 1287 12.87 887.81
(SDI) SDI 888 8a7.81
(SUI1) Unemployment Ins A4 Ba7.81
(WORKCOMP) Workers Comp 18.73 B87.81
Total 124.81 g7.08
EDUCTIONS / CONTRIBUTIONS
(CSEA) CSEA Dues 13.32 887.81
(CSEACHP) GSEA Chapter Dues 2.00
Total 1532 .00

T

ESCAPE -TRACKING AND REPORTING COVID-19 LEAVES

13




EMPLOYEE RIGHT

PAID SICK LEAVE AND EXPANDED FAMILY AND MEDICAL LEA
UNDER THE FAMILIES FIRST CORONAVIRUS RESPONSE AT

The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide their
employees with paid sick leave and expanded family and medical leave for specified reasons related to COVID-19.
These provisions will apply from April 1, 2020 through December 31, 2020.

* PAID LEAVE ENTITLEMENTS
Generally, employers covered under the Act must provide employees:
Up to two weeks (80 hours, or a par-time employee's two-week eguivalent) of paid sick leave based on the higher of
their regular rate of pay, or the applicable state or Federal minimum wage, paid at:
+ 100% for gualifying reasons #1-3 below, up to $511 daily and £5,110 total;
+ % for qualifying reasons #4 and 6 below, up to 2200 daily and 52,000 total; and
» Up to 12 weeks of paid sick leave and expanded family and medical leave paid at 3 for qualifying reason #5
below for up to $200 daily and $12,000 total.

A part-time employee is eligible for leave for the number of hours that the employees s normally scheduled to work
over that period.

* ELIGIBLE EMPLOYEES

In general, employees of private sector employers with fewer than 500 employees, and certain public sector
employers, are eligible for up to two weeks of fully or partially paid sick leave for COVID-19 related reasons (see below).
Employees who have been employed for at least 30 days prior to their leave request may be eligible for up to an
additional 10 weeks of partially paid expanded family and medical leave for reason £5 below.

» QUALIFYING REASONS FOR LEAVE RELATED TO COVID-19

An employees is entited to take leave related to COVID-19 if the employees is unable to work, including unable to
telework, because the employes:

1. iz subject to a Federal, State, or local guarantine or E. iz canng for his or her child whose school or

isolaficn order related to COVID-19; place of care is closed (or child care provider is
2. has been advised by a health care provider to unavailable) due to COVID-19 related reasons; or
self-guarantine related to COVID-1%; 6. is experiencing any other substantially-similar
3. is experiencing COVID-19 symptoms and is seeking condition specified by the U.S. Department of
a medical diagnosis: Health and Humian Services.

4. s caning for an individual subject to an order described
in (1) or self~guarantine as described in (2);

= ENFORCEMENT

The U.5. Deparment of Labor's Wage and Hour Division (WHD) has the authorty to investigate and enforce compliance
with the FFCRA. Employers may not discharge, discipline, or otherwise discriminate against any employes who
lawfully takes paid sick leave or expanded family and medical leave under the FFCRA, files a complaint, or institutes a
proceeding under or related to this Act. Employers in violation of the provisions of the FFCRA will be subject io penalties
and enforcement by WHD.

For addifional information

or to file a complaint:
WAGE AND HOUR: DIVISION 1-866-487-9243

UNITED STATES DEPARTMENT OF LABOR TTY: 1-877-B89-5627
dol.goviagencies/whd

WWHIEI2 REW 0520
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