
 TIME REPORTING DURING COVID-19 

 FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA)  

  Expanded Family Medical Leave Act (EFMLA)  
                                                                                               Emergency Paid Sick Leave (EPSL)  Effective April 1, 2020 

Note:  Employees are eligible for EPSL upon their first date of employment.  EPSL is not paid out upon separation of employment. 

 

 

 

 

  

My position does not allow me to 

work remotely or my hours have 

been reduced during COVID-19 

Reason 3 

I’m experiencing symptoms of COVID-19 

and seeking a medical diagnosis 

Reason 2 

I’ve been advised by a healthcare 

provider to self-quarantine due to 

concerns related to COVID-19 

Reason 1 

I’m subject to a federal, state, or 

local quarantine or isolation order 

related to COVID-19 

Record  

Emergency Other 

COVID-19 

On your timecard 

May apply for Emergency 

Paid Sick Leave (EPSL) up 

to 80 hours 

May apply for Emergency 

Paid Sick Leave (EPSL) up 

to 80 hours 

May apply for Emergency 

Paid Sick Leave (EPSL) up 

to 80 hours 

 

Record approved  

Emergency Paid Sick Leave  

on your timecard 

Record approved  

Emergency Paid Sick Leave  

on your timecard 

Record approved  

Emergency Paid Sick Leave  

on your timecard 

After EPSL is exhausted, 

record  

Emergency Other COVID-19 

After EPSL is exhausted, 

record your paid time off 

(PTO) sick leave for sick 

purposes only 

After EPSL is exhausted, 

record your paid time off 

(PTO) sick leave for sick 

purposes only 

After PTO is exhausted, may 

apply for Sick Leave Pool (SLP) 
After PTO is exhausted, may 

apply for Sick Leave Pool (SLP) 

Faculty/Graduate Assistants: 

Continue to coordinate work/telework and leave 

within your departments. 

Employees with reduced hours: 

Non-Exempt:   

Regular Hours Worked 

+ 

Emergency Other COVID-19  

Employees with reduced hours: 

Exempt: 

Leave Blank for Work Hours 

+ 

Emergency Other COVID-19  

Yes Yes 

No 

Staff employees working/teleworking: 

Non-exempt:  Record “Regular Hours Worked” 

Exempt:  Leave Blank 

Are you able to 

work/telework 

during COVID-19? 



 TIME REPORTING DURING COVID-19 

 FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA)  

  Expanded Family Medical Leave Act (EFMLA)  
                                                                                               Emergency Paid Sick Leave (EPSL)  Effective April 1, 2020 

*Reason 4 examples:   An employee’s immediate family member, a person who regularly resides in the employee’s home, or a similar person with whom the employee has a relationship 

that creates an expectation that the employee would care for them in a quarantine situation 

**Reason 6:  This reason has not been determined at this time by the Department of Health and Human Services or the DOL. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reason 6** 

I’m experiencing any other substantially 

similar condition specified by the Secretary 

of Health and Human Services, in 

consultation with the Secretary of the 

Treasury and the Secretary of Labor. 

 

Reason 5 

I’m caring for my child and their place of care 

has been closed, or the childcare provider is 

unavailable due to COVID-19 precautions 

Reason 4* 

I’m caring for someone subject to a 

quarantine/isolation order (Reason 1) or 

someone who has been told to self-quarantine 

by a health care provider. (Reason 2) 

May apply for Emergency Paid 

Sick Leave (EPSL) up to 80 hours at 

2/3 pay. 

Other 1/3 will be covered as 

emergency pay 

 

May apply for Emergency 

Paid Sick Leave (EPSL) – 

up to 80 hours at 2/3 pay.  

Other 1/3 will be covered 

as emergency pay 

 

Record approved 

Emergency Paid Sick Leave: 

Hours Worked x 2/3 = EPSL 

Hours Worked x 1/3 = Emergency 

Other COVID-19 

Record approved 

Emergency Paid Sick Leave 

on timecard 

 

After EPSL is exhausted, Record 

approved Expanded Family 

Medical Leave Act on your 

timecard as follows: 

1. EFMLA:  2/3 of 

workday for 10 weeks.   

2. Your paid time off 

(PTO):  1/3 of workday.  

May not use sick leave. 

 

May be eligible for 

Expanded Family 

Medical Leave Act 

(EFMLA) for an 

additional 10 weeks at 

2/3 pay 

Must be employed at 

least 30 days 

 

Record approved 

Emergency Paid Sick Leave: 

Hours worked x 2/3 = EPSL 

Hours worked x 1/3 = 

Emergency Other COVID-19 

 

May apply for Emergency 

Paid Sick Leave (EPSL) up 

to 80 hours at 2/3 pay. 

Other 1/3 will be covered 

as emergency pay 

 

After EPSL is exhausted:  

If Reason 1:  Emergency Other COVID-19 

If Reason 2:  Record PTO sick leave 

After EPSL is exhausted, 

record your paid time off 

(PTO) sick leave for sick 

purposes only 

Are you able to 

work/telework 

during COVID-19? 

No 


