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Emergency Paid Sick Leave Policy

This policy has been implemented to comply with the Families First Coronavirus Response Act to assist our employees affected by the COVID-19 outbreak with job-protected leave and emergency paid sick leave. 
This policy will be in effect from April 1, 2020, until December 31, 2020. 
Eligibility
All full- and part-time employees, regardless of tenure, unable to work (or telework) due to one of the following reasons for leave:

1) The employee is subject to a federal, state, or local quarantine or isolation order related to COVID-19; 
2) The employee has been advised by a health care provider to self-quarantine because of COVID-19; 
3) The employee is experiencing symptoms of COVID-19 and is seeking a medical diagnosis; 
4) The employee is caring for an individual subject (or advised) to quarantine or isolation; 
5) The employee is caring for a child whose school or place of care is closed, or childcare provider is unavailable, due to COVID-19 precautions; or 
6) The employee is experiencing substantially similar conditions as specified by the Secretary of Health and Human Services, in consultation with the Secretaries of Labor and Treasury.

As specified by the Secretary of Health and Human Services, in consultation with the Secretaries of Labor and Treasury, "child" means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person standing in loco parentis, who is:

(A) under 18 years of age; or
(B) 18 years of age or older and incapable of self-care because of a mental or physical disability.

Amount of Paid Sick Leave
All eligible full-time employees will have up to 80 hours of paid sick leave available to use for the qualifying reasons above. Eligible part-time employees are entitled to the number of hours worked, on average, over a two-week period. 
For employees with varying hours, one of two methods for computing the number of hours paid will be used:
(A) The average number of hours that the employee was scheduled per day over the six-month period ending on the date on which the employee takes leave, including hours for which the employee took leave of any type; or
(B) If the employee has worked less than six months, the expected number of hours to be scheduled per day at the time of hire. 
Rate of Pay
Eligible employees will receive up to two weeks of paid sick leave. 

Payments are capped at $511 a day ($5,110 in total) for an employee’s own illness or quarantine (reasons 1, 2 and 3 above). 

Employees who are caring for an individual affected by COVID-19 and those whose children's schools or childcare providers have closed (reasons 4, 5 and 6 above) receive up to two-thirds of their pay, and that benefit is limited to $200 a day ($2,000 in total).

Procedure for Requesting Emergency Paid Sick Leave
[bookmark: _GoBack]Employees must notify their manager or the HR manager of the need and specific reason for leave under this policy. A form will be provided to all employees on the company intranet and/or in a manner accessible to all. Verbal notification will be accepted until practicable to provide written notice.
Coordination with other Paid Leave
The employee may use emergency paid sick leave under this policy before using any other accrued paid time off for the qualifying reasons stated above. 
Employees on expanded FMLA leave under this policy may use emergency paid sick leave during the first 10 days of normally unpaid FMLA leave. 
Job Protection
No employee who appropriately utilizes emergency paid sick leave under this policy will be discharged, disciplined or discriminated against for work time missed due to this leave. 
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This sample document is only an example and is based on the laws in effect at the time it was written. Warren Averett, LLC does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation.
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