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HR CHECKLIST - FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA) 
NOTE TO EMPLOYER: Effective April 1, 2020, the Families First Coronavirus Response Act (FFCRA) requires employers with less than 500 employees to provide all employees with up to 80 hours (10 workdays) of emergency paid sick leave for qualifying reasons. Those same employers (unless excepted) must also provide eligible employees (after 30 days of employment) up to 12 weeks for qualifying reasons under Emergency Family Medical Leave Expansion Act (EFMLEA).  Additional details and information on FFCRA are available on Warren Averett’s website.   

This checklist includes recommended actions for HR professionals related to FFCRA:

· Create and distribute a written policy notifying employees of their rights and responsibilities for Emergency Paid Sick Leave (EPSL) and Emergency FMLA (EFMLA) under the FFCRA. Warren Averett has developed a sample policy for employers for both EPSL and EFMLA. 
· Post the required notice approved by the Secretary of Labor alongside all other mandatory employment posters. Emailing or direct mailing this notice to remote working employees is allowed or posting this notice on an employee information internal or external website. 
· Payroll processors should use a special paycode to capture time paid under these acts. A separate paycode for each category of leave pay should be used. To utilize Hours/Earnings Codes for Families First Coronavirus Response Act, we recommend checking with your payroll platform provider for guidance. These systems will accommodate tracking the leave and calculation of tax. In the absence of codes provided by a payroll provider, we suggest using the following paycodes:
· FF-PSL-EE: For use of the Emergency Paid Sick Leave provision (up to ten days of regular pay up to $511 per day for qualifying reasons related to symptoms and quarantine as advised by a medical provider).
· FF-PSL-FAM: For use of the Emergency Paid Sick Leave provision (up to ten days of two-thirds (2/3) regular pay up to $200 per day for qualifying reasons related to caring for a quarantined individual or caring for a minor child if school/daycare is closed).
· FF-FMLA: For use of the Emergency Family Medical Leave Act provision (two-thirds (2/3) pay up to $200 per day to care for a child whose school is closed or childcare provider is unavailable).
· Create a request form for employees for Emergency Paid Sick Leave (EPSL) and Emergency FMLA (EFMLA) under the FFCRA. We have developed the following request forms for EPSL and EFMLA for your use. 
· [bookmark: _GoBack]Create a template form to track employee notice and use of paid sick leave; intended for internal HR/payroll use. Warren Averett developed a sample FFCRA paid leave tracking worksheet. 
· Contact company accountant or attorney to discuss the fully refundable tax credit equal to 100 percent of the qualified benefits available under the FFCRA.
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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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