EDUCATION AND TRAINING RESOURCES
Date: April 2020
To:
All ETR Employees
From: Human Resources
RE:

Families First Coronavirus Response Act (FFCRA)

Dear Staff,
First and foremost, our intent and focus is providing opportunities for each of you to remain fully
employed in active status during this break without utilizing any additional governmental
resources. Our last resort will be to utilize the resources that has been provided to you under the
FFCRA, because they offer less resources to you than remaining fully employed in active status.
Depending on your situation, the pay amount could be 2/3 your regular pay and has a time limit.
Even if you qualify to be at home for one of the listed reasons, we have setup opportunities for
you to complete work from home instead of changing your status to one of the COVID codes.
Only in the case that you have exhausted all your opportunities to from home or do not have the
ability to do task assignments from home will you have to move to the next level and make a
decision about utilizing sick or vacation leave time. Then after that level then you will be at the
level to implement any of the COVID leave reasons with the assistance from HR to determine
the best possible option for each of your specific situations. The FFCRA resources that the
government has set up do not allow you to use more than one funding code at a time for payroll,
so there is no way to double up or add on money to your pay. The system is set up to entice
employers to provide limited funds and job protection to employees that would otherwise be
losing their jobs during this COVID time. In your case, we are keeping you employed and have
no intentions of laying anyone off due to COVID.
With that said and keeping with our main focus, we do understand that you may have questions
about the information floating around about your alternative options under the current COVID19 FFCRA. Please allow HR the opportunity to succinctly present the information to you so you
understand the details of the ACT and how it may impact your decisions and your families. The
details presented here will not answer every question that may arise, so as always, contact us and
discuss your specific situation. We are here to find the best solution for you during this time as
you navigate the vast and changing information provided, which includes Emergency Family and
Medical Leave Expansion Act (EFMLEA).
1. The Emergency Pay Sick Leave Act requires employers to provide up to two weeks of
paid sick leave (in addition to company policy sick leave) to employees who are unable
to work or telework for any one of six specified reasons related to the COVID-19
pandemic. An employee may utilize this leave only if, but for a quarantine or isolation
order, he/she would otherwise be able to perform their normal work duties. In other
words, the employee is unable to assume normal duties due to this imposed restriction
and not because there is no work. If the employee is being engaged and chose not to
work, the employee then must use regular sick and/or vacation leave to fill hours for their
absence.

Emergency Pay Sick Leave Act (80 hours) has the following qualifiers:
Subject to a quarantine or isolation order
The employee is unable to work or telework due to a need for leave because the
employee is subject to a federal state or local quarantine order related to COVID-19.
The employee is unable to work or telework due to a need for leave because the
employee has been advised by a health care provider to self-quarantine for reason related
to COVID-19.
The employee is unable to work or telework due to a need for leave because the
employee is experiencing symptoms of COVID-19 and is seeking a medical diagnosis.
Caring for an individual – receives only 2/3 regular rate of pay.
An employee is unable to work because he or she is caring for an individual who is
subject to a quarantine or isolation order, or has been advised by a health care provider to
self-quarantine. The regulations define this “individual” as an employee’s immediate
family member, a person who regularly resides in the employee’s home.
On March 28, 2020, the extended Emergency Family and Medical Leave Expansion Act
(EFMLEA) was approved with an effective date of April 1, 2020. The qualifiers for this
expansion is as follows:
2. Emergency Family and Medical Leave Expansion Act (EFMLEA) - eligible employees
This ACT provides up to 12 weeks of leave—the first two weeks of unpaid leave (may use
sick or vacation leave) followed by 10 weeks of paid leave at 2/3 regular rate of pay — to
eligible employees who are unable to work or telework due to a need to care for their
children under 18 years old whose school or place of care is closed or whose child care
provider is unavailable because of
the COVID-19 pandemic. The EFMLEA defines
eligible employees as ones who have been employed for at least 30 calendar days.
Documentation of need for leave under FFCRA
All requesting employees must provide to Human Resource his/her name, the date(s) for which
leave is requested, the qualifying reason for the leave, written statement that he/she is unable to
work because of the qualifying reason. Where applicable or if requested the employee must
provide additional documentation depending on the basis for the qualifying reason:
For paid sick leave due to the employee’s need to self-quarantine on recommendation of a health
care provider, provide the name of the health care provider.
For paid sick leave due to the employee’s need to care for an individual who is subject to a
quarantine or isolation order or who was advised to self-quarantine, provide the name of the
health care provider.
For Emergency Family and Medical Leave Expansion Act due to the employee’s need to care for
a child whose school or place of care was closed or whose child care provider is unavailable,
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provide the name of the child being cared for; the name of the school, place of care, or child care
provider; and “a representation that no other suitable person” will care for the child during the
period of leave.
Please note that in any situation where the employee is exempt from any of the above qualifiers
under FFCRA, the employee can still be considered for traditional FMLA leave, either because
the employee has a “serious health condition” or because the employee is caring for a child,
spouse, or parent with a serious health condition.
By law and the guidance of the Department of Labor, Human Resource is required to retain all
documentation provided by employees pursuant to these requirements for a period of four years,
whether any leave is granted or denied.
We have included the Federal Employee Rights Poster for FFCRA below.
We hope you and your families will stay safe during this uncertain time.

Human Resources Staff
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