Employee Time during COVID-19

HAS ENPLOYEE
CONTINUED
WORKING DURING |15 ABSENCE COVID-19
coviD-197 RELATED? WHO IS ABSENGE FOR? SCENARIO PAY CODE GUIDING PRINGIPAL
o 10 Personnel expenditures that are what an agency would
eguiar Wor in
Yes The employee is engaged in work aciies that are vertime 101 normally expend i ts regular course of business.
NOT directly rlated to the COVID-19 panderic. Telecommuting 110
Repor tme s usual Employee's work cay Isprmarly dedicted to accompishing
normally assigned duties
Personnel expenditures that are over and above what an
R . agency would normally expend i its regular course of
The employes is engaged in work actvties that are ork - Regular business.
ves : COVID Work - Overtime 101G
directly related to the COVID-19 pandemic S T ing 1100 OR
Job duties have changed and duties are over and above
regular course of business and is directly COVID-19 related.
Employee is unabl fo work fo health reasons ;
v o s RN S
(0.9 knee-replacement surgery)
Worisito is dosed by Agency Director iniswatve Loave Emoraom Refer to Personnel Rules related to Administrative Leave
No YES st rlated to COVID-19 and employee cannot telework Admiistrative Leave Emergency 376 hr.az gov/Rul
Employee is unable to work due o a famiy members heall o
No No Family reasons that are unrelated to COVID-19 Family Sick 311/F (imited to 40 hours)
(e. famiy members surgery)
Yes
No soe tablo below

Employee Leave Time for COVID-19 related absences

(NOTE: Effective 1/1/2021)

1S RBSENCE A
ELIGIBLE COVID- | IS ABSENCE A FMLA PAY CODE - ALWAYS USE ATTENDANCE CODE
EVENT? 'WHO IS ABSENCE FOR? QUALIFYING CRITERIA FOR COVID-19 EVENT: UN - COVID EMERGENCY PD SICK LEAVE
S10F - Sk LEAVE
300/F - ANNUAL LEAVE
Self (1) The employee is subject to a Federal, State, or local 640/F - LEAVE WITHOUT PAY (LWOP)
osaning o soon ooer oetes 10 SOV . P
376/F - ADMINISTRATIVE LEAVE
AGENCY DIRECTOR APPROVAL REGUIRED)
S10-SicKLEAVE
CANUAL LEAve
NO Self (2) The employee has been advised by a health care provider 640 - LEAVE WITHOUT PAY (LWOP)
oS tatanig o o concer elaed 1o GOVI. 6 P
376 - AOMINSTRATIVE LEAVE
uness Assence s (AGENCY DIRECTOR ARPROVAL REQUIRED)
CONSULT YOUR 310 - SICK LEAVE
AGENCY HUMAN 00 ANNUAL LAV
ves AsENcy AN st (9)The cmploye s expreningsymptomsof COVID-19 and 640 LEAVE WITHOUT PAY (L1OP)
) Sooking 2 e dagnoss o
975 - AOMINSTRATIVE LEAVE
(AGENCY DIRECTOR APROVAL REQUIRED)
311 - FAMILY SICK LEAVE (NOT LIMITED TO 40 HOURS)
310 - SICK LEA\/E (FOR FAM\LV MEMBER)
(61 Thecploye s caing o an ndivical s sufotto
Famly i o oot n sibparagraph (1) or s boon 640 LEAVE WITHOUT PAY (L1OP)
advised as described in paragraph (2). OR
976 - AOMINSTRATIVE LEAVE
(AGENCY DIRECTOR ALPROVAL REQUIRED)
300 ANNUAL LEAV
(5) The employee is caring for a son or daughter of such
NO employos i theschoolorpace ofcro.of the son ordaugher 640 LEAVE WITHOUT A (LWOP)
Goue s revatabe, s o COVD 16 precauions. (AGEchg,;EDnggggg;gg LENE e
300 ANUAL LEAVE
(5)Tooologoe s caring o o or G of such A
ves o camiy Clore e sehooo aceof s ot so.o i

has been closed, or the child care provider of such son or
daughter is unavailable, due to COVID-19 precautions.

76 - ADMINISTRATIVE LEAVE
(AGENCY DIRECTOR APPROVAL REQUIRED)

For more information, please review https://hr.az.gov/content/covid-19

Employee Leave Time under the Families First Coronavirus Response Act
(NOTE: These codes used from 4/1/2020

- 12/31/2020)

(FFCRA)

1S ABSENCE AN
EMERGENCY PAIL
1S ABSENCE AN

ELIGIBLE COVID- | EMERGENCY FMLA EMERGENCY PAID LEAVE
EXPANSION EVENT? | WHO IS ABSENCE FOR? QUALIFYING CRITERIA FOR COVID-19 EVENT: PAY CODE HOURS MAXIMUM VALUE PAYCODE AFTER EMERGENCY PAID LEAVE IS EXHAUSTED
Use Attendance Code UN - COVID EMERGENCY PD SICK LEAVE
o (1) The employee is subject 1o a Federal, State, orlocal 377 1.0 FTE =80 hours $511/day Sekstou
quarantine or isolaion order related o COVID-16. COVID-EMERG PD SICK-SELF 10 FTE Proated Hours $5,110 n aggregate ka0,
Pars Admin 976 UN
Use Attendance Code UN - COVID EMERGENCY PD SICK LEAVE
1.0 FTE = 80 hours
solf (2) The employee has been advised by a health are provider 377 S511iday Sick 310 UN
{o self-quarantine due to concerns related to COVID-19. COVID-EMERG PD SICK-SELF 1.0 FTE Prorated Hours $5,1101n aggregate Sk 0N
Paid Admin 376 UN
No Use Attendance Code UN - COVID EMERGENCY PD SICK LEAVE
o (3) The employee is experiencing symptoms of COVID-19 and 377 1.0 FTE =80 hours $511/day SekatoUN
sceking a medical diagnosis. COVID-EMERG PD SICK-SELF 1.0 FTE Prowrated Hours $5,1101n aggregate SekSIOUN
es Paid Admin 376 UN
Use Attendance Code UN - COVID EMERGENCY PD SICK LEAVE
4) The employee is caring fo an individual who s subject to . 1.0 FTE =80 hours - Remaining hours to reach Base Pay.
of Wage up o $200/day
Family an order as described in subparagraph (1) or has been y y e Family Sick 311 UN
advised as described in paragraph (2). COVID-EMERG PD SICK-FAMILY <1.0 FTE Pro-rated Hours §2.000 in aggregate Sick 310 UN
Annual 300 UN
Paid Admin 376 UN
VES, bt coted 2s Use Attendance Code UN - COVID EMERGENCY PD SICK LEAVE
arrc
EPSLfor st (5) The employee is caring fo a son o daughter of such _ i ;
Famil employee if the school or place of car of the son or daughter COVID-EMERG PD SICK-FAMILY 1.0 FTE =80 hours 213 of Wage up to $200/day BN e e R evie
"coded a5 EFMLA amily n closed, of the chid care provider of such son or $2,000in aggregate iy Si u viow)
g e e oy of st o0 1t emplyee s sin or 152 ok of EFVLA, o use <10 FTE rootd Howrs Sk T0UN (snder ADOA H rview)
" o decremen nnua
on circumstances Annual 00UN.
First 10 Days unpaid but employee can | 378F FMLA Expansion /3 ofpay up to $200
(5) The employee is caing fora son or daughter of such use Emergency Paid Sick Leave, Sick | hours o reach B
s s o et or s of o S G arer Leave anor Annil Leave (g | maining hous (o each Baso Pay:
amity o omed ot £ ot pe of s com 1 COVID.FMLA EXPARSION-CHILDCARE Coave undorcoro cregmotances) ey Sk 311 UN (under ADOA R cvew)
caughiar s unavaiable, dus fo GOVID.16 procautons. the 213 of Wage up 0 5200iday | ik 310 UN (under roview)
10.000n aggregate Paid Admin 376 UN
y of Responsibilities
For EPSL and EFMLA For EPSL and EFMLA For EPSL For EFMLA For EPSL and EFMLA
Employee Responsibilties Agency HR Respon: Absence Management Specialist Responsibilties FMLA Specialist Responsi Manager/Payroll Proxy Responsibilities

Complatsthe Notfoakon f Npe o Loave
for COVID-19 Reasons' For

o the Form Ilo Agency Fman Resources
Once approval is received from Agency Human
Resources, use correct pay codes for
approved type of leave.

*Form can be completed by employee's family
member if the employee is unavailable
**Form can be submitted electronically

days of receipt

For

s
|Complete as soon as practical, but no later than five business.

Review eligibilty of employee
Approve employee f eligible
Indicate effective date of absence on form

Send Form to Absence Management Specialist

r EFMLA:
Send Form to FMLA Specialist

Complete within 24/48 hours

|Agency HR sends to Absence Mgt Spec (could be HR or PR, depending on agency)
Absence Mgt Spc enters LP70 transaction for EPSL hours using
Plan COVID and Structure Group LPCOVIDER1,2,30r4.
Validate hours balance is updated
Processes overnight for hours availabl
Avios amployee lo ente tme usng 377 or 377G

Complete within 24/48 hours

FMLA Specialist enters FMLA event
FMLA Specialist enters LP70 transaction for EFMLA hours
Validate hours balance is update

Processes overnight for hours available

Advise employee to enter 378F

Ensure employees that are indicated for EPSL or EFMLA have used proper pay codes
If discrepancies are found, contact the employees supervisor for clarification or correction

Use the COVID Payroll Calculator to determine the maximum hours of leave the employee may
use for 1/3 pay
Review time records to ensure the employee is within prescribed maximum amounts.

i you have questions regrding FFCI
Guidance may change

bor guidance. Check back frequently for updates.

RA or anything n thess tables pisase contact your Agericy Human Resources offce.
of Lal
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