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COVID-19 STATE OF EMERGENCY 

 

Q&AS FOR ALL EMPLOYEES 

EMERGENCY LEAVE INFORMATION - REVISED 
 

April 30, 2020 (Updated from April 28, 2020) 
 

NOTE: The following information provides additional and updated guidance on use of Emergency Leave 
during the COVID-19 State of Emergency. Due to the continuously evolving nature of information related 
to this emergency, the information provided in this document is subject to change as circumstances change. 
 

Q1. Why is there more time being deducted from my EPSL bucket (State of Emergency Leave 
Plan) when I select the paycode for caring for others? For example: I was out for 3.00 
hours to care for my child and I put 2.00 hours on my timecard for COVID19 PAID SICK 
OTHER and 1.00 hour of my sick time? Why were 3.00 hours deducted from my 
emergency leave bucket? 

Three (3) hours are deducted from your emergency leave bucket because that is the total 
number of hours you were out of work to care for another due to COVID19.  Only two-thirds 
(2/3) of emergency leave used to care for others is paid, which is why you could only record 
2.00 hours of your total leave to the COVID-other pay code and why you are supplementing 
that pay with one hour of paid sick time.   

Q2. Can I use work hours for the one-third match required when using  COVID19 PAID 
SICK OTHER or COVID PAID SICK EXTENDED (family leave) instead of using other 
paid leave or leave without pay? 

No, since you are, by definition, accounting for your time NOT WORKING. Because only 
two-thirds (2/3) of your time not working to care for others due to COVID-19 can be 
covered by emergency paid leave, employees must use another LEAVE paycode, either paid 
leave, or leave without pay, for the remaining one-third (1/3) of the total number of hours not 
working to care for others.  

Example:  For 3 Total Hours NOT WORKING 

 = 2 hours COVID19 PAID SICK OTHER + 1 hour other LEAVE Paycode 
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Q3. I have a substantial bank of regular sick leave, can I donate leave to others who need it? 

(Revised 4/30/2020) Donated sick leave may not be used for leave related to COVID-19, 
except in cases of an employee’s serious, long-lasting illness. Sick leave can only be donated 
when Human Resources requests donations for an employee covered under an SEA 
bargaining unit who is approved for Supplemental Sick Leave.   

Q4. Do I have to provide any information for use of Emergency Paid Sick Leave for myself or 
to care for others? 

Effective April 21, 2020, there is a new certification form required for use of Emergency 
Paid Sick Leave.  Employees who need to utilize this leave will need to complete this 
certification form.  Please contact your HR office to receive and complete this form.   

Q5. I was previously out of work under regular FMLA for the full 12 weeks before the 
COVID-19 State of Emergency. Can I still use my two weeks of Emergency Paid Sick 
Leave (EPSL)? 

Once you have returned to work and are no longer on FMLA leave, you may use the 
additional two weeks of EPSL for yourself or to care for others for reasons related to 
COVID-19 through December 31, 2020.     

 

Q6. What do I do if I think I will exceed the daily or total dollar limit for EPSL or EPFL, how 
will my pay be affected?  

 
Federal law imposes per day and total pay limits for use of EPSL and EPFL. COVID-19 
Emergency Leave for yourself (EPSL-Self) is limited to $511 per day and $5,110 in total for 
two weeks (10 days).  COVID-19 Emergency Leave to care for others (EPSL-Other and 
EPFL) is limited to $200 per day, and $2,000 total for EPSL and $10,000 for EPFL.     
 

Employees may exceed these limits IF:    

 Your annual pay is greater than $78,000 per year,  

OR  

 You work more than 7.5 or 8 hours in a standard day.    
 

If you exceed the daily or total dollar limits for EPSL or EPFL, your HR/payroll office will 
reach out to you to adjust your use of EPSL and/or EPFL hours, as well as your total 
allocation of emergency leave hours, if required.  If available, you can substitute other paid 
leave to maintain your full pay. 

 


