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Families First Coronavirus Response Act (FFCRA)

Department Training
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Agenda

1. Overview of COVID 19 paid leave options
d. Paid Leave Options
0. FFCRA Eligibility Requirements
C. Expanded Family and Medical Leave (EFML) deep dive

2. Process

a. Emergency Paid Sick Leave (EPSL) Process
I.  Employee roles and responsibilities
Il. Department roles and responsibilities
D. Expanded Family Medical Leave (EFML) Process
I.  Employee roles and responsibilities
Il. Department roles and responsibilities
C. Human Resources Process

3. EFML for Hybrid Schedules--updated 11/16/20
4. Resources for determining appropriate paid leave
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Overview of COVID-19 Paid Leave Options



Overview of COVID-19 leave options

UC Paid Administrative Leave- PAL
Through 12/31/20

Families First Coronavirus Response Act (FFCRA):
Federal entitlement for employees impacted by COVID-19
effective 4/1/20- 12/31/20.

 Emergency Paid Sick Leave (EPSL)
« Expanded Family Medical Leave (EFML)

April 15 communication
hitps://www.hr.ucsb.edu/news/covid-19-related-
leaves-and-job-protections-guidance

Human Resources, Administrative Services Division UC SANTA BAR BA RA


https://www.hr.ucsb.edu/news/covid-19-related-leaves-and-job-protections-guidance

UC Expanded Paid Administrative
Leave (PAL)

FFCRA Emergency Paid Sick Leave
(EPSL)

FFCRA Expanded Family & Medical
Leave (EFML)

128 hours or 16 days for FTE
prorated for part-time appointees

80 hours for FTE or the two-week
equivalent for part-time appointees

Up to 12 workweeks for any eligible
appointees

March 1 — December 31, 2020

April 1 — December 31, 2020

April 1 — December 321, 2020

Mo prior service requirements

Mo prior service requirements

On payroll for 30 calendar days
immediately prior to the leave

Must be taken in whole day
increments but may be taken
intermittently

Must be taken in two-week block

Must be taken in blocks of at
minimum two-weeks

Qualifying reason for use — unable
to work or telework because of:

1. Appointee’s own COVID-19
related illness or that of a family
members

2. Appointee directed not to come
to worksite for COVID-19 related
reasons and,/or worksite has COVID-
19 related remote work program or
is under shelter in place order and it
is not operationally feasible for
employee to work remotely

3. COVID-19 related school or
daycare closure requires appointee
to be at home with child/dependent
and it is not operationally feasible
for appointee to work remotely or
in conjunction with childcare
commitment

Qualifying reason for use — unable
to work or telework because of:

1. Quarantine or isolation order

2. Told by health care provider to
self-quarantine

3. Experiencing COVID-19
symptoms and seeking diagnosis
4. Caring for individual subject to
guarantine/isolation order or who
was told by health care provider to
self-quarantine

5. Caring for child whose
school/place of care is closed or
child care provider unavailable b/c
of COVID-19

6. Other substantially similar
condition specified by HHS
Secretary

Qualifying reason for use — unable
to work or telework because of:

1. Caring for child whose
school/place of care is closed or
child care provider unavailable b/c
of COVID-19 (same as reason #5
under EPSL)

Health care workers and emergency
responders are not eligible for
EFMIL.

Any prior use of Family & Medical
Leave Act (FMLA) entitlement in
2020 reduces appointee’s
entitlement under EFML. Any use of
EFML also reduces FMLA
entitlement in 2020 assuming
appointee is eligible for FMILA. First
two weeks of EFML are unpaid
unless appointee elects to use other




COVID-19 Paid Leave Options

e Paid Administrative Leave (PAL)
Provides up to 128 hours of pay.

Must be taken in full day increments.

e Emergency Paid Sick Leave (EPSL)

Up to 80 hours of pay for a full-time employee.

pro-rated for part-time employees.
Must be taken in one block leave.

e Expanded Family & Medical Leave (EFML)

Up to 12 weeks (10 weeks paid)
Must be taken in minimum of 2 week blocks.

Human Resources, Administrative Services Division UC SAN TA BAR BARA



FFCRA Eligibility for Leave and Pay

« Emergency Paid Sick Leave: All employees* are eligible regardless
of length of University service.

- Expanded Family and Medical Leave: All employees* are eligible if
they have been on University payroll for at least 30 days prior to day
leave would begin and need leave for childcare purposes.

*First responders and health care workers may be excluded as
essential workers

Human Resources, Administrative Services Division UC SANTA BAR BA RA



Questions?



Expanded Family Medical Leave (EFML)



UC Expanded Paid
Administrative Leave

FFCRA Emergency Paid Sick Leave
(EPSL)

FFCRA Expanded Family and
Medical Leave (EFML)

Must be taken in whole day
increments but may be taken
intermittently

Must be taken in two-week block

Must be taken in blocks of at
minimum two weeks

Used for the following purposes:

1. EE unable to work due to own
or family member's COVID-19
related illness

2. EE unable to work because
directed not to come to
worksite for COVID-19 related
reasons and/or worksite
implemented COVID-19
related remote work or is
under shelter in place order
and it is not operationally
feasible for employee to work
remotely

3. EE unable to work due to
COVID-19 related school or
daycare closure which
requires EE to be at home
with a child or dependent and
not operationally feasible for
EE to work in conjunction
with childcare commitment.

-1 LR ' Lo

Used for the following qualifying
reasons:
EE unable to work or telework because
of:
1. Quarantine or isolation order
2. Told by health care provider to
self-quarantine
3. Experiencing COVID-19
symptoms and seeking diagnosis
4. Caring for individual subject to
guarantine/isolation order or
who was told by health care
provider to self-quarantine®

Used for the following qualifying
reason:

EE unable to work or telework
because of caring for child
whose school/place of care is
closed or child care provider
unavailable due to COVID-19
(same as reason #5 under EP5L)

b, Caring for child whose
school/place of care is closed or
child care provider unavailable

due to COVID-19*

b. Other substantially similar
condition specified by HHS
Secretary

* Health care warkers and emergency
responders are not ellgible to toke EPSL for
reasons 4 or 5.

Human Resources, Administrative Services Division

Any prior use of Family &
Medical Leave Act (FMLA)
entitlement in 2020 reduces EE’s
entitlement under EFML. Any
use of EFML also reduces FMLA
entitlement in 2020 assuming EE
is eligible for FMLA. First two
weeks of EFML are unpaid
unless EE elects to use other
available paid leave. An EE's
maximum potential paid
entitlement under expanded
family and medical leave is 10
workweeks.

Childcare due to
school/daycare
closure is a
qualifying reason
for all three types
of COVID-19 leave

UC SANTA BARBARA



Expanded Family and Medical Leave (EFML)

* An eligible employee* may take expanded family and
medical leave to care for his or her child whose school or
daycare is closed (or child care provider is unavailable) due
to COVID-19 related reasons.

* Employee needs to be on payroll for 30 days prior to
beginning leave. Regular FMLA eligibility does not apply to
EFMLA.

- If employee is eligible for regular FMLA, taking EFML will use
FMLA allocation.

*Health care workers and emergency responders are not eligible to take expanded
family and medical leave.

Human Resources, Administrative Services Division UC SAN TA BAR BARA



Expanded Family and Medical Leave (EFML)

* Up to twelve workweeks (may be less it employee has used
some of their 2020 FMLA).

* First two workweeks of Expanded Family and Medical Leave
are unpaid, employees may elect to use emergency paid
sick leave (Reason #35), existing paid accruals, or UC's Paid
Administrative Leave during this time.

 After first two workweeks have elapsed, employee will receive
up to 10 workweeks of paid Expanded Family and Medical
Leave at their regular rate of pay for hours they would have
been scheduled to work.

Human Resources, Administrative Services Division UC SAN TA BAR BARA



Scenario for Practice



Employee has continued to work, has not used
any COVID-related leaves, now can’t work due
to childcare availability.

100% 50%
Employee Employee
Paid Administrative Leave Must be taken in full day
(PAL) Increments onIy
Emergency Paid Sick Must be taken as full 2
Leave (EPSL) week block (or equivalent)
Expanded Family & FMLA eligibility does not

Medical Leave (EFML) change EFML eligibility.

Will deplete FMLA
allocation if available.

Human Resources, Administrative Services Division UC SAN TA BAR BARA



Questions?



Process



Emergency Paid Sick Leave (EPSL) Process

Department Role & Responsibilities
e Department works directly with employee:
o on determining eligibility for EPSL.
e Department submits inquiry via Service Now/Employee and

Labor Relations (ELR):

O if need help determining whether employee qualifies for EPSL.

e Department provides request form to employee.

e Department enters paid time for EPSL and PAL in Kronos

o See: Entering COVID-192 Related Leaves in Kronos

e Department sends form to HR Leave Admin via Service Now:
o if need for medical leave continues beyond 2 weeks, for FMLA analysis

Human Resources, Administrative Services Division UC SAN TA BAR BARA


https://ucsb.service-now.com/hr?id=hr_sc_category&sys_id=955d3e81dbd1138017bd7c28bf9619f0
https://ucnet.universityofcalifornia.edu/forms/pdf/employee-request-for-epsl-efml.pdf
https://www.timekeeping.ucsb.edu/news/entering-covid-19-related-leaves-kronos

mergency Paid Sic

Employee roles and
responsibilities

« Completes
Section Il of linked
form.

« Returns form to
Supervisor.

« Reviews use of
paid leave in
Kronos for
accuracy.

Human Resources, Administrative Services Division

eave (EPSL) Process

[Un vems ]
F]
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ll. EMERGENCY PAID SICK LEAVE (EPSL) REQUEST FORM
EFFECTIVE: April 1, 2020 through December 31, 2020
University of California

EMPLOYEE INFORMATION

EMPLOYEE NAME EMFLOYEE ID JOE TITLE
REQUESTED EPSL DATES EPSL START DATE EPSL END DATE
ENTER BOTH START AND END DATES
LOCATION DEPARTMENT SUPERVISOR
REASON FOR TAKING EMERGENCY PAID SICK LEAVE (EPSL)

2 3405006

| am unable to werk or felework during the above peried due to the following Reason (as listed in Section LA above):

EPSL

COMPLETE SECTION BELOW THAT IS APPLICABLE TO THE REASON FOR WHICH YOU ARE REQUESTING

If requesting EPSL for Reason 1:
to COVID-18.

The following federal, state, or local governmental entity issued this order:

| am unable to work or telework because | am subject to a federal, state, ="~ --' —-—" =%~ -~~~
fe

o
i

if requesting EPSL for Reason 5:

Note: If you are taking EPSL for this reason, your EPSL will run concurrently with your first 2 workweeks of

If requesting EPSL for Reason 2:
| am unable to work or telework because | have been advised by a heailth
concerns related to COVID-18.

The name of that health care provider is:

If requesting EPSL for Reason 3:
I am unable to work or telewark because | am experiencing symptoms of (
diagnosis from a heaith care provider.

Check here to confirm: [ ]

If requesting EPSL for Reason 4:

| am unable to work or telework because | am caring for an individual who
quarantine or isolation order related to COVID-19 or who has been advise
quarantine due to concerns related to COVID-19.

1. Name of individual for whom | am caring:

2. My relationship to this individual is:

3. Complete one of the following:
a. The individual identified above is subject to a quarantine or isi
state, of local governmental antity:

b. MName of the health care provider who advised the individual i

EFML (which be unpaid), provided you are eligible for EFML and have EFML entitioment
remaining.

I am unable to work or felework because | am caring for my Ghildlchildren whose school or place of care has closed
(o whose child care provider is unavailable) due to COVID-18 precautions.

1. Name and age of each child for whom | providing care during the period for which | am requesting EPSL:

"~

. There is no other suitable person besides me who wil be caring for my childlchildren listed above during the
period for which | am requesting EPSL. Check here to confirm: [

w

. The name of each School or piace of care that is closed I that ks the reason | am providing care far my child!
children listed above:

a

. The name of each childcare provider that is closed/unavailable if that is the reason | am providing care for my
child'children listed above:

o

. 1f I have listed a child above who is older than 14 and | am providing care for that chikd during daylight hours, | am
required (o do that because of the following special circumstances:

o

. If 1 have listed a child above who is 18 years or older, that child is incapable of self-care because of a mental or
physical disability. Check here to confirm, If applicable: [

I requesting EPSL for Reason 6:
I am unable to work or telework because | am any other substantiall C
U.S. Department of Health and Human Services. Check here to confirm: [

specified by the

EMPLOYEE CERTIFICATION

Icertify tha the foregoing is true. | understand that the Universily may require additional documentation in support of
my request for EPSL.

EMPLOYEE SIGNATURE ’FATE

UC SANTA BARBARA



https://ucnet.universityofcalifornia.edu/forms/pdf/employee-request-for-epsl-efml.pdf

Expanded Family & Medical Leave (EFML) Process

Departments’ role & responsibilities

- Department will work directly with employee on determining
initial eligibility for EFML.

Is there a need for child care due to a care or school closure?

* Department can submit inquiry via SN/Leave Admin/EFMLA

Questions if need help determining if employee qualifies for

EFML and if they have hours available.
« Department provides request form to employee

- Department submits completed form via SN/Leave
Admin/Department EFML Request.

Human Resources, Administrative Services Division UC SAN TA BAR BARA


https://ucsb.service-now.com/hr?id=hr_sc_category&sys_id=58ab3a81dbd1138017bd7c28bf9619a9
https://ucnet.universityofcalifornia.edu/forms/pdf/employee-request-for-epsl-efml.pdf

Expanded Family & Medical Leave (EFML) Process

Departments’ role & responsibilities-cont’'d

* Once approvalis received from Leave Admin:

®* Department enters paid EFML in Kronos

*  Supervisor notifies Timekeeper of EFML dates
* follow department’s notification process for existing leaves of absence

* Timekeeper enters EFML and returns to supervisor for regular approval
process.

- Please identify employees that meet EFML criteria, and
submit leave/form to HR ASAP.
« UCPath Shutdown 4/29/20 1o 5/5/20 at 8am

Human Resources, Administrative Services Division UC SANTA BAR BA RA



Expanded Family & Medical Leave (EFML) Process

[utvessiTy]
55 ]
[caLirorsial

IV. EXPANDED FAMILY AND MEDICAL LEAVE (EFML) REQUEST FORM
EFFECTIVE: April 1, 2020 through December 31, 2020
University of California

EMPLOYEE INFORMATION

EMFLOYEE NAME EMFLOYEE ID JOB TITLE

Employee roles and A ———

ENTER BOTH START AND END DATES

re sponsib"iﬁe S oz e
If this is the first time you are taking EFML, complete sections A and B below.

° E m p | Oye e fi | |S O U -I- If you have previously taken any EFML, skip section A and fill out section B.
. . Section A: Pay Options During the First Two Workweeks of EFML
S e CTI O n | V Of | I n ke d During the first 2 workweeks of EFML (which are unpaid), | would like to:
[ Use EPSL to receive pay (if | have not previously used EPSL) NOTE: If checking this option, you should enter
request form, and |G |
re -I- U rn S TO S U p e rv I S O r . [ Use UC Expanded Paid Administrative Leave to receive pay (if | have 2 workweeks remaining of that leave)

° R e q U i re d 'I'O e | e C'I' ] Use the foliowing type of accrued paid leave (such as vacation or PTO) to receive pay:

[Urvees ]

o]

how 1st two weeks e ot UG xgansd Pt st oo o [ e
L Use a combination xpanded Paid Adr £aVe Al [gorion B: Information to Support My Request for EFML (CONTINUED):
o
WI | | b e C O V e re d If | have listed a child above who is older than 14 and | am providing eare for that child during daylight heurs, | am
. required to do that because of the following special circumstances:
. [ Take leave without pay for these 2 workweeks
« Mayb dt
ay berequiredto |-
X =] o
complete seClions ||| ease s mmmremm— | 1 rersesacnssion o' syers o, v s s s st o
E : =

phiysical disability. Check here to confim, if applicable:
& | v if O |S O Name and age of each child for whom | providing care:
EMPLOYEE CERTIFICATION

.
re U e S -I- I n E P S L | certify that the foregoing is true. | understand that the University may require additional documentation in support of
* my request for EFML.

There is no other suitable person besides me who will be caring for my [EMPLOYEE SIGNATURE DATE
which | am requesting EFML. Check here to confirm: ]

The name of each school or place of care that is closed if that is the re K -
listed above:

The name of each childcare provider that is closed/unavailable if that is the reason | am providing care for my
childichildren listed above:

Paga 7o 13
Raa Az 2020

Human Resources, Administrative Services Division UC SANTA BAR BA RA


https://ucnet.universityofcalifornia.edu/forms/pdf/employee-request-for-epsl-efml.pdf

HR Roles & Responsibilities

PAL- ELR can assist with Questions. No action needed by
HR.
- EPSL- ELR can assist with questions and related issues.

* If reason for leave is employee’s own or family member's serious medical
condition and the need for leave is expected to continue beyond 2
weeks, send form to HR Leave Admin/Service Now/Department Leave
Request to assess eligibility for regular Family and Medical Leave.

-  EFML- Leave Administration will review request, including
any employee FMLA eligibility for 2020.

* |f EFMLA approved enter in Extended Absences - UCPath.
* Issue approval/designation for EFMLA. See following slide for example.

* Supervisor cc'd.
* Kronos directions included.

R-052 FFCRA Leave Tracking
UC SANTA BARBARA

* Cognos leave report in progress:

Human Resources, Administrative Services Division



HR Roles & Responsibilities
Approval of EFML:

Daar Empioyea,

I am anbng lo confime your curmant leave 1S Daing designalec as Expandad Famiy and Madica
Loave (EFML) In accordance with tha Empioyee Request for Emengency Pad Sick Loave
(EPSL) and Expandec Family anc Modacal Leava (EFML) form you submzad

EFML is & manimum o 12 wodwoads, provided you hava not taken any Famiy and Mecical
Leave (FAML) in 2020 EFML counts omaras your 2020 FANL amemant If alighia

Tha frst 1a0 wooks of EFML ara unpaid and you may aed 10 Lse olgbie paic Ema Inouaing
Fala Aaminstrative Loave (PAL). Emegency Pae Sick Leave (EPSL) ar your
SIKMVACSIONPTTO accrnaais. The remaining 10 wooks of EFML s paid at your regular rate. Par
yOur depanmmant, you have sieciad 10 use EPSL for thasa Trst ta0 woais (Yom O327/2020 -
SE2020)

Your laave s baing cesgnaled as EFML from OS022020-07/192020 Of necced)

Reganmant Timakespar ingiruations

Peasa nput PAL anc'or EPSL on Kromos Smecant 25 aaciad Dy Iha amgoioyed an thair
compiated Employae Reguest or Emangenty Pald Sick Laave (EPSL) andlor Expanded Famiy
and Madizal Leave (EFML) form. For gicance on andanng thase codas in Kronas, please
reference Ertaring COVID -13 Laavas in Konds or morn farmaton. MR Leave Adminstrason
wil rgt tiha EFNL Into e UCPaIn systam

Flaasa note: any antras of Xronos pay code COVID- 12 Expancec FMLA Pald oulsca of 1ha
oproved EFNL dalas adave wil cause the empioyed & timocard 1o error aut of processing and
Cedy pay

Human Resources, Administrative Services Division UC SANTA BAR BARA



EFML for Hybrid Schedule Process

Departments’ role and responsibilities

» Establish/approve the employee’s work schedule

« Submit the completed EPSL/EFML request form through ServiceNow to HR Leave

Administration

» Receive EFML/FMLA hours remaining for 2020 from HR Leave Administration

« Utilize EFML/FMLA usage tracking calculator to tfrack the days used

« Enter EFML earn code on Kronos for the corresponding days used
+ Report exhaustion date to HR Leave Administration through a ServiceNow case
« Indicate if the leave is still needed after exhaustion

« Contact HR Leave Administration with any questions

Human Resources, Administrative Services Division UC SANTA BARBARA


https://ucnet.universityofcalifornia.edu/forms/pdf/employee-request-for-epsl-efml.pdf
https://ucsb.service-now.com/hr?id=hr_sc_category&sys_id=58ab3a81dbd1138017bd7c28bf9619a9
file:///C:/Users/Sergio Hernandez/Desktop/Work Stuff/FMLA_and_EFML_Usage_Tracking_Calculator.xlsx

EFML for Hybrid Schedule Process

Employee’s roles and
responsibilities

« Talk to your supervisor about your

child’s alternate school schedule

« Complete the revised Request for
EPSL/EFML form (revised on 10/12/20)

« Keep your supervisor informed of the

schedule changes

Human Resources, Administrative Services Division

El

Section B: Information to Support My Request for EFML (CONTINUED):

During the peried for which | am requesting EFML, my child's/children’s school, place of care, or child care provider will
be closed or unavailable to my child/children only on certain days due to their implementation of an alternate day or
other hybrid-attendance schedule.

[No. this does not apply to me.
[Ives, | confirm this is true. My child’s/children's school, place of care, or child care provider will be closed or

unavailable to my chifdichildren only on certain days because they are implementing the following alternate day or
other hybrid-attendance schedule:

For example: “My child's school only permits my child to attend school in person on Tuesdays and
Thursdays, and my child participates in remote learning on Mondays, Wednesdays, and Fridays.”

If | have listed a child above who is older than 14 and | am providing care for that child during daylight hours, | am
required to do that because of the following special circumstances:

If | have listed a child above who is 18 years or older. that child is incapable of self-care because of a mental or
physical disability. Check here to confirm, if applicable: [J

---------- hmrirme m sy il b i dny s mhilnlebedree et gl dren the neead fre

UC SANTA BARBARA



https://ucnet.universityofcalifornia.edu/forms/pdf/employee-request-for-epsl-efml.pdf

EFML for Hybrid Schedule Process

HR roles and responsibilities
+ Determine eligibility for EFML

» Calculate the balance of 2020 EFML/FMLA entitlement remaining and notify the department

* Reviews and approves request for EFML

» Supervisoris cc'd
» Kronos directions and EFML/FMLA usage tracker included

 Enters EFML leave in UCPath Extended Absences

Human Resources, Administrative Services Division UC SANTA BARBARA



Questions?



Contacts for questions

Emergency Paid Sick Leave and Administrative Paid Leave
*  Employee and Labor Relations: Service Now

EFML & EPSL for childcare reasons.
«  Leave Administration: Service Now/Leave Administration/EFML

Questions concerning Family and Medical Leave (FMLA)

« Ifreason for leave is because of employee’s or family member’s
medical condition, and need continues beyond 2 weeks, send
form to HR Leave Admin (via Service Now) to assess eligibility for
Family and Medical Leave (FMLA)

Academic Personnel for academic employees: AP-Leave@ucsb.edu

Human Resources, Administrative Services Division UC SAN TA BAR BARA


https://ucsb.service-now.com/hr?id=hr_sc_category&sys_id=955d3e81dbd1138017bd7c28bf9619f0
https://ucsb.service-now.com/hr?id=hr_sc_category&sys_id=58ab3a81dbd1138017bd7c28bf9619a9
https://ucsb.service-now.com/hr?id=hr_sc_category&sys_id=58ab3a81dbd1138017bd7c28bf9619a9

Additional Resources

« April 15, 2020: COVID-19 Related Leaves and Job
Protections Guidance

« April 13, 2020: COVID-192 Related Leaves and Job
Protections Guidance for Policy-Covered and
Represented Staff Employees

« April 7, 2020: UC Leave Obligations under FFCRA

Human Resources, Administrative Services Division UC SANTA BAR BA RA


https://www.hr.ucsb.edu/news/covid-19-related-leaves-and-job-protections-guidance
https://www.ucop.edu/human-resources/_files/covid-19-related-leaves-and-job-protection-guidance-for-chro.pdf
https://ucnet.universityofcalifornia.edu/news/2020/04/uc-leave-obligations-under-ffcra.pdf

UC SANTA BARBARA



