
 

 

 

 

 

 

 

St. Paul JCC COVID-19 Employee Policies 



I. SICK REPORTING  

In order to maintain a safe and healthy workplace, the JCC is implementing a sick reporting program for 

all employees. Effective 6-8-2020, the JCC expects employees to assess whether they are experiencing 

symptoms related to COVID-19 prior to leaving their homes. An employee experiencing symptoms should 

immediately contact their supervisor – DO NOT, under any circumstances, report to work.  The employee 

should seek medical attention and comply with the isolation protocols set forth by health authorities. 

According to state and federal health authorities, the symptoms associated with COVID-19 are as follows: 

 Cough 
 Shortness of breath or difficulty breathing 
 Fever at or above 100.4 degrees Fahrenheit 
 Chills 
 Muscle pain 
 Sore throat 
 New loss of taste or smell 
 Other less common symptoms include gastrointestinal issues (nausea, vomiting, or diarrhea) 

If an employee experiences an onset of COVID-19 symptoms while at work, they should immediately 

report to their supervisor. The employee will be given a brief health screening, including temperature 

reading and will be sent home immediately. The employee should seek medical attention and comply 

with the isolation protocols set forth by health authorities. 

The JCC requires employees to immediately report to their supervisor any close exposure to others 

experiencing symptoms of COVID-19 (such as to a person in their household). In the event of such 

exposure, employees will be required to stay home, seek medical attention and comply with isolation 

protocols set forth by the health authorities. Employees will not be allowed to return to work for 14 days. 

If the employee develops symptoms of COVID-19 during that 14-day period, they should notify their 

supervisor.  

An employee who develops symptoms of COVID-19 will not be allowed to return to work until:  

 A doctor confirms the cause of an employee’s fever or other symptoms is not COVID-19 and 

releases the employee to return to work in writing; OR 

 They have had no fever for at least three (3) days without taking medication to reduce fever 

during that time; AND  

 Any respiratory symptoms (cough and shortness of breath) have improved; AND  

 At least ten (10) days have passed since the symptoms began.  

 

The Families First Coronavirus Response Act (FFCRA) provides emergency paid sick leave for all current 

full- and part-time employees scheduled but unable to work (or telework) due to one of the following 

reasons: 



1. The employee is subject to a federal, state or local quarantine or isolation order related to 
COVID–19. 

2. The employee has been advised by a health care provider to self-quarantine due to concerns 
related to COVID–19. 

3. The employee is experiencing symptoms of COVID–19 and seeking a medical diagnosis. 
4. The employee is caring for an individual who is subject to either number 1 or 2 above.  

Please consult the JCC’s “FMLA EXPANSION AND EMERGENCY PAID SICK LEAVE” policy for more 

information on this emergency sick leave. 

 

  



II. FMLA LEAVE EXPANSION and EMERGENCY PAID SICK LEAVE 
 
To comply with the Families First Coronavirus Response Act and to assist employees affected by the 
COVID-19 outbreak with job-protected leave and pay, these policies will be in effect from April 1, 2020, 
until December 31, 2020. Our existing FMLA leave policy still applies to all other FMLA-qualifying reasons 
for leave outside of this policy. 
 

EXPANDED FMLA LEAVE 
 

Eligibility 
 
All employees who have been employed for at least 30 days and are actively scheduled for work 
are eligible.   
 
Employees laid off or otherwise terminated on or after March 1, 2020, who are rehired on or 
before December 31, 2020, are eligible for leave upon reinstatement if they had previously been 
employed for 30 or more of the 60 calendar days prior to their layoff or termination.  
 
Reason for Leave 
 
Employees who are unable to work (or telework) due to a need to care for their child when a 
school or place of care has been closed, or when the regular child care provider is unavailable due 
to a public health emergency with respect to COVID-19. 
 
“Child” means a biological, adopted or foster child, a stepchild, a legal ward, or a child of a person 
standing in loco parentis, who is: 

 Under 18 years of age. 

 18 or older and incapable of self-care because of a mental or physical disability. 
 
“Child care provider” means a provider who receives compensation for providing child care 
services on a regular basis, including: 

 A center-based child care provider. 

 A group home child care provider. 

 A family child care provider (one individual who provides child care services for fewer 
than 24 hours per day, as the sole caregiver, and in a private residence). 

 Other licensed provider of childcare services for compensation. 

 A childcare provider that is 18 years of age or older who provides child care services to 
children who are either the grandchild, great grandchild, sibling (if such provider lives in 
a separate residence), niece or nephew of such provider, at the direction of the parent. 

 
“School” means an elementary or secondary school. 
 
Duration 
 
Employees will have up to 12 weeks of leave to use from April 1, 2020, through December 31, 
2020, for the purposes stated above. This time is included in and not in addition to the total 
FMLA leave entitlement of 12 weeks in a 12-month period.  



For example, if an employee has already used 6 weeks of FMLA leave, that employee would be 
eligible for another 6 weeks of FMLA leave under this policy. 
 
Increments & Intermittent Use of Leave 
 
Employees may take expanded FMLA leave intermittently and in any increment agreed to with 
their manager. For example, an employee may only need 4 hours per day of leave to care for his 
or her child or may only need to do so on Tuesdays and Thursdays. Managers and employees are 
expected to be flexible in scheduling wherever possible.  
 
Pay During Leave 
 
Leave will be unpaid for the first 10 days of leave; however, employees may use accrued Paid 
Time Off (PTO) during this time. The employee may also elect to use the paid leave provided 
under the Emergency Paid Sick Leave Act, as further explained below.  
 
After the first 10 days, leave will be paid at two-thirds of an employee’s regular rate of pay for the 
number of hours the employee would otherwise be scheduled to work. Pay will not exceed $200 
per day and $10,000 in total, or $12,000 in total if using emergency paid sick leave for the first 
two weeks. Any unused portion of this pay will not carry over to the next year.  
 
For employees with varying hours, one of two methods for computing the number of hours paid 
will be used: 

 If the employee has worked 6 months or more, the average number of hours that the 
employee was scheduled per day over the 6-month period ending on the date on which 
the employee takes leave, including hours for which the employee took leave of any type.  

 If the employee has worked less than 6 months, the expected number of hours to be 
scheduled per day at the time of hire.  

Employees may also supplement the two-thirds pay with PTO not to exceed 100% of regular pay. 
For example, an employee may choose to use one-third of an hour of PTO for each hour of 
expanded FMLA leave taken to reach 100% of normal pay per hour. 
 
Employee Status and Benefits During Leave 
 
While an employee is on leave, the company will continue the employee's health benefits during 
the leave period at the same level and under the same conditions as if the employee had 
continued to work. While on paid leave, the employer will continue to make payroll deductions to 
collect the employee's share of the premium. During any unpaid portions of leave, the employee 
must continue to make this payment.   
 
Procedure for Requesting Leave 
 
All employees requesting FMLA leave must provide written notice to Human Resources as soon 
as practicable. Please see Human Resources for a copy of the leave request form. Verbal notice 
will otherwise be accepted until written notice can be provided.  
 



Notice of the need for leave must include:  

 The name and age of the child or children being care for. 

 The name of the school, place of care, or child care provider that closed or became 
unavailable due to COVID-19 reasons. 

 A statement representing that no other suitable person is available to care for the child 
or children during the period of requested leave. For children over the age of 14, a 
statement indicating the special circumstances that require the employee to provide care 
during daylight hours. 

 
On a basis that does not discriminate against employees on FMLA leave, the company may 
require an employee on FMLA leave to report periodically on the employee's status and intent to 
return to work. 
 
Employee Status After Leave 
 
Generally, an employee who takes FMLA leave will be able to return to the same position or a 
position with equivalent status, pay, benefits and other employment terms. The company may 
choose to exempt certain key employees from this requirement and not return them to the same 
or similar position when doing so will cause substantial and grievous economic injury to business 
operations. Key employees will be given written notice at the time FMLA leave is requested of 
their status as a key employee. 
 
Please contact the HR department with any questions.  

 
 

EMERGENCY PAID SICK LEAVE 
 

Eligibility 
 
All full-time and part-time employees scheduled but unable to work (or telework) due to one of 
the following reasons for leave: 

1. The employee is subject to a federal, state or local quarantine or isolation order related 
to COVID–19. 

2. The employee has been advised by a health care provider to self-quarantine due to 
concerns related to COVID–19. 

3. The employee is experiencing symptoms of COVID–19 and seeking a medical diagnosis. 
4. The employee is caring for an individual who is subject to either number 1 or 2 above.  
5. The employee is caring for his or her child if the school or place of care of the child has 

been closed, or the child care provider of such child is unavailable, due to COVID–19 
precautions. 

6. The employee is experiencing any other substantially similar condition specified by the 
secretary of health and human services in consultation with the secretary of the treasury 
and the secretary of labor. 

“Child” means a biological, adopted or foster child, a stepchild, a legal ward, or a child of a person 
standing in loco parentis, who is: 



 Under 18 years of age. 

 18 or older and incapable of self-care because of a mental or physical disability. 
 
“Individual” means an immediate family member, roommate or similar person with whom the 
employee has a relationship that creates an expectation that the employee would care for the 
person if he or she self-quarantined or was quarantined. Additionally, the individual being cared 
for must: a) be subject to a federal, state or local quarantine or isolation order as described 
above; or b) have been advised by a health care provider to self-quarantine based on a belief that 
he or she has COVID-19, may have COVID-19 or is particularly vulnerable to COVID-19.  
 
Furloughed employees are not eligible as there is no work available from which to take leave.  
 
Amount of Paid Sick Leave 
 
All full-time employees will have up to 80 hours of paid sick leave available to use for the 
qualifying reasons above. Eligible part-time employees are entitled to the number of hours 
worked, on average, over a two-week period.  
 
For employees with varying hours, one of two methods for computing the number of hours paid 
will be used: 

 If the employee has worked 6 months or more, the average number of hours that the 
employee was scheduled per day over the 6-month period ending on the date on which 
the employee takes leave, including hours for which the employee took leave of any type. 

 If the employee has worked less than 6 months, the expected number of hours to be 
scheduled per day at the time of hire.  

Increments and Intermittent Use of Leave 
 
When working from home, employees may take emergency paid sick leave intermittently and in 
any increment agreed to with their manager. As in the example for FMLA leave, an employee may 
only need 4 hours per day of leave to care for his or her child or may only need to do so on 
Tuesdays and Thursdays. Managers and employees are expected to be flexible in scheduling 
wherever possible.  
 
For those not teleworking and currently working onsite, an employee may only take intermittent 
leave for reason 5 above, to care for his or her child when the school or place of care is closed, or 
the caregiver is unavailable due to COVID-19-related reasons. Per the regulations, as all other 
reasons for emergency paid sick leave could potentially expose an employee or others in the 
workplace to the virus, employees must either use the full amount of paid sick leave or use it in 
full-day increments until the reason for leave is over and it is safe for the employee to return to 
work. 
 
 
 
 
 



Rate of Pay 
 
Emergency sick leave will be paid at the employee's regular rate of pay, for leave taken for 
reasons 1-3 above. Employees taking leave for reasons 4-6 will be compensated at two-thirds 
their regular rate of pay, or minimum wage, whichever is greater. Pay will not exceed: 

 $511 per day and $5,110 in total for leave taken for reasons 1-3 above. 

 $200 per day and $2,000 in total for leave taken for reasons 4-6 above. 
 
Interaction with Other Paid Leave 
 
The employee may use emergency paid sick leave under this policy before using any other 
accrued paid time off for the qualifying reasons stated above.  
 
Employees on expanded FMLA leave under this policy may use emergency paid sick leave 
concurrently with that leave. Emergency paid sick leave may also be used when an employee is 
on leave under traditional FMLA for his or her own COVID-19-related serious health condition or 
to care for a qualified family member with such a condition.  
 
Procedure for Requesting Emergency Paid Sick Leave 
 
Employees must notify their manager and the HR manager of the need and specific reason for 
leave under this policy. Please see Human Resources for a leave request form. Verbal notification 
will be accepted until practicable to provide written notice. 
 
Documentation supporting the need for leave must be included with the leave request form, 
such as: 

 A copy of the federal, state or local quarantine or isolation order related to COVID-19 
applicable to the employee or the name of the government entity that issued the order. 

 Written documentation by a health care provider advising the employee to self-
quarantine due to concerns related to COVID-19 or the name of the provider who 
advised the employee. 

 The name and relation of the individual the employee is taking leave to care for who is 
subject to a quarantine or isolation order or is advised to self-quarantine. 

 The name and age of the child or children being cared for; the name of the school, place 
of care, or child care provider that closed or became unavailable; and a statement that 
no other suitable person is available to care for the child during the period of requested 
leave.  

o For children over age 14, a statement indicating the special circumstances that 
require the employee to provide care during daylight hours. 

 
Once emergency paid sick leave has begun, the employee and his or her manager must 
determine reasonable procedures for the employee to report periodically on the employee’s 
status and intent to continue to receive paid sick time. 
 
 
 
 



Carryover 
 
Paid emergency sick leave under this policy will not be provided beyond December 31, 2020. Any 
unused paid sick leave will not carry over to the next year or be paid out to employees.  
 
Job Protections 
 
No employee who appropriately utilizes emergency paid sick leave under this policy will be 
discharged, disciplined or discriminated against for work time missed due to this leave.  
 
Please contact the HR department with any questions.  

 
 

  



III. REASONABLE ACCOMMODATION  
 

In accordance with federal and state law, the JCC provides reasonable accommodation to an 

otherwise qualified employee with a disability unless the accommodation would impose an undue 

hardship on the JCC. Reasonable accommodation may be, depending on all the circumstances, 

modification or adjustment to a job, the work environment, or the way things usually are done that 

enables an employee with a disability to perform the essential functions of a job, and to enjoy 

equal benefits and privileges of employment. 

 

If an employee requests a reasonable accommodation for a physical or mental limitation, they 

should do so in writing. The JCC may request a health care provider’s statement documenting the 

need for the requested accommodation and providing other relevant information. All requests for 

reasonable accommodation should be submitted to Human Resources. 

 

  



IV. SAFETY COMPLIANCE and COMPLAINT REPORTING POLICY  
 

The JCC strives to provide a safe and healthy workplace for all employees. Safety in the workplace 

is everyone’s responsibility and requires cooperation on the part of all employees. Employees are 

expected to learn and follow all new safety protocols related to the COVID-19 outbreak as outlined 

in the safety training and all related documentation, including but not limited to employee 

hygiene, cleaning/disinfection and use of personal protective equipment (PPE). 

 

Failure to comply with the COVID-19 safety protocols will result in corrective/disciplinary action, 

which may include but is not limited to verbal warnings, written warnings, suspension without pay, 

demotion and termination of employment. The JCC will take whatever action is appropriate to 

properly address each circumstance in its discretion.  

 

Employees should immediately raise any concerns about workplace health and safety with their 

supervisor, Human Resources, a member of the Management Team or the CEO. Employees should 

report any observed noncompliance with JCC safety policies, including the COVID-19 safety 

protocols, to their supervisor immediately. 

 

The JCC prohibits any form of retaliation for reporting health and safety concerns and/or violations 

of the JCC’s safety policies, or for cooperating in related investigations. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ST. PAUL JCC COVID-19 POLICY ACKNOWLEDGMENT 

I have received a copy of, and been given online access to, the JCC’s COVID-19 policies 

listed below: 

 Sick Reporting 

 FMLA Expansion and Emergency Paid Sick Leave 

 Reasonable Accommodations 

 Safety Compliance and Complaint Reporting  

I understand and agree that: 
 

 it is my responsibility to abide by the JCC’s policies as updated from time to time 
 

 the policies apply to me and are a supplement to existing JCC policies and 
handbooks 

 
 the policies are guidelines and do not form a contract or an offer of a contract 

 
 my employment with the JCC is not for a specified period of time and is at-will, 

meaning that I am free to terminate my employment at any time, for any reason 
or no reason, and that the JCC has the same right 

 
 no oral or written statements or representations regarding my employment can 

alter the at-will relationship described above, except that my at-will status can be 
altered only by a formal written employment agreement signed by you and an 
authorized officer of the JCC 

 
 except for the policy of at-will employment, the JCC reserves the right to change, 

delete, or depart from the policies 
 
 
 
_______________________________    __________________________________ 
Signature      Printed Name 
 
 
Date ________________________ 

 


