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TEMPORARY FAMILIES FIRST CORONAVIRUS 
RESPONSE ACT (FFCRA) POLICY 

 
The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to 
provide employees with paid sick leave or expanded family and medical leave for specified 
reasons related to COVID-19. The following policies shall govern our compliance with the 
FFCRA. 

These provisions will apply from April 1, 2020 through December 31, 2020. 

Nothing in this policy changes an employee’s status nor is anything in these policies 
intended to constitute a guarantee or contractual term applicable to such employee. To the 
extent any of these policies deviate in any way from applicable law, applicable law shall 
control. 

 

EMERGENCY PAID SICK LEAVE ACT 

1. Employee Eligibility 
 

Subject to the exception below for employees who are able to telework, all employees 
(part-time and full-time) are eligible for up to 10 working days of paid Emergency Paid 
Sick Leave under this policy, regardless of their length of service. 

 
Except for employees experiencing covered symptoms as described in Paragraph 2(c) 
below, Employees who are able to continue working through a telework arrangement 
are not be eligible for the leave provided under this policy. For purposes of this policy, 
telework means that the Madison County permits or allows you to perform work while 
you are at home or at a location other than your normal workplace. Telework is work for 
which normal wages must be paid and is not compensated under the paid leave 
provisions of the FFCRA. Eligibility for telework and the limits of telework shall be 
determined by the Department Head in his or her discretion; provided, however, that 
employees whose jobs include as essential functions presence in the workplace or at 
the worksite will not be eligible for telework. 
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2. Qualifying Reasons for Emergency Paid Leave 

An employee qualifies for Emergency Paid Sick Leave under this policy if the employee is 
unable to work (or unable to telework) due to a need for leave because the employee: 

1. is subject to a Federal, State, or local quarantine or isolation order related to 
COVID-19; 

2. has been advised by a health care provider to self-quarantine related to 
COVID-19; 

3. is experiencing COVID-19 symptoms and is seeking a medical diagnosis; 
4. is caring for an individual subject to an order described in subparagraph (a) or 

self-quarantine as described in subparagraph (b); 
5. is caring for a child whose school or place of care is closed (or child care 

provider is unavailable) for reasons related to COVID-19; or 
6. is experiencing any other substantially-similar condition specified by the 

Secretary of Health and Human Services, in consultation with the Secretaries 
of Labor and Treasury. 

Documentation is required to support the qualifying reasons justifying a leave request. 

3. Limits of Leave 

A full-time employee may use up to 80 hours of Emergency Paid Sick Leave. 

A part-time employee’s maximum available hours of Emergency Paid Sick Leave shall 
be determined based upon the number of hours the employee works on average over a 
two-week period. 

In all events, the total number of hours for which part- and full-time employees may 
receive Emergency Paid Sick Leave under this policy is capped at 80 hours, regardless 
of the number of qualifying reasons for the leave. 

In the case of an employee whose schedule varies from week to week to such an extent that it 
is not practicable to determine with certainty the number of hours the employee would 
have worked if such employee had not taken Emergency Paid Sick Leave, the 
employee’s available leave amount shall be determined by averaging the number of 
hours that the employee was scheduled per day over the 6-month period ending on the 
date on which the employee takes such leave, including hours for which the employee 
took leave of any type; provided, however, that if the employee did not work over such 
period, the employee’s leave amount shall be based upon the reasonable expectation 
of the employee at the time of hiring of the average number of hours per day that the 
employee would normally be scheduled to work. 
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4. Caps Applicable to Paid Leave Amounts 

For leave reasons set out in Paragraph A(2)(1), (2), or (3) above: 

Employees taking such Emergency Paid Sick Leave are entitled to pay at either their 
regular rate or the applicable minimum wage, whichever is higher, up to $511 per day 
and $5,110 in the aggregate (over a 2-week period). 

For leave reasons set out in Paragraph A(2)(4), (5), or (6) above: 
Employees taking such Emergency Paid Sick Leave are entitled to pay at 2/3 their 
regular rate or 2/3 the applicable minimum wage, whichever is higher, up to $200 per 
day and $2,000 in the aggregate (over a 2-week period). During the course of leave, 
employees will be permitted to utilize accrued paid leave for the remaining 1/3 of 
their regular compensation. 

Pay under this Emergency Paid Sick Leave policy will not include any premium the employee 
would ordinarily receive for overtime hours. However, employees will be paid for the 
number of hours the employee would have been normally scheduled to work, subject to 
the daily and aggregate caps set out above. 

Pay under the Emergency Expanded Family Medical Leave Act (FMLA) Policy is subject to 
separate caps. 

5. Notice 

A request for Emergency Paid Sick Leave should be made to the Human Resources 
Department. Where the need for leave is foreseeable, an employee shall provide notice 
of leave as soon as practicable. If, at the time the employee takes Emergency Paid Sick 
Leave, the employee foresees the need to take additional leave under the Emergency 
Expanded FMLA Policy, such employee should notify their supervisor and Human 
Resources of this anticipated need. 

After the first workday (or portion thereof) an employee receives paid sick time under this 
policy, the employee shall follow reasonable notice procedures in order to continue 
receiving such paid sick time. For example, employees may be required to provide 
periodic updates to Human Resources as to their anticipated return to work date and 
any changes in their need for leave. 

6. Use of Leave 

Employees may use Emergency Paid Sick Leave under this policy without first utilizing 
or exhausting any accrued paid leave. While using Emergency Paid Sick Leave 
pursuant to Paragraph A(2)(4), (5), or (6), above, employees may elect to utilize any 
available accrued leave to supplement the amount they receive from Emergency Paid 
Leave, up to the employee’s normal earnings. 
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Employees may elect to use Emergency Paid Sick Leave for the initial 10 days of any covered 
leave of absence under the Emergency Expanded FMLA policy. 

Use of this leave on an intermittent basis is not permitted except in the discretion of 
Human Resources, acting in consultation with the Department Head based upon 
exceptional and special circumstances justifying such conditions. 

7. Replacement Workers 

Employees shall not be required, as a condition of Emergency Sick Leave usage, to search for 
or find a replacement employee to cover the hours during which the employee is using 
paid sick time. 

8. Prohibited Acts 

No supervisor, manager, or employee may discharge, discipline, or in any other manner 
discriminate against any employees because such employees takes leave in accordance 
with this policy or because such employee has filed a complaint or instituted or caused 
to be instituted any proceeding under or related to this policy (including a proceeding 
seeking enforcement of the Emergency Paid Sick Leave Act, or because such employee 
has testified or is about to testify in such a proceeding. Engaging in prohibited conduct 
under this policy is grounds for discipline. 

9. Effect of Separation Upon Leave Benefits. 

Employees are not entitled to reimbursement for unused leave upon termination, resignation, 
retirement, or other separation from employment. Emergency Paid Sick Leave does not 
carry over from one year to the next. 

10. Existing Policies 

Nothing in this policy shall be read to diminish any rights or benefits that employee may 
otherwise be entitled to under any existing employer policy. 
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EMERGENCY EXPANDED FMLA POLICY 

1. Employee Eligibility 
 

Only employees who have been employed with the Madison County for at least 30 
calendar days prior to the taking of Expanded FMLA Leave under this policy are eligible 
for such leave. Employment for at least 30 days means that the employee has been on 
the County’s payroll for the 30 calendar days immediately prior to the day the leave 
would begin. If the employee has been working as a temporary employee and is then 
hired on a full-time basis, days previously worked as a temporary employee shall count 
toward the 30-day eligibility period. 

Employees who were laid off not earlier than March 1, 2020 and had worked for the 
Madison County for not less than 30 of the last 60 calendar days prior to the employee’s 
layoff, and were then re-hired during the effective period of this policy, meet the 
eligibility requirements under this policy. 

The provisions of the County’s Family Medical Leave Act policy imposing 12-month / 
1,250-hour services requirements for regular FMLA leave are inapplicable to Emergency 
Expanded FMLA leave. However, such requirements shall continue to apply to all other 
forms of FMLA leave except for Emergency Expanded FMLA leave. 

2. Qualifying Reasons for Emergency Expanded FMLA Leave 

An employee qualifies for Emergency Expanded FMLA leave under this policy if the 
employee is unable to work (or unable to telework) due to a need for leave to care for 
the son or daughter under 18 years of age of such employee: 

5. I need to care for my child under age 18 because the child’s school or place 
of care is closed (or child care provider is unavailable) for reasons related to 
COVID-19  

The terms “school” and “child care provider” shall be interpreted to have the meaning 
assigned to such terms in the Emergency FMLA Expansion Act. For purposes of this 
policy, telework means that the Madison County permits or allows you to perform work 
while you are at home or at a location other than your normal workplace. Telework is 
work for which normal wages must be paid and is not compensated under the paid 
leave provisions of the FFCRA. Eligibility for telework and the limits of telework shall be 
determined by the Department Head in his or her discretion; provided, however, that 
employees whose jobs include as essential functions presence in the workplace or at 
the worksite will not be eligible for telework. 

Documentation is required to support the qualifying reasons justifying a leave request. 
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3. Limits of Leave 

A full-time employee is eligible for up to 12 weeks of paid leave under this Emergency 
Expanded FMLA Policy at 40 hours a week. 

A part-time employee is eligible for paid leave under this Emergency Expanded FMLA 
Policy for up to 12 weeks, and shall be paid for the number of hours that the employee 
is normally scheduled to work over the 12 week period, subject to the caps and 
limitations set out in this policy. 

In the case of an employee whose schedule varies from week to week to such an extent 
that it is not practicable to determine with certainty the number of hours the employee 
would have worked if such employee had not taken Emergency Expanded FMLA Leave, 
the employee’s available leave amount shall be determined by averaging the number of 
hours that the employee was scheduled per day over the 6-month period ending on the 
date on which the employee takes such leave, including hours for which the employee 
took leave of any type; provided, however, that if the employee did not work over such 
period, the employee’s leave amount shall be based upon the reasonable expectation 
of the employee at the time of hiring of the average number of hours per day that the 
employee would normally be scheduled to work. 

4. Use of Leave; Substitution of Leave 

For both part-time and full-time employees, the first 2 weeks (10 days) of Emergency 
Expanded FMLA leave are unpaid under this Emergency Expanded FMLA Policy. An 
employee may elect to utilize another available form of paid leave (including accrued 
leave or Emergency Paid Sick Leave) to provide pay continuity during the first 2 weeks 
(10 days) of Expanded FMLA Leave. 

Use of this leave on an intermittent basis is not permitted except in the discretion of 
Human Resources, acting in consultation with the Department Head based upon 
exceptional and special circumstances justifying such conditions. 

Following the first 10 days of Emergency Expanded FMLA leave, employees may elect 
to utilize any available accrued leave to supplement the amount they receive from 
Emergency Expanded FMLA, up to the employee’s normal earnings. 

5. Caps Applicable to Paid Leave Amounts 

Employees taking Emergency Expanded FMLA Leave are entitled to pay at 2/3 their regular 
rate or 2/3 the applicable minimum wage, whichever is higher, up to $200 per day and 
$10,000 in the aggregate. During the course of leave, employees will not be permitted 
to utilize accrued paid leave for the remaining 1/3 of their regular compensation. 

Pay under this Emergency Expanded FMLA Policy will not include any premium the employee 
would ordinarily receive for overtime hours. However, employees will be paid for the 
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number of hours the employee would have been normally scheduled to work, subject to 
the daily and aggregate caps set out above. 

6. Notice 

A request for Emergency FMLA Leave should be made to the Human Resources Department. 
Where the need for leave is foreseeable, an employee shall provide notice of leave as 
soon as practicable. Employees may be required to provide periodic updates to Human 
Resources as to their anticipated return to work date and any changes in their need for 
leave. 

7. Excluded Employees 

Certain emergency responders and health care providers have been excluded from this leave 
entitlement, as defined by the declarations passed by the Madison County Commission 
on April 06, 2020, and may not be eligible for Emergency Expanded FMLA leave. The 
HR department will work closely with department heads to evaluate all EFML requests 
for emergency responders and health care providers to determine eligibility. 

Employees on leave status and employees whose worksite has been closed are ineligible for 
this leave entitlement. 

8. Prohibited Acts 

No supervisor, manager, or employee may retaliate against an employee because such 
employees takes leave in accordance with this policy or because such employee has 
filed a complaint or instituted or caused to be instituted any proceeding under or 
related to this policy. Engaging in prohibited conduct under this policy is grounds for 
discipline. 

9. Interaction with Emergency Paid Sick Leave Policy 

Employees may be eligible for leave under both this Emergency Expanded FMLA Policy 
and the Emergency Paid Sick Leave Policy, but only for a combined maximum of 12 
weeks of paid leave, and only if they meet the eligibility requirements and present 
qualifying reasons for each type of leave. 

10. Existing FMLA Policies 
 

To the extent not inconsistent with this Emergency Expanded FMLA Policy, all policies 
regarding the Family Medical Leave Act, including the policies applicable to the 
available weeks of leave within a 12-month period, shall continue to apply. 
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