
 

 

26B Salt Mine Road, Camp Verde, AZ 86322 
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NOTICE OF SPECIAL MEETING 

OF THE COPPER CANYON FIRE & MEDICAL 

 

The Board of Directors of the Copper Canyon Fire & Medical District will meet in special session on Tuesday, 

April 7, 2020 beginning at 1:00 PM.  The meeting will be held at Remote Access Meeting. The Board may vote 

to go into executive session on any agenda item, pursuant to A.R.S. 38-431.03 (A)(3) for legal advice with the 

Districts attorney on matters as set forth in the agenda item. Board Members or other participants may attend by 

telephonic conference. The following topics and any variables thereto, will be subject to Board consideration, 

discussion, approval, or other action. All items are set for possible action. 

 
 

AGENDA 
 

1. Call to Order 
   

 

2. Roll Call of Board Members 
   

 

3. Call to the Public – Consideration and discussion of comments and complaints from the public. 
Those wishing to address the Copper Canyon Fire & Medical District Board need not request 
permission in advance and will be allowed three minutes to speak. The District Board is not 
permitted to discuss or take action on any item raised in the call to the public. However, individual 
Board members may be permitted to respond to criticism directed to them. Otherwise, the Board 
may direct that staff review the matter or that the matter be placed on a future agenda. The District 
Board cannot discuss or take legal action on any issue raised during the Call to the Public due to 
restrictions of the Open Meeting Law. 
  

 

4. Discussion, possible action or staff direction on reevaluating the Citizen's Bond Advisory 
Committee's continued research into a Bond Election including the community survey process and 
the projected time line. 
   

 

5. Discussion, possible action or staff direction on canceling the contract with HighGround,Inc. 
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6. Discussion and update on the progress of Station 83 (Cherry Creek) design and construction. 
   

 

7. Discussion, possible action or staff direction to augment staffing with Reserves due to the COVID-19 
and to discuss future staffing needs. 
   

 

8. Discussion, possible action or staff direction on the Families First Coronavirus Response Act (FFCRA). 
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9. Discussion, possible action or staff direction on adding the following Human Resource Polices. 
   

 

Copper Canyon Fire & Medical District 

http://www.ccfmd.az.gov/


A. Human Resource Policy 300.13 Emergency Mandatory Over-time (OT) 
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B. Human Resource Manual Policy 300.14 Telecommuting 
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10. Adjournment  

 
 

POSTED BY:    

 

DATE POSTED: _/ _/  TIME: _:   
 
 
If any disabled person needs any type of accommodation, please notify the Camp Verde Fire District at (928) 567-9401 prior to 

the scheduled meeting time 
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Letter of Agreement for Public Affairs and Related Services 
 
HighGround, Inc. (“Provider”) agrees to provide and Copper Canyon Fire and Medical Fire District 
(“Principal”) agrees to pay for public affairs consulting and related services for survey research 
and strategic planning. 
 
I. Scope of Services 
 
The Provider will provide the Principal with strategic planning and related services regarding a 
potential bond issue, public interest, and community involvement. 
 
The Provider shall help develop a bond committee and strategic planning process that allows the 
Principal to engage the community, have thoughtful dialogue, and provide an educated decision 
on if a proposal should or should not move forward.  Services from the Provider will include: 
 

• Strategic timeline for bond process to help keep the committee on track 
• Assistance in developing an outreach and community engagement strategy 
• Advising the process and providing feedback 
• Composition of all polling and survey instruments and all the results generated by 

such polling and survey instruments. 
• Strategic messaging and writing   

 
The Provider will supply the Principal with periodic progress reports on an agreed upon basis and 
meet with the Principal and its other representatives as needed. 
 
II. Payment for Services and Other Costs 
 
The Principal agrees to pay the Provider a monthly fee of $3,500 for five months.  The Provider 
will bill the Principal in advance on the first of each month with payment due on the first of the 
following month. 
 
In addition, the Principal agrees to pay the Provider an estimated one time research fee of 
between $7,500 and $9,500 to compose the appropriate polling and survey instrument, conduct 
the research in the field, compose a summary report and provide Principal with the survey results 
(based on length).  The final cost of the survey will be approved by the Principal before the survey 
is executed. 
 
The polling and survey instruments remain the property of the Provider. 
 
The Principal shall pay for all out-of-pocket expenses incurred by the Provider.  The expenses 
may include, but are not limited to travel, photocopying, meals, and long-distance service.  
Expenses will not exceed $300 per month without prior authorization by the Principal.  The 
Provider will bill the Principal for expenses in arrears on the first day of each month for expenses 
accrued in the previous month with payment due by the first of the following month. 
  
III. Duration and Cancellation of Contract 
 
This Letter of Agreement is in effect from February 1, 2020 through May 31, 2020; the Agreement 
may continue on a month-to-month basis after May 31, 2020.  Either Party may terminate this 
agreement with a 30-day written notice as provided in Section VII below. 
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The parties acknowledge that the Principal may terminate this Letter of Agreement pursuant to 
the provisions of A.R.S. § 38-511. 
 
IV. Relationship to Principal 
 
The Provider will perform the services and duties set forth above as an independent contractor or 
practitioner as determined under the laws of the State of Arizona and not as an employee, partner 
of, or joint venture with the Principal. 
 
Because the Provider employs a General Counsel to represent the Provider and to assist the 
Principal, special care is taken to define the relationship of the General Counsel to the Principal.  
HighGround’s General Counsel provides public affairs consulting services to HighGround clients 
(the Principal), but HighGround and its General Counsel do not provide any legal services or legal 
advice to Highground clients absent a special waiver.  Thus, the General Counsel shall not have 
an attorney-client relationship with any client of HighGround, none of the Rules of Professional 
Conduct apply to consulting services that the General Counsel provides to any client of 
HighGround, and conversations with the General Counsel will not be privileged under Arizona 
law.   The Principal should consult with its own attorneys to obtain legal advice.  
 
V. Confidentiality 
 
The Provider shall preserve the confidentiality of all of the Principal’s non-public information, 
including but not limited to, confidential information regarding the operations of the Principal or 
information regarding the financial aspects, management, administration or operation of the 
Principal.  The Provider shall only disclose the Principal’s confidential information with the 
Principal’s prior written approval or pursuant to court order.  
 
Both of the Provider’s composition of all polling and survey instruments and all the 
results generated by such polling and survey instruments represent confidential business 
information belonging to Provider and are protected by trade secret laws and intellectual property 
laws in Arizona.  Likewise, all the results generated by such polling and survey instruments 
relevant to the Principal represent confidential business information belonging to Principal and 
are protected by trade secret laws and intellectual property laws in Arizona.  The instruments and 
results are protected trade secrets under Arizona law through Arizona Revised Statutes, Sections 
44-401 through 407 and a criminal statute in Section 13-1820.  Provider and Principal agree to 
ensure that the polling and survey instruments, and all results generated by those 
instruments, remain confidential.  Both Provider and Principal agree that they shall take all 
reasonable steps and exert reasonable and appropriate effort to maintain the confidentiality of 
Provider’s trade secret material under ARS Section 44-401 (4) (b).  All such materials shall be 
prominently marked "Confidential Trade Secrets" at all times. 
 
Both Provider’s composition and the identity of its fund raising lists are confidential business 
information protected by trade secret laws and intellectual property laws in Arizona.  These fund 
raising lists are protected trade secrets under Arizona law through Arizona Revised Statutes, 
Sections 44-401 through 407 and a criminal statute in Section 13-1820.  Provider and Principal 
will ensure the lists remain confidential, and that publishers of the fund raising contact material 
receive the lists directly from Provider to ensure confidentiality and preservation of Provider’s 
trade secret material.  Both Provider and Principal agree that they shall take all reasonable steps 
and exert reasonable and appropriate effort to maintain the confidentiality of Provider’s trade 
secret material under ARS Section 44-401 (4) (b).  All such materials shall be prominently marked 
"Confidential Trade Secrets" at all times."    
 
These clauses shall survive for a period of two (2) years after the termination or expiration of this 
Agreement. 
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The parties acknowledge that the Principal is bound by the public records retention laws as 
adopted in the State of Arizona. As such, the Principal may, from time to time, receive requests 
for documentation as part of a public records request. In conjunction therewith, in the event the 
Principal receives a request which may contain documents that the Principal believes includes a 
request for Confidential Trade Secrets, the Principal shall give the Provider five (5) days written 
notice that the Principal has received said request. If the Provider believes that the requested 
documents contain Confidential Trade Secrets, the Provider may file an action for injunctive relief, 
declaratory judgment or other action to prevent said disclosure. In the event no action is taken by 
the Provider to prevent said disclosure, the Principal may comply with the records request. 
 
Notwithstanding any other provision to the contrary, in the event of a breach of this Section V by 
the Principal, Provider’s remedies shall be limited to termination of this Agreement or injunctive 
relief.  In no event shall the Provider be entitled to damages as a result of said breach. 
 
 
VI. Assignment and Delegation 
 
The Provider shall not assign or delegate all or any part of this Agreement without prior written 
consent of the Principal, but the Provider may retain subcontractors to complete work under the 
Provider’s supervision. 
 
VII. Notice 
 
Every notice required or permitted hereunder shall be in writing and (i) hand-delivered, (ii) sent 
via facsimile transmission, followed by a telephone call to the receiving party’s phone number that 
a facsimile has been sent, (iii) sent by recognized overnight courier service, or (iv) sent by 
registered or certified mail, return receipt requested, postage pre-paid, addressed as follows: 
 
To HighGround, Inc.:   J. Charles Coughlin 

     President and CEO 
HighGround, Inc. 

     830 N. 4th Avenue 
     Phoenix, Arizona 85003 
     Phone:  (602) 528-3684 
      
 

To Copper Canyon Fire and Medical District:   
 

Terry Keller 
Fire Chief 
Copper Canyon Fire and Medical District  

      3240 E. Beaver Creek Road 
Rimrock, AZ 86335 
Phone:   (928) 567-9401   

      
VIII. Attorney’s Fees 
 
The prevailing party in any dispute arising our of this Agreement shall be reimbursed for their 
reasonable attorney’s fees and costs, which shall include, without limitation, expert witness fees, 
investigative fees, and court costs. 
 
 
IX. Choice of Law 
 
The laws of the State of Arizona hereto shall govern the validity and interpretation of this 
Agreement and the legal relationship of the parties. 
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X. Legal Arizona Workers Act Compliance 
 
Provider is required to comply with A.R.S. §41-4401, and hereby warrants that it will, at all times 
during the term of this Agreement, comply with all federal immigration laws applicable to the 
employment of their respective employees, the requirements of A.R.S. §41-4401, and with the e-
verification requirements of A.R.S. §23-214(A) (together the “state and federal immigration laws”).  
Provider further agrees to ensure that each subcontractor that performs any work under this 
Letter of Agreement likewise complies with the state and federal immigration laws.   
 
 A breach of a warranty regarding compliance with the state and federal immigration laws 
shall be deemed a material breach of the Letter of Agreement and the party who breaches may 
be subject to penalties up to and including termination of the Letter of Agreement.   
 
 The Principal retains the legal right to inspect the papers of any contractor or subcontract 
employee working under the terms of the Letter of Agreement to ensure that the other party is 
complying with the warranties regarding compliance with the state and federal immigration laws.   
 
XI. Non-appropriation 
 
This Agreement shall be subject to available funding for the Principal, and nothing in this 
Agreement shall bind the Principal to expenditures in excess of funds appropriated and allotted 
for the purposes outlined in this Agreement. 
 
XII. Miscellaneous 
 

A. To the extent required by law, the undersigned Provider hereby certifies that it is 
not currently engaged in, and agrees for the duration of the Letter of Agreement to not engage in, 
a boycott of Israel. 
 
 
Agreed to this ____ day of _______________, 2020. 

 
 
 
 
 
__________________________   _________________________ 
J. Charles Coughlin     Linda Welsch 
President      Board Chairperson 
HighGround, Inc. Copper Canyon Fire and Medical 

District 
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 Coronavirus Response Act: Employer Paid Leave Requirements 

Families First Coronavirus Response Act: Employer Paid Leave Requirements 
 

The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide their employees 
with paid sick leave or expanded family and medical leave for specified reasons related to COVID-19.[1] The 
Department of Labor’s (Department) Wage and Hour Division (WHD) administers and enforces the new law’s paid 
leave requirements. These provisions will apply from the effective date through December 31, 2020. 

Generally, the Act provides that covered employers must provide to all employees:[2] 

 Two weeks (up to 80 hours) of paid sick leave at the employee’s regular rate of pay where the employee is unable to 
work because the employee is quarantined (pursuant to Federal, State, or local government order or advice of a 
health care provider), and/or experiencing COVID-19 symptoms and seeking a medical diagnosis; or 

 Two weeks (up to 80 hours) of paid sick leave at two-thirds the employee’s regular rate of pay because the employee 
is unable to work because of a bona fide need to care for an individual subject to quarantine (pursuant to Federal, 
State, or local government order or advice of a health care provider), or care for a child (under 18 years of age) 
whose school or child care provider is closed or unavailable for reasons related to COVID-19, and/or the employee is 
experiencing a substantially similar condition as specified by the Secretary of Health and Human Services, in 
consultation with the Secretaries of the Treasury and Labor. 

A covered employer must provide to employees that it has employed for at least 30 days:[3] 

 Up to an additional 10 weeks of paid expanded family and medical leave at two-thirds the employee’s regular rate of 
pay where an employee is unable to work due to a bona fide need for leave to care for a child whose school or child 
care provider is closed or unavailable for reasons related to COVID-19. 
 

Covered Employers: The paid sick leave and expanded family and medical leave provisions of the FFCRA apply to 
certain public employers, and private employers with fewer than 500 employees.[4] Most employees of the federal 
government are covered by Title II of the Family and Medical Leave Act, which was not amended by this Act, and are 
therefore not covered by the expanded family and medical leave provisions of the FFCRA. However, federal 
employees covered by Title II of the Family and Medical Leave Act are covered by the paid sick leave provision.  

Small businesses with fewer than 50 employees may qualify for exemption from the requirement to provide leave 
due to school closings or child care unavailability if the leave requirements would jeopardize the viability of the 
business as a going concern. 

Qualifying Reasons for Leave: 

Under the FFCRA, an employee qualifies for paid sick time 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 (1) or self-quarantine as described in (2); 

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. 
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Under the FFCRA, an employee qualifies for expanded family leave if the employee 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. 

Duration of Leave: 

For reasons (1)-(4) and (6): A full-time employee is eligible for up to 80 hours of leave, and a part-time employee is 
eligible for the number of hours of leave that the employee works on average over a two-week period. 

For reason (5): A full-time employee is eligible for up to 12 weeks of leave at 40 hours a week, and a part-time 
employee is eligible for leave for the number of hours that the employee is normally scheduled to work over that 
period. 

Calculation of Pay:[5] 

For leave reasons (1), (2), or (3): employees taking leave shall be paid 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 (4) or (6): employees taking leave shall be paid 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). 

For leave reason (5): employees taking leave shall be paid at 2/3 their regular rate or 2/3 the applicable minimum 
wage, whichever is higher, up to $200 per day and $12,000 in the aggregate (over a 12-week period—two weeks of 
paid sick leave followed by up to 10 weeks of paid expanded family and medical leave).[6] 

Tax Credits: Covered employers qualify for dollar-for-dollar reimbursement through tax credits for all qualifying 
wages paid under the FFCRA. Qualifying wages are those paid to an employee who takes leave under the Act for a 
qualifying reason, up to the appropriate per diem and aggregate payment caps. Applicable tax credits also extend to 
amounts paid or incurred to maintain health insurance coverage. For more information, please see the Department 
of the Treasury’s website. 

Employer Notice: Each covered employer must post in a conspicuous place on its premises a notice of FFCRA 
requirements.[7] 

Prohibitions: Employers may not discharge, discipline, or otherwise discriminate against any employee who takes 
paid sick leave under the FFCRA and files a complaint or institutes a proceeding under or related to the FFCRA. 

Penalties and Enforcement: Employers in violation of the first two weeks’ paid sick time or unlawful termination 
provisions of the FFCRA will be subject to the penalties and enforcement described in Sections 16 and 17 of the Fair 
Labor Standards Act. 29 U.S.C. 216; 217. Employers in violation of the provisions providing for up to an additional 10 
weeks of paid leave to care for a child whose school or place of care is closed (or child care provider is unavailable) 
are subject to the enforcement provisions of the Family and Medical Leave Act. The Department will observe a 
temporary period of non-enforcement for the first 30 days after the Act takes effect, so long as the employer has 
acted reasonably and in good faith to comply with the Act.  For purposes of this non-enforcement position, “good 
faith” exists when violations are remedied and the employee is made whole as soon as practicable by the employer, 
the violations were not willful, and the Department receives a written commitment from the employer to comply 
with the Act in the future.  
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[1] Wage and Hour Division does not administer this aspect of the law, but notes that every dollar of required paid 
leave (plus the cost of the employer’s health insurance premiums during leave) will be 100% covered by a dollar-for-
dollar refundable tax credit available to the employer. For more information, please see the Department of the 
Treasury’s website. 

[2] Employers of Health Care Providers or Emergency Responders may elect to exclude such employees from 
eligibility for the leave provided under the Act. 

[3] Employers of Health Care Providers or Emergency Responders may elect to exclude such employees from 
eligibility for the leave provided under the Act. 

[4] Certain provisions may not apply to certain employers with fewer than 50 employees. See Department FFCRA 
regulations (expected April 2020). 

[5] Paid sick time provided under this Act does not carry over from one year to the next. Employees are not entitled 
to reimbursement for unused leave upon termination, resignation, retirement, or other separation from 
employment. 

[6] An employee may elect to substitute any accrued vacation leave, personal leave, or medical or sick leave for the 
first two weeks of partial paid leave under this section. 

[7] The Department will issue a model notice no later than March 25, 2020. 
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DEFINITIONS 

“Paid sick leave” – means paid leave under the Emergency Paid Sick Leave Act. 

“Expanded family and medical leave” – means paid leave under the Emergency Family and Medical Leave Expansion 
Act. 

QUESTIONS & ANSWERS 

1. What is the effective date of the Families First Coronavirus Response Act (FFCRA), which includes the Emergency Paid Sick 
Leave Act and the Emergency Family and Medical Leave Expansion Act? 

The FFCRA’s paid leave provisions are effective on April 1, 2020, and apply to leave taken between April 1, 2020, and December 
31, 2020. 

2. As an employer, how do I know if my business is under the 500-employee threshold and therefore must provide paid sick 
leave or expanded family and medical leave? 

You have fewer than 500 employees if, at the time your employee’s leave is to be taken, you employ fewer than 500 full-time 
and part-time employees within the United States, which includes any State of the United States, the District of Columbia, or 
any Territory or possession of the United States. In making this determination, you should include employees on leave; 
temporary employees who are jointly employed by you and another employer (regardless of whether the jointly-employed 
employees are maintained on only your or another employer’s payroll); and day laborers supplied by a temporary agency 
(regardless of whether you are the temporary agency or the client firm if there is a continuing employment relationship). 
Workers who are independent contractors under the Fair Labor Standards Act (FLSA), rather than employees, are not 
considered employees for purposes of the 500-employee threshold. 

Typically, a corporation (including its separate establishments or divisions) is considered to be a single employer and its 
employees must each be counted towards the 500-employee threshold. Where a corporation has an ownership interest in 
another corporation, the two corporations are separate employers unless they are joint employers under the FLSA with respect 
to certain employees. If two entities are found to be joint employers, all of their common employees must be counted in 
determining whether paid sick leave must be provided under the Emergency Paid Sick Leave Act and expanded family and 
medical leave must be provided under the Emergency Family and Medical Leave Expansion Act. 

In general, two or more entities are separate employers unless they meet the integrated employer test under the Family and 
Medical Leave Act of 1993 (FMLA). If two entities are an integrated employer under the FMLA, then employees of all entities 
making up the integrated employer will be counted in determining employer coverage for purposes of paid sick leave under the 
Emergency Paid Sick Leave Act and expanded family and medical leave under the Emergency Family and Medical Leave 
Expansion Act. 

3. If I am a private sector employer and have 500 or more employees, do the Acts apply to me? 

No. Private sector employers are only required to comply with the Acts if they have fewer than 500 employees.[1] 

4. If providing child care-related paid sick leave and expanded family and medical leave at my business with fewer than 50 
employees would jeopardize the viability of my business as a going concern, how do I take advantage of the small business 
exemption? 

To elect this small business exemption, you should document why your business with fewer than 50 employees meets the 
criteria set forth by the Department, which will be addressed in more detail in forthcoming regulations. 

You should not send any materials to the Department of Labor when seeking a small business exemption for paid sick leave and 
expanded family and medical leave. 

5. How do I count hours worked by a part-time employee for purposes of paid sick leave or expanded family and medical 
leave?A part-time employee is entitled to leave for his or her average number of work hours in a two-week period. Therefore, 
you calculate hours of leave based on the number of hours the employee is normally scheduled to work. If the normal hours 
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scheduled are unknown, or if the part-time employee’s schedule varies, you may use a six-month average to calculate the 
average daily hours. Such a part-time employee may take paid sick leave for this number of hours per day for up to a two-week 
period, and may take expanded family and medical leave for the same number of hours per day up to ten weeks after that. 

If this calculation cannot be made because the employee has not been employed for at least six months, use the number of 
hours that you and your employee agreed that the employee would work upon hiring. And if there is no such agreement, you 
may calculate the appropriate number of hours of leave based on the average hours per day the employee was scheduled to 
work over the entire term of his or her employment. 

6. When calculating pay due to employees, must overtime hours be included? 

Yes. The Emergency Family and Medical Leave Expansion Act requires you to pay an employee for hours the employee would 
have been normally scheduled to work even if that is more than 40 hours in a week.  

However, the Emergency Paid Sick Leave Act requires that paid sick leave be paid only up to 80 hours over a two-week period. 
For example, an employee who is scheduled to work 50 hours a week may take 50 hours of paid sick leave in the first week and 
30 hours of paid sick leave in the second week. In any event, the total number of hours paid under the Emergency Paid Sick 
Leave Act is capped at 80. 

If the employee’s schedule varies from week to week, please see the answer to Question 5, because the calculation of hours for 
a full-time employee with a varying schedule is the same as that for a part-time employee. 

Please keep in mind the daily and aggregate caps placed on any pay for paid sick leave and expanded family and medical leave 
as described in the answer to Question 7. 

Please note that pay does not need to include a premium for overtime hours under either the Emergency Paid Sick Leave Act or 
the Emergency Family and Medical Leave Expansion Act. 

7. As an employee, how much will I be paid while taking paid sick leave or expanded family and medical leave under the FFCRA? 

It depends on your normal schedule as well as why you are taking leave. 

If you are taking paid sick leave because you are unable to work or telework due to a need for leave because you (1) are subject 
to a Federal, State, or local quarantine or isolation order related to COVID-19; (2) have been advised by a health care provider to 
self-quarantine due to concerns related to COVID-19; or (3) are experiencing symptoms of COVID-19 and are seeking medical 
diagnosis, you will receive for each applicable hour the greater of: 

 your regular rate of pay, 

 the federal minimum wage in effect under the FLSA, or 

 the applicable State or local minimum wage. 
In these circumstances, you are entitled to a maximum of $511 per day, or $5,110 total over the entire paid sick leave period. 

If you are taking paid sick leave because you are: (1) caring for an individual who is subject to a Federal, State, or local 
quarantine or isolation order related to COVID-19 or an individual who has been advised by a health care provider to self-
quarantine due to concerns related to COVID-19; (2) caring for your child whose school or place of care is closed, or child care 
provider is unavailable, due to COVID-19 related reasons; or (3) experiencing any other substantially-similar condition that may 
arise, as specified by the Secretary of Health and Human Services, you are entitled to compensation at 2/3 of the greater of the 
amounts above. 

Under these circumstances, you are subject to a maximum of $200 per day, or $2,000 over the entire two week period. 

If you are taking expanded family and medical leave, you may take paid sick leave for the first two weeks of that leave period, 
or you may substitute any accrued vacation leave, personal leave, or medical or sick leave you have under your employer’s 
policy. For the following ten weeks, you will be paid for your leave at an amount no less than 2/3 of your regular rate of pay for 
the hours you would be normally scheduled to work. If you take paid sick leave during the first two weeks of unpaid expanded 
family and medical leave, you will not receive more than $200 per day or $12,000 for the twelve weeks that include both paid 
sick leave and expanded family and medical leave when you are on leave to care for your child whose school or place of care is 
closed, or child care provider is unavailable, due to COVID-19 related reasons. If you take employer-provided accrued leave 
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during those first two weeks, you are entitled to the full amount for such accrued leave, even if that is greater than $200 per 
day. 

To calculate the number of hours for which you are entitled to paid leave, please see the answers to Questions 5-6 that are 
provided in this guidance. 

8. What is my regular rate of pay for purposes of the FFCRA? 

For purposes of the FFCRA, the regular rate of pay used to calculate your paid leave is the average of your regular rate over a 
period of up to six months prior to the date on which you take leave.[2] If you have not worked for your current employer for 
six months, the regular rate used to calculate your paid leave is the average of your regular rate of pay for each week you have 
worked for your current employer. 

If you are paid with commissions, tips, or piece rates, these amounts will be incorporated into the above calculation to the 
same extent they are included in the calculation of the regular rate under the FLSA. 

You can also compute this amount for each employee by adding all compensation that is part of the regular rate over the above 
period and divide that sum by all hours actually worked in the same period. 

9. May I take 80 hours of paid sick leave for my self-quarantine and then another amount of paid sick leave for another reason 
provided under the Emergency Paid Sick Leave Act? 

No. You may take up to two weeks—or ten days—(80 hours for a full-time employee, or for a part-time employee, the number 
of hours equal to the average number of hours that the employee works over a typical two-week period) of paid sick leave for 
any combination of qualifying reasons. However, the total number of hours for which you receive paid sick leave is capped at 
80 hours under the Emergency Paid Sick Leave Act.  

10. If I am home with my child because his or her school or place of care is closed, or child care provider is unavailable, do I get 
paid sick leave, expanded family and medical leave, or both—how do they interact? 

You may be eligible for both types of leave, but only for a total of twelve weeks of paid leave. You may take both paid sick leave 
and expanded family and medical leave to care for your child whose school or place of care is closed, or child care provider is 
unavailable, due to COVID-19 related reasons. The Emergency Paid Sick Leave Act provides for an initial two weeks of paid 
leave. This period thus covers the first ten workdays of expanded family and medical leave, which are otherwise unpaid under 
the Emergency and Family Medical Leave Expansion Act unless you elect to use existing vacation, personal, or medical or sick 
leave under your employer’s policy. After the first ten workdays have elapsed, you will receive 2/3 of your regular rate of pay for 
the hours you would have been scheduled to work in the subsequent ten weeks under the Emergency and Family Medical 
Leave Expansion Act. 

Please note that you can only receive the additional ten weeks of expanded family and medical leave under the Emergency 
Family and Medical Leave Expansion Act for leave to care for your child whose school or place of care is closed, or child care 
provider is unavailable, due to COVID-19 related reasons. 

11. Can my employer deny me paid sick leave if my employer gave me paid leave for a reason identified in the Emergency Paid 
Sick Leave Act prior to the Act going into effect? 

No. The Emergency Paid Sick Leave Act imposes a new leave requirement on employers that is effective beginning on April 1, 
2020. 

12. Is all leave under the FMLA now paid leave? 

No. The only type of family and medical leave that is paid leave is expanded family and medical leave under the Emergency 
Family and Medical Leave Expansion Act when such leave exceeds ten days. This includes only leave taken because the 
employee must care for a child whose school or place of care is closed, or child care provider is unavailable, due to COVID-19 
related reasons. 

13.  Are the paid sick leave and expanded family and medical leave requirements retroactive? 

No. 
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14. How do I know whether I have “been employed for at least 30 calendar days by the employer” for purposes of expanded 
family and medical leave? 

You are considered to have been employed by your employer for at least 30 calendar days if your employer had you on its 
payroll for the 30 calendar days immediately prior to the day your leave would begin. For example, if you want to take leave on 
April 1, 2020, you would need to have been on your employer’s payroll as of March 2, 2020. 

If you have been working for a company as a temporary employee, and the company subsequently hires you on a full-time 
basis, you may count any days you previously worked as a temporary employee toward this 30-day eligibility period.   

15. What records do I need to keep when my employee takes paid sick leave or expanded family and medical leave? 

Private sector employers that provide paid sick leave and expanded family and medical leave required by the FFCRA are eligible 
for reimbursement of the costs of that leave through refundable tax credits.  If you intend to claim a tax credit under the FFCRA 
for your payment of the sick leave or expanded family and medical leave wages, you should retain appropriate documentation 
in your records. You should consult Internal Revenue Service (IRS) applicable forms, instructions, and information for the 
procedures that must be followed to claim a tax credit, including any needed substantiation to be retained to support the 
credit. You are not required to provide leave if materials sufficient to support the applicable tax credit have not been provided. 
 
If one of your employees takes expanded family and medical leave to care for his or her child whose school or place of care is 
closed, or child care provider is unavailable, due to COVID-19, you may also require your employee to provide you with any 
additional documentation in support of such leave, to the extent permitted under the certification rules for conventional FMLA 
leave requests. For example, this could include a notice that has been posted on a government, school, or day care website, or 
published in a newspaper, or an email from an employee or official of the school, place of care, or child care provider.  

16. What documents do I need to give my employer to get paid sick leave or expanded family and medical leave? 

You must provide to your employer documentation in support of your paid sick leave as specified in applicable IRS forms, 
instructions, and information.  
 
Your employer may also require you to provide additional in support of your expanded family and medical leave taken to care 
for your child whose school or place of care is closed, or child care provider is unavailable, due to COVID-19-related reasons. For 
example, this may include a notice of closure or unavailability from your child’s school, place of care, or child care provider, 
including a notice that may have been posted on a government, school, or day care website, published in a newspaper, or 
emailed to you from an employee or official of the school, place of care, or child care provider. Your employer must retain this 
notice or documentation in support of expanded family and medical leave, including while you may be taking unpaid leave that 
runs concurrently with paid sick leave if taken for the same reason. 
 
Please also note that all existing certification requirements under the FMLA remain in effect if you are taking leave for one of 
the existing qualifying reasons under the FMLA. For example, if you are taking leave beyond the two weeks of emergency paid 
sick leave because your medical condition for COVID-19-related reasons rises to the level of a serious health condition, you must 
continue to provide medical certifications under the FMLA if required by your employer. 

17. When am I able to telework under the FFCRA? 

You may telework when your employer 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. 

18. What does it mean to be unable to work, including telework for COVID-19 related reasons? 

You are unable to work if your employer has work for you and one of the COVID-19 qualifying reasons set forth in the FFCRA 
prevents you from being able to perform that work, either under normal circumstances at your normal worksite or by means of 
telework. 

If you and your employer agree that you will work your normal number of hours, but outside of your normally scheduled hours 
(for instance early in the morning or late at night), then you are able to work and leave is not necessary unless a COVID-19 
qualifying reason prevents you from working that schedule. 

19. If I am or become unable to telework, am I entitled to paid sick leave or expanded family and medical leave? 
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If your employer permits teleworking—for example, allows you to perform certain tasks or work a certain number of hours 
from home or at a location other than your normal workplace—and you are unable to perform those tasks or work the 
required hours because of one of the qualifying reasons for paid sick leave, then you are entitled to take paid sick leave.  

Similarly, if you are unable to perform those teleworking tasks or work the required teleworking hours because you need to 
care for your child whose school or place of care is closed, or child care provider is unavailable, because of COVID-19 related 
reasons, then you are entitled to take expanded family and medical leave. Of course, to the extent you are able to telework 
while caring for your child, paid sick leave and expanded family and medical leave is not available. 

20. May I take my paid sick leave or expanded family and medical leave intermittently while teleworking? 

Yes, if your employer allows it and if you are unable to telework your normal schedule of hours due to one of the qualifying 
reasons in the Emergency Paid Sick Leave Act. In that situation, you and your employer may agree that you may take paid sick 
leave intermittently while teleworking. Similarly, if you are prevented from teleworking your normal schedule of hours because 
you need to care for your child whose school or place of care is closed, or child care provider is unavailable, because of COVID-
19 related reasons, you and your employer may agree that you can take expanded family medical leave intermittently while 
teleworking. 

You may take intermittent leave in any increment, provided that you and your employer agree. For example, if you agree on a 
90-minute increment, you could telework from 1:00 PM to 2:30 PM, take leave from 2:30 PM to 4:00 PM, and then return to 
teleworking. 

The Department encourages employers and employees to collaborate to achieve flexibility and meet mutual needs, and the 
Department is supportive of such voluntary arrangements that combine telework and intermittent leave. 

21. May I take my paid sick leave intermittently while working at my usual worksite (as opposed to teleworking)? 

It depends on why you are taking paid sick leave and whether your employer agrees. Unless you are teleworking, paid sick 
leave for qualifying reasons related to COVID-19 must be taken in full-day increments. It cannot be taken intermittently if the 
leave is being taken because: 

 You are subject to a Federal, State, or local quarantine or isolation order related to COVID-19; 

 You have been advised by a health care provider to self-quarantine due to concerns related to COVID-19; 

 You are experiencing symptoms of COVID-19 and seeking a medical diagnosis; 

 You are caring for an individual who either is subject to a quarantine or isolation order related to COVID-19 or has been 
advised by a health care provider to self-quarantine due to concerns related to COVID-19; or 

 You are experiencing any other substantially similar condition specified by the Secretary of Health and Human Services. 
Unless you are teleworking, once you begin taking paid sick leave for one or more of these qualifying reasons, you must 
continue to take paid sick leave each day until you either (1) use the full amount of paid sick leave or (2) no longer have a 
qualifying reason for taking paid sick leave. This limit is imposed because if you are sick or possibly sick with COVID-19, or caring 
for an individual who is sick or possibly sick with COVID-19, the intent of FFCRA is to provide such paid sick leave as necessary to 
keep you from spreading the virus to others.  

If you no longer have a qualifying reason for taking paid sick leave before you exhaust your paid sick leave, you may take any 
remaining paid sick leave at a later time, until December 31, 2020, if another qualifying reason occurs. 

In contrast, if you and your employer agree, you may take paid sick leave intermittently if you are taking paid sick leave to care 
for your child whose school or place of care is closed, or whose child care provider is unavailable, because of COVID-19 related 
reasons. For example, if your child is at home because his or her school or place of care is closed, or child care provider is 
unavailable, because of COVID-19 related reasons, you may take paid sick leave on Mondays, Wednesdays, and Fridays to care 
for your child, but work at your normal worksite on Tuesdays and Thursdays. 

The Department encourages employers and employees to collaborate to achieve maximum flexibility. Therefore, if employers 
and employees agree to intermittent leave on less than a full work day for employees taking paid sick leave to care for their 
child whose school or place of care is closed, or child care provider is unavailable, because of COVID-19-related reasons, the 
Department is supportive of such voluntary arrangements. 
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22. May I take my expanded family and medical leave intermittently while my child’s school or place of care is closed, or child 
care provider is unavailable, due to COVID-19 related reasons, if I am not teleworking? 

Yes, but only with your employer’s permission. Intermittent expanded family and medical leave should be permitted only when 
you and your employer agree upon such a schedule. For example, if your employer and you agree, you may take expanded 
family and medical leave on Mondays, Wednesdays, and Fridays, but work Tuesdays and Thursdays, while your child is at home 
because your child’s school or place of care is closed, or child care provider is unavailable, due to COVID-19 related reasons, for 
the duration of your leave. 

The Department encourages employers and employees to collaborate to achieve flexibility. Therefore, if employers and 
employees agree to intermittent leave on a day-by-day basis, the Department supports such voluntary arrangements. 

23. If my employer closed my worksite before April 1, 2020 (the effective date of the FFCRA), can I still get paid sick leave or 
expanded family and medical leave?   

No. If, prior to the FFCRA’s effective date, your employer sent you home and stops paying you because it does not have work 
for you to do, you will not get paid sick leave or expanded family and medical leave but you may be eligible for unemployment 
insurance benefits. This is true whether your employer closes your worksite for lack of business or because it is required to 
close pursuant to a Federal, State, or local directive. You should contact your State workforce agency or State unemployment 
insurance office for specific questions about your eligibility. For additional information, please refer 
to https://www.careeronestop.org/LocalHelp/service-locator.aspx. 

It should be noted, however, that if your employer is paying you pursuant to a paid leave policy or State or local requirements, 
you are not eligible for unemployment insurance. 

24. If my employer closes my worksite on or after April 1, 2020 (the effective date of the FFCRA), but before I go out on leave, can 
I still get paid sick leave and/or expanded family and medical leave? 

No. If your employer closes after the FFCRA’s effective date (even if you requested leave prior to the closure), you will not get 
paid sick leave or expanded family and medical leave but you may be eligible for unemployment insurance benefits. This is true 
whether your employer closes your worksite for lack of business or because it was required to close pursuant to a Federal, 
State or local directive. You should contact your State workforce agency or State unemployment insurance office for specific 
questions about your eligibility. For additional information, please refer to https://www.careeronestop.org/LocalHelp/service-
locator.aspx. 

25. If my employer closes my worksite while I am on paid sick leave or expanded family and medical leave, what happens? 

If your employer closes while you are on paid sick leave or expanded family and medical leave, your employer must pay for any 
paid sick leave or expanded family and medical leave you used before the employer closed. As of the date your employer closes 
your worksite, you are no longer entitled to paid sick leave or expanded family and medical leave, but you may be eligible for 
unemployment insurance benefits. This is true whether your employer closes your worksite for lack of business or because the 
employer was required to close pursuant to a Federal, State or local directive. You should contact your State workforce agency 
or State unemployment insurance office for specific questions about your eligibility. For additional information, please refer 
to https://www.careeronestop.org/LocalHelp/service-locator.aspx. 

26. If my employer is open, but furloughs me on or after April 1, 2020 (the effective date of the FFCRA), can I receive paid sick 
leave or expanded family and medical leave? 

No. If your employer furloughs you because it does not have enough work or business for you, you are not entitled to then take 
paid sick leave or expanded family and medical leave. However, you may be eligible for unemployment insurance benefits. You 
should contact your State workforce agency or State unemployment insurance office for specific questions about your 
eligibility. For additional information, please refer to https://www.careeronestop.org/LocalHelp/service-locator.aspx. 

27. If my employer closes my worksite on or after April 1, 2020 (the effective date of the FFCRA), but tells me that it will reopen 
at some time in the future, can I receive paid sick leave or expanded family and medical leave? 

No, not while your worksite is closed. If your employer closes your worksite, even for a short period of time, you are not 
entitled to take paid sick leave or expanded family and medical leave. However, you may be eligible for unemployment 
insurance benefits. This is true whether your employer closes your worksite for lack of business or because it was required to 
close pursuant to a Federal, State, or local directive. You should contact your State workforce agency or State unemployment 
insurance office for specific questions about your eligibility. For additional information, please refer 
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to https://www.careeronestop.org/LocalHelp/service-locator.aspx. If your employer reopens and you resume work, you would 
then be eligible for paid sick leave or expanded family and medical leave as warranted. 

28. If my employer reduces my scheduled work hours, can I use paid sick leave or expanded family and medical leave for the 
hours that I am no longer scheduled to work?  

No. If your employer reduces your work hours because it does not have work for you to perform, you may not use paid sick 
leave or expanded family and medical leave for the hours that you are no longer scheduled to work. This is because you are not 
prevented from working those hours due to a COVID-19 qualifying reason, even if your reduction in hours was somehow related 
to COVID-19. 

You may, however, take paid sick leave or expanded family and medical leave if a COVID-19 qualifying reason prevents you from 
working your full schedule. If you do, the amount of leave to which you are entitled is computed based on your work schedule 
before it was reduced (see Question 5). 

29. May I collect unemployment insurance benefits for time in which I receive pay for paid sick leave and/or expanded family and 
medical leave? 

No. If your employer provides you paid sick leave or expanded family and medical leave, you are not eligible for unemployment 
insurance. However, each State has its own unique set of rules; and DOL recently clarified additional flexibility to the 
States (UIPL 20-10) to extend partial unemployment benefits to workers whose hours or pay have been reduced. Therefore, 
individuals should contact their State workforce agency or State unemployment insurance office for specific questions about 
eligibility. For additional information, please refer to https://www.careeronestop.org/LocalHelp/service-locator.aspx. 

  
30. If I elect to take paid sick leave or expanded family and medical leave, must my employer continue my health coverage? If I 

remain on leave beyond the maximum period of expanded family and medical leave, do I have a right to keep my health 
coverage? 

If your employer provides group health coverage that you’ve elected, you are entitled to continued group health coverage 
during your expanded family and medical leave on the same terms as if you continued to work. If you are enrolled in family 
coverage, your employer must maintain coverage during your expanded family and medical leave. You generally must continue 
to make any normal contributions to the cost of your health coverage. See WHD Fact Sheet 
28A: https://www.dol.gov/agencies/whd/fact-sheets/28a-fmla-employee-protections. 

If you do not return to work at the end of your expanded family and medical leave, check with your employer to determine 
whether you are eligible to keep your health coverage on the same terms (including contribution rates). If you are no longer 
eligible, you may be able to continue your coverage under the Consolidated Omnibus Budget Reconciliation Act (COBRA). 
COBRA, which generally applies to employers with 20 or more employees, allows you and your family to continue the same 
group health coverage at group rates. Your share of that cost may be higher than what you were paying before but may be 
lower than what you would pay for private individual health insurance coverage. (If your employer has fewer than 20 
employees, you may be eligible to continue your health insurance under State laws that are similar to COBRA. These laws are 
sometimes referred to as “mini COBRA” and vary from State to State.) Contact the Employee Benefits Security Administration 
at https://www.dol.gov/agencies/ebsa/workers-and-families/changing-jobs-and-job-loss to learn about health and retirement 
benefit protections for dislocated workers.  

If you elect to take paid sick leave, your employer must continue your health coverage. Under the Health Insurance Portability 
and Accountability Act (HIPAA), an employer cannot establish a rule for eligibility or set any individual’s premium or 
contribution rate based on whether an individual is actively at work (including whether an individual is continuously employed), 
unless absence from work due to any health factor (such as being absent from work on sick leave) is treated, for purposes of 
the plan or health insurance coverage, as being actively at work. 

31. As an employee, may I use my employer’s preexisting leave entitlements and my FFCRA paid sick leave and expanded family 
and medical leave concurrently for the same hours? 

During the first two weeks of unpaid expanded family and medical leave, you may not simultaneously take paid sick leave under 
the EPSLA and preexisting paid leave, unless your employer agrees to allow you to supplement the amount you receive from 
paid sick leave with your preexisting paid leave, up to your normal earnings. After the first two workweeks (usually 10 
workdays) of expanded family and medical leave under the EFMLEA, however, you may elect—or be required by your 
employer—to take your remaining expanded family and medical leave at the same time as any existing paid leave that, under 
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your employer’s policies, would be available to you in that circumstance. This would likely include personal leave or paid time 
off, but not medical or sick leave if you are not ill. 

If you are required to take your existing leave concurrently with your remaining expanded family and medical leave, your 
employer must pay you the full amount to which you are entitled under your existing paid leave policy for the period of leave 
taken. If you exhaust your preexisting paid leave and still are entitled to additional expanded family and medical leave, your 
employer must pay you at least 2/3 of your pay for subsequent periods of expanded family and medical leave taken, up to $200 
per workday and $10,000 in the aggregate, for expanded family and medical leave. 

32. If I am an employer, may I use the paid sick leave mandated under the EPSLA to satisfy paid leave entitlements that an 
employee may have under my paid leave policy? 

No, unless your employee agrees. Paid sick leave under the EPSLA is in addition to your employee’s (including Federal 
Employees’) other leave entitlements. You may not require your employee to use provided or accrued paid vacation, personal, 
medical, or sick leave before the paid sick leave. You also may not require your employee to use such existing leave 
concurrently with the paid sick leave under the EPSLA. But if you and your employee agree, your employee may use preexisting 
leave entitlements to supplement the amount he or she receives from paid sick leave, up to the employee’s normal earnings. 
Note, however, that you are not entitled to a tax credit for any paid sick leave that is not required to be paid or exceeds the 
limits set forth under the EPSLA. You are free to amend your own policies to the extent consistent with applicable law. 

33. If I am an employer, may I require my employee to take paid leave he or she may have under my existing paid leave policy 
concurrently with expanded family and medical leave under the EFMLEA? 

Yes. After the first two workweeks (usually 10 workdays) of expanded family and medical leave under the EFMLEA, you may 
require that your employee take concurrently for the same hours expanded family and medical leave and existing leave that, 
under your policies, would be available to the employee in that circumstance. This would likely include personal leave or paid 
time off, but not medical or sick leave if you are not ill. 

If you do so, you must pay your employee the full amount to which he or she is entitled under your existing paid leave policy for 
the period of leave taken. You must pay your employee at least 2/3 of his or her pay for subsequent periods of expanded family 
and medical leave taken, up to $200 per workday and $10,000 in the aggregate, for expanded family and medical leave. If your 
employee exhausts all preexisting paid vacation, personal, medical, or sick leave, you would need to pay your employee at least 
2/3 of his or her pay for subsequent periods of expanded family and medical leave taken, up to $200 per day and $10,000 in the 
aggregate. You are free to amend your own policies to the extent consistent with applicable law. 

34. If I want to pay my employees more than they are entitled to receive for paid sick leave or expanded family and medical 
leave, can I do so and claim a tax credit for the entire amount paid to them? 

You may pay your employees in excess of FFCRA requirements. But you cannot claim, and will not receive tax credit for, those 
amounts in excess of the FFCRA’s statutory limits.  

35. I am an employer that is part of a multiemployer collective bargaining agreement, may I satisfy my obligations under the 
Emergency Family and Medical Leave Expansion Act through contributions to a multiemployer fund, plan, or program? 

You may satisfy your obligations under the Emergency Family and Medical Leave Expansion Act by making contributions to a 
multiemployer fund, plan, or other program in accordance with your existing collective bargaining obligations. These 
contributions must be based on the amount of paid family and medical leave to which each of your employees is entitled under 
the Act based on each employee’s work under the multiemployer collective bargaining agreement. Such a fund, plan, or other 
program must allow employees to secure or obtain their pay for the related leave they take under the Act. Alternatively, you 
may also choose to satisfy your obligations under the Act by other means, provided they are consistent with your bargaining 
obligations and collective bargaining agreement. 

36. I am an employer that is part of a multiemployer collective bargaining agreement, may I satisfy my obligations under the 
Emergency Paid Sick Leave Act through contributions to a multiemployer fund, plan, or program? 

You may satisfy your obligations under the Emergency Paid Sick Leave Act by making contributions to a multiemployer fund, 
plan, or other program in accordance with your existing collective bargaining obligations. These contributions must be based 
on the hours of paid sick leave to which each of your employees is entitled under the Act based on each employee’s work under 
the multiemployer collective bargaining agreement. Such a fund, plan, or other program must allow employees to secure or 
obtain their pay for the related leave they take under the Act. Alternatively, you may also choose to satisfy your obligations 
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under the Act by other means, provided they are consistent with your bargaining obligations and collective bargaining 
agreement. 

37. Are contributions to a multiemployer fund, plan, or other program the only way an employer that is part of a multiemployer 
collective bargaining agreement may comply with the paid leave requirements of the FFCRA? 

No. Both the Emergency Paid Sick Leave Act and the Emergency Family and Medical Leave Expansion Act provide that, 
consistent with its bargaining obligations and collective bargaining agreement, an employer may satisfy its legal obligations 
under both Acts by making appropriate contributions to such a fund, plan, or other program based on the paid leave owed to 
each employee. However, the employer may satisfy its obligations under both Acts by other means, provided they are 
consistent with its bargaining obligations and collective bargaining agreement. 

38. Assuming I am a covered employer, which of my employees are eligible for paid sick leave and expanded family and medical 
leave? 

Both of these new provisions use the employee definition as provided by the Fair Labor Standards Act, thus all of your U.S. 
(including Territorial) employees who meet this definition are eligible including full-time and part-time employees, and “joint 
employees” working on your site temporarily and/or through a temp agency. However, if you employ a health care provider or 
an emergency responder you are not required to pay such employee paid sick leave or expanded family and medical leave on a 
case-by-case basis. And certain small businesses may exempt employees if the leave would jeopardize the company’s viability 
as a going concern. See Question 58 below. 

There is one difference regarding an employee’s eligibility for paid sick leave versus expanded family and medical leave. While 
your employee is eligible for paid sick leave regardless of length of employment, your employee must have been employed for 
30 calendar days in order to qualify for expanded family and medical leave. For example, if your employee requests expanded 
family and medical leave on April 10, 2020, he or she must have been your employee since March 11, 2020. 

39. Who is a covered employer that must provide paid sick leave and expanded family and medical leave under the FFCRA? 

Generally, if you employ fewer than 500 employees you are a covered employer that must provide paid sick leave and 
expanded family and medical leave. For additional information on the 500 employee threshold, see Question 2. Certain 
employers with fewer than 50 employees may be exempt from the Act’s requirements to provide certain paid sick leave and 
expanded family and medical leave. For additional information regarding this small business exemption, see Question 
4 and Questions 58 and 59 below. 

Certain public employers are also covered under the Act and must provide paid sick leave and expanded family and medical 
leave. For additional information regarding coverage of public employers, see Questions 52-54 below. 

40. Who is a son or daughter? 

Under the FFCRA, a “son or daughter” is your own child, which includes your biological, adopted, or foster child, your stepchild, 
a legal ward, or a child for whom you are standing in loco parentis—someone with day-to-day responsibilities to care for or 
financially support a child. For additional information about in loco parentis, see Fact Sheet #28B: Family and Medical Leave Act 
(FMLA) leave for birth, placement, bonding or to care for a child with a serious health condition on the basis of an “in loco 
parentis” relationship. 

In light of Congressional direction to interpret definitions consistently, WHD clarifies that under the FFCRA a “son or daughter” 
is also an adult son or daughter (i.e., one who is 18 years of age or older), who (1) has a mental or physical disability, and (2) is 
incapable of self-care because of that disability. For additional information on requirements relating to an adult son or 
daughter, see Fact Sheet #28K and/or call our toll free information and help line available 8 am–5 pm in your time zone, 1-866-
4US-WAGE (1-866-487-9243). 

41. What do I do if my employer, who I believe to be covered, refuses to provide me paid sick leave? 

If you believe that your employer is covered and is improperly refusing you paid sick leave under the Emergency Paid Sick Leave 
Act, the Department encourages you to raise and try to resolve your concerns with your employer. Regardless of whether you 
discuss your concerns with your employer, if you believe your employer is improperly refusing you paid sick leave, you may call 
1-866-4US-WAGE (1-866-487-9243). WHD is responsible for administering and enforcing these provisions. If you have questions 
or concerns, you can contact WHD by phone or visit www.dol.gov/agencies/whd. Your call will be directed to the nearest WHD 
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office for assistance to have your questions answered or to file a complaint. In most cases, you can also file a lawsuit against 
your employer directly without contacting WHD. If you are a public sector employee, please see the answer to Question 54. 

42. What do I do if my employer, who I believe to be covered, refuses to provide me expanded family and medical leave to care 
for my own son or daughter whose school or place of care has closed, or whose child care provider is unavailable, for COVID-
19 related reasons? 

If you believe that your employer is covered and is improperly refusing you expanded family and medical leave or otherwise 
violating your rights under the Emergency Family and Medical Leave Expansion Act, the Department encourages you to raise 
and try to resolve your concerns with your employer. Regardless whether you discuss your concerns with your employer, if you 
believe your employer is improperly refusing you expanded family and medical leave, you may call WHD at 1-866-4US-WAGE (1-
866-487-9243) or visit www.dol.gov/agencies/whd. Your call will be directed to the nearest WHD office for assistance to have 
your questions answered or to file a complaint. If your employer employs 50 or more employees, you also may file a lawsuit 
against your employer directly without contacting WHD. If you are a public sector employee, please see the answer to Question 
54. 

43. Do I have a right to return to work if I am taking paid sick leave or expanded family and medical leave under the Emergency 
Paid Sick Leave Act or the Emergency Family and Medical Leave Expansion Act? 

Generally, yes. In light of Congressional direction to interpret requirements among the Acts consistently, WHD clarifies that the 
Acts require employers to provide the same (or a nearly equivalent) job to an employee who returns to work following leave. 

In most instances, you are entitled to be restored to the same or an equivalent position upon return from paid sick leave or 
expanded family and medical leave. Thus, your employer is prohibited from firing, disciplining, or otherwise discriminating 
against you because you take paid sick leave or expanded family and medical leave. Nor can your employer fire, discipline, or 
otherwise discriminate against you because you filed any type of complaint or proceeding relating to these Acts, or have or 
intend to testify in any such proceeding. 

However, you are not protected from employment actions, such as layoffs, that would have affected you regardless of whether 
you took leave. This means your employer can lay you off for legitimate business reasons, such as the closure of your worksite. 
Your employer must be able to demonstrate that you would have been laid off even if you had not taken leave. 

Your employer may also refuse to return you to work in your same position if you are a highly compensated “key” employee as 
defined under the FMLA, or if your employer has fewer than 25 employees, and you took leave to care for your own son or 
daughter whose school or place of care was closed, or whose child care provider was unavailable, and all four of the following 
hardship conditions exist:  

 your position no longer exists due to economic or operating conditions that affect employment and due to COVID-19 related 
reasons during the period of your leave; 

 your employer made reasonable efforts to restore you to the same or an equivalent position; 

 your employer makes reasonable efforts to contact you if an equivalent position becomes available; and 

 your employer continues to make reasonable efforts to contact you for one year beginning either on the date the leave 
related to COVID-19 reasons concludes or the date 12 weeks after your leave began, whichever is earlier. 

44. Do I qualify for leave for a COVID-19 related reason even if I have already used some or all of my leave under the Family and 
Medical Leave Act (FMLA)? 

If you are an eligible employee, you are entitled to paid sick leave under the Emergency Paid Sick Leave Act regardless of how 
much leave you have taken under the FMLA. 

However, if your employer was covered by the FMLA prior to April 1, 2020, your eligibility for expanded family and medical 
leave depends on how much leave you have already taken during the 12-month period that your employer uses for FMLA leave. 
You may take a total of 12 workweeks for FMLA or expanded family and medical leave reasons during a 12-month period. If you 
have taken some, but not all, 12 workweeks of your leave under FMLA during the current 12-month period determined by your 
employer, you may take the remaining portion of leave available. If you have already taken 12 workweeks of FMLA leave during 
this 12-month period, you may not take additional expanded family and medical leave.  

For example, assume you are eligible for preexisting FMLA leave and took two weeks of such leave in January 2020 to undergo 
and recover from a surgical procedure. You therefore have 10 weeks of FMLA leave remaining. Because expanded family and 
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medical leave is a type of FMLA leave, you would be entitled to take up to 10 weeks of expanded family and medical leave, 
rather than 12 weeks. And any expanded family and medical leave you take would count against your entitlement to preexisting 
FMLA leave. 

If your employer only becomes covered under the FMLA on April 1, 2020, this analysis does not apply. 

45. May I take leave under the Family and Medical Leave Act over the next 12 months if I used some or all of my expanded family 
and medical leave under the Emergency Family and Medical Leave Expansion Act? 

It depends. You may take a total of 12 workweeks of leave during a 12-month period under the FMLA, including the Emergency 
Family and Medical Leave Expansion Act. If you take some, but not all 12, workweeks of your expanded family and medical 
leave by December 31, 2020, you may take the remaining portion of FMLA leave for a serious medical condition, as long as the 
total time taken does not exceed 12 workweeks in the 12-month period. Please note that expanded family and medical leave is 
available only until December 31, 2020; after that, you may only take FMLA leave. 

For example, assume you take four weeks of Expanded Family and Medical Leave in April 2020 to care for your child whose 
school is closed due to a COVID-19 related reason. These four weeks count against your entitlement to 12 weeks of FMLA leave 
in a 12-month period. If you are eligible for preexisting FMLA leave and need to take such leave in August 2020 because you 
need surgery, you would be entitled to take up to eight weeks of FMLA leave. 

However, you are entitled to paid sick leave under the Emergency Paid Sick Leave Act regardless of how much leave you have 
taken under the FMLA. Paid sick leave is not a form of FMLA leave and therefore does not count toward the 12 workweeks in 
the 12-month period cap. But please note that if you take paid sick leave concurrently with the first two weeks of expanded 
family and medical leave, which may otherwise be unpaid, then those two weeks do count towards the 12 workweeks in the 12-
month period. 

46. If I take paid sick leave under the Emergency Paid Sick Leave Act, does that count against other types of paid sick leave to 
which I am entitled under State or local law, or my employer’s policy? 

No. Paid sick leave under the Emergency Paid Sick Leave Act is in addition to other leave provided under Federal, State, or local 
law; an applicable collective bargaining agreement; or your employer’s existing company policy. 

47. May I use paid sick leave and expanded family and medical leave together for any COVID-19 related reasons?   

No. The Emergency Family and Medical Leave Expansion Act applies only when you are on leave to care for your child whose 
school or place of care is closed, or whose child care provider is unavailable, due to COVID-19 related reasons. However, you can 
take paid sick leave under the Emergency Paid Sick Leave Act for numerous other reasons. 

48. What is a full-time employee under the Emergency Paid Sick Leave Act?  

For purposes of the Emergency Paid Sick Leave Act, a full-time employee is an employee who is normally scheduled to work 40 
or more hours per week. 

In contrast, the Emergency Family and Medical Leave Expansion Act does not distinguish between full- and part-time 
employees, but the number of hours an employee normally works each week will affect the amount of pay the employee is 
eligible to receive. 

49. What is a part-time employee under the Emergency Paid Sick Leave Act?  

For purposes of the Emergency Paid Sick Leave Act, a part-time employee is an employee who is normally scheduled to work 
fewer than 40 hours per week. 

In contrast, the Emergency Family and Medical Leave Expansion Act does not distinguish between full- and part-time 
employees, but the number of hours an employee normally works each week affects the amount of pay the employee is 
eligible to receive. 

50. How does the “for each working day during each of the 20 or more calendar workweeks in the current or preceding 
calendar” language in the FMLA definition of “employer” work under the Emergency Family and Medical Leave Expansion 
Act? 
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The language about counting employees over calendar workweeks is only in the FMLA’s definition for employer. This language 
does not apply to the Emergency Family and Medical Leave Expansion Act for purposes of expanded family and medical leave. 
Employers should use the number of employees on the day the employee’s leave would start to determine whether the 
employer has fewer than 500 employees for purposes of providing expanded family and medical leave and paid sick leave. 
See Question 2 for more information. 

51. I’ve elected to take paid sick leave and I am currently in a waiting period for my employer’s health coverage. If I am absent 
from work on paid sick leave during the waiting period, will my health coverage still take effect after I complete the waiting 
period on the same day that the coverage would otherwise take effect? 

Yes. If you are on employer-provided group health coverage, you are entitled to group health coverage during your paid sick 
leave on the same terms as if you continued to work. Therefore, the requirements for eligibility, including any requirement to 
complete a waiting period, would apply in the same way as if you continued to work, including that the days you are on paid 
sick leave count towards completion of the waiting period. If, under the terms of the plan, an individual can elect coverage that 
becomes effective after completing the waiting period, the health coverage must take effect once the waiting period is 
complete.  

52. I am a public sector employee. May I take paid sick leave under the Emergency Paid Sick Leave Act? 

Generally, yes. You are entitled to paid sick leave if you work for a public agency or other unit of government, with the 
exceptions below. Therefore, you are probably entitled to paid sick leave if, for example, you work for the government of the 
United States, a State, the District of Columbia, a Territory or possession of the United States, a city, a municipality, a township, 
a county, a parish, or a similar government entity subject to the exceptions below. The Office of Management and Budget 
(OMB) has the authority to exclude some categories of U.S. Government Executive Branch employees from taking certain kinds 
of paid sick leave. If you are a Federal employee, the Department encourages you to seek guidance from your respective 
employers as to your eligibility to take paid sick leave. 

Further, health care providers and emergency responders may be excluded by their employer from being able to take paid sick 
leave under the Act. See Questions 56-57 below. These coverage limits also apply to public-sector health care providers and 
emergency responders. 

53. I am a public sector employee. May I take paid family and medical leave under the Emergency Family and Medical Leave 
Expansion Act? 

It depends. In general, you are entitled to expanded family and medical leave if you are an employee of a non-federal public 
agency. Therefore, you are probably entitled to paid sick leave if, for example, you work for the government of a State, the 
District of Columbia, a Territory or possession of the United States, a city, a municipality, a township, a county, a parish, or a 
similar entity. 

But if you are a Federal employee, you likely are not entitled to expanded family and medical leave. The Act only amended Title 
I of the FMLA; most Federal employees are covered instead by Title II of the FMLA. As a result, only some Federal employees 
are covered, and the vast majority are not. In addition, the Office of Management and Budget (OMB) has the authority to 
exclude some categories of U.S. Government Executive Branch employees with respect to expanded and family medical leave. 
If you are a Federal employee, the Department encourages you to seek guidance from your respective employers as to your 
eligibility to take expanded family and medical leave. 

Further, health care providers and emergency responders may be excluded by their employer from being able to take 
expanded family and medical leave under the Act. See Questions 56-57 below. These coverage limits also apply to public-sector 
health care providers and emergency responders. 

54. What do I do if my public sector employer, who I believe to be covered, refuses to provide me paid sick leave or expanded 
family and medical leave? 

If you believe that your public sector employer is covered and is improperly refusing you paid sick leave under the Emergency 
Paid Sick Leave Act or expanded family and medical leave under the Emergency Family and Medical Leave Expansion Act, the 
Department encourages you to raise your concerns with your employer in an attempt to resolve them. Regardless whether you 
discuss your concerns with your employer, if you believe your employer is improperly refusing you paid sick leave or expanded 
family and medical leave, you may call WHD at 1-866-4US-WAGE (1-866-487-9243) or visit www.dol.gov/agencies/whd. Your call 
will be directed to the nearest WHD office for assistance to have your questions answered or to file a complaint.    
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In some cases, you may also be able to file a lawsuit against your employer directly without contacting WHD. Some State and 
local employees may not be able to pursue direct lawsuits because their employers are immune from such lawsuits. For 
additional information, see the WHD website at: https://www.wagehour.dol.gov and/or call WHD’s toll free information and 
help line available 8am–5pm in your time zone, 1-866-4-US-WAGE (1-866-487-9243). 

55. Who is a “health care provider” for purposes of determining individuals whose advice to self-quarantine due to concerns 
related to COVID-19 can be relied on as a qualifying reason for paid sick leave? 

The term “health care provider,” as used to determine individuals whose advice to self-quarantine due to concerns related to 
COVID-19 can be relied on as a qualifying reason for paid sick leave, means a licensed doctor of medicine, nurse practitioner, or 
other health care provider permitted to issue a certification for purposes of the FMLA. 

56. Who is a “health care provider” who may be excluded by their employer from paid sick leave and/or expanded family and 
medical leave? 

For the purposes of employees who may be exempted from paid sick leave or expanded family and medical leave by their 
employer under the FFCRA, a health care provider is anyone employed at any doctor’s office, hospital, health care center, clinic, 
post-secondary educational institution offering health care instruction, medical school, local health department or agency, 
nursing facility, retirement facility, nursing home, home health care provider, any facility that performs laboratory or medical 
testing, pharmacy, or any similar institution, employer, or entity. This includes any permanent or temporary institution, facility, 
location, or site where medical services are provided that are similar to such institutions.  

This definition includes any individual employed by an entity that contracts with any of the above institutions, employers, or 
entities institutions to provide services or to maintain the operation of the facility. This also includes anyone employed by any 
entity that provides medical services, produces medical products, or is otherwise involved in the making of COVID-19 related 
medical equipment, tests, drugs, vaccines, diagnostic vehicles, or treatments. This also includes any individual that the highest 
official of a state or territory, including the District of Columbia, determines is a health care provider necessary for that state’s 
or territory’s or the District of Columbia’s response to COVID-19. 

To minimize the spread of the virus associated with COVID-19, the Department encourages employers to be judicious when 
using this definition to exempt health care providers from the provisions of the FFCRA. 

57. Who is an emergency responder? 

For the purposes of employees who may be excluded from paid sick leave or expanded family and medical leave by their 
employer under the FFCRA, an emergency responder is an employee who is necessary for the provision of transport, care, 
health care, comfort, and nutrition of such patients, or whose services are otherwise needed to limit the spread of COVID-19. 
This includes but is not limited to military or national guard, law enforcement officers, correctional institution personnel, fire 
fighters, emergency medical services personnel, physicians, nurses, public health personnel, emergency medical technicians, 
paramedics, emergency management personnel, 911 operators, public works personnel, and persons with skills or training in 
operating specialized equipment or other skills needed to provide aid in a declared emergency as well as individuals who work 
for such facilities employing these individuals and whose work is necessary to maintain the operation of the facility. This also 
includes any individual that the highest official of a state or territory, including the District of Columbia, determines is an 
emergency responder necessary for that state’s or territory’s or the District of Columbia’s response to COVID-19. 

To minimize the spread of the virus associated with COVID-19, the Department encourages employers to be judicious when 
using this definition to exempt emergency responders from the provisions of the FFCRA. 

58. When does the small business exemption apply to exclude a small business from the provisions of the Emergency Paid Sick 
Leave Act and Emergency Family and Medical Leave Expansion Act? 

An employer, including a religious or nonprofit organization, with fewer than 50 employees (small business) is exempt from 
providing (a) paid sick leave due to school or place of care closures or child care provider unavailability for COVID-19 related 
reasons and (b) expanded family and medical leave due to school or place of care closures or child care provider unavailability 
for COVID-19 related reasons when doing so would jeopardize the viability of the small business as a going concern. A small 
business may claim this exemption if an authorized officer of the business has determined that: 

1. The provision of paid sick leave or expanded family and medical leave would result in the small business’s expenses and 
financial obligations exceeding available business revenues and cause the small business to cease operating at a minimal 
capacity;   
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2. The absence of the employee or employees requesting paid sick leave or expanded family and medical leave would entail a 
substantial risk to the financial health or operational capabilities of the small business because of their specialized skills, 
knowledge of the business, or responsibilities; or   

3. There are not sufficient workers who are able, willing, and qualified, and who will be available at the time and place needed, 
to perform the labor or services provided by the employee or employees requesting paid sick leave or expanded family and 
medical leave, and these labor or services are needed for the small business to operate at a minimal capacity. 

59. If I am a small business with fewer than 50 employees, am I exempt from the requirements to provide paid sick leave or 
expanded family and medical leave? 
A small business is exempt from certain paid sick leave and expanded family and medical leave requirements if providing an 
employee such leave would jeopardize the viability of the business as a going concern. This means a small business is exempt 
from mandated paid sick leave or expanded family and medical leave requirements only if the: 

 employer employs fewer than 50 employees; 

 leave is requested because the child’s school or place of care is closed, or child care provider is unavailable, due to COVID-19 
related reasons; and 

 an authorized officer of the business has determined that at least one of the three conditions described in Question 58 is 
satisfied. 

The Department encourages employers and employees to collaborate to reach the best solution for maintaining the business 
and ensuring employee safety.  

 

[1] If you are a Federal employee, you are eligible to take paid sick leave under the Emergency Paid Sick Leave Act.  But only 
some Federal employees are eligible to take expanded family and medical leave under the Emergency Family and Medical Leave 
Expansion Act. Your eligibility will depend on whether you are covered under Title I or Title II of the Family Medical Leave Act. 
Federal employees should consult with their agency regarding their eligibility for expanded family and medical leave. The Office 
of Personnel and Management will provide information on federal employee coverage. Additional FAQs regarding public sector 
employers will be forthcoming. 

[2] If you are a Federal employee, the State or local minimum wage would be used to calculate the wages owed to you only if 
the Federal agency that employs you has broad authority to set your compensation and has decided to use the State or local 
minimum wage. 
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I. PURPOSE 

To assure appropriate and consistent station and apparatus staffing during emergency times such as 

nationwide pandemic or mass disaster. 

 

II. SCOPE 

This SOP applies to all shift suppression employees. 

 

III. POLICY 

It is the policy of CCFMD that the Fire Chief or his designated representative may impose mandatory overtime 

as needed to maintain adequate staffing in the event of unfilled vacancies. 

 

IV. GUIDELINES 

A. Utilizing the callback procedure within the CrewSense staffing system, Battalion Chiefs shall fill vacant 

positions to ensure that staffing aligns with the Minimum Staffing Level Guidelines set forth in S.O.G. 

104.00. 

B. Shift/station assignments may be manipulated on a daily basis to meet unexpected coverage needs 

and to ensure that minimum staffing levels, DHS certification levels and adequate supervision are 

maintained. 

C. In the event that use of the callback system does not yield appropriate staffing levels, Battalion Chiefs 

shall impose the mandatory overtime requirements set forth in the procedure below. 

 

V. PROCEDURE FOR MANDATORY OVERTIME: 

A. Each shift Battalion Chief shall create a Mandatory Overtime list for EMT and for Paramedic.  Every 

employee on the shift, regardless of rank, will be placed on one of the two lists; the lists shall start 

with the employee with the most recent hire date and end with the most tenured employee.   

B. After all attempts to fill a vacant position through the use of the normal callback system within 

CrewSense have failed, BC’s will assign Mandatory OT utilizing the Mandatory OT list.  Positions will be 

filled from the mandatory OT list for the certification level of the person whose absence created the 

vacancy. 

C. Once an employee is assigned Mandatory OT, he will rotate to the bottom of the list.  In the event the 

employee cannot work the assigned mandatory OT, it will be his responsibility to find coverage from 

the Mandatory OT list.  If he finds someone to cover the shift, the person working the OT will 

automatically rotate to the bottom of the list and the employee who could not work the shift will 

remain at the top of the list.  If the employee is not able to find coverage for the mandatory OT shift, 

he shall be required to work the shift or be subject to disciplinary action.  

D. The following shift rotation will be utilized to fill Mandatory OT positions: 
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a. A-Shift will cover 2nd day C-Shift and 1st day B-Shift. 

b. B-Shift will cover 2nd day A-shift and 1st day C-Shift. 

c. C-Shift will cover 2nd day B-shift and 1st day A-Shift. 

E. At no time will Mandatory OT violate the 72 consecutive hour rule unless by mutual agreement by the 

Battalion Chief and the employee, and with the approval of the Fire Chief; exception to the 72-hour 

limit shall only be made under extenuating circumstances.   

F. If an employee is on vacation, jury duty, sick leave, or bereavement leave and is at the top of the 

Mandatory OT list, he will not be assigned the mandatory OT; however, he will remain at the top of the 

list.  The Battalion Chief will instead contact the second employee on the Mandatory OT list.  

G. If an employee is held longer than 3 hours after his scheduled shift ends and is awaiting relief from 

another member that has accepted a callback for that vacant position but is delayed due to traveling 

from outside the district, the employee being held over will be rotated to the bottom of the 

Mandatory OT list. 
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PURPOSE 
To establish guidelines for employees who have been approved to telecommute (work remotely) 
during the COVID-19 pandemic. 
 
SCOPE 
This policy applies to any non-shift employees who are authorized to telecommute. 
 
POLICY 
In the interest of minimizing employees’ exposure to the highly contagious coronavirus/COVID-19, 
CCFMD may temporarily allow non-shift employees to telecommute if their position is deemed 
conducive to such an arrangement. 
 
DEFINITION 
Telecommuting is defined as working from a home or other off-site location using electronic 
communications, such as the Internet, to connect with the primary place of employment.  
 
GUIDELINES 

A. Eligibility:   CCFMD strives to provide equal opportunities to all employees when it comes to 
working situations. However, telecommuting is not conducive to every employee and 
position. Keeping this in mind, the Fire Chief will review all reasonable employee requests to 
telecommute using the following criteria: 

a. Is the employee a good candidate for telecommuting: dependable, flexible, proven 
performance, no record of severe disciplinary action and comprehensive knowledge of 
position? 

b.  Can the duties of the position be successfully fulfilled through telecommuting: 
measurable work activities, little need for face-to-face interaction with coworkers, 
clearly established goals and objectives, duties can be performed alone and equipment 
needed is limited and can be easily stored at the off-site location? 

Note:  At his sole discretion, the Fire Chief has the right to approve, deny or revoke 
telecommuting privileges. 

B. Responsibilities:  Position requirements and responsibilities will not change solely due to 
telecommuting. Employee expectations related to professionalism, productivity and 
customer service remain the same, regardless of where the work is being performed. 
 

C. Work Schedule:  The amount of time an employee is expected to work in a given week will 
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not change, although the exact scheduling of allotted hours will be left up to the discretion of 
the employee’s immediate supervisor.  In the event that an employee is needed to report to 
his or her regular work location, he is expected to report once given adequate notice.  The 
employee shall be responsible for working during the designated telecommuting hours and 
should therefore be available to his supervisor, coworkers, vendors, customers and others 
during scheduled work hours.  Telecommuting employees whose positions are non-exempt 
from the overtime requirements of the Fair Labor Standards act shall be required to 
accurately record all hours worked, using the District’s regular timekeeping system.  Hours 
worked in excess of those scheduled per day and per week require the prior approval of the 
supervisor.  Failure to comply with this requirement may result in revocation of the 
telecommuting arrangement and/or may subject the employee to disciplinary action. 

 
D. Contact with Supervisor:  Employees approved for telecommuting are responsible for 

maintaining regular contact with their immediate supervisor.  The supervisor will serve as the 
employee’s primary contact.  Both the employee and his supervisor are expected to work 
together to keep each other informed of any developments that occur during the workday.  
Employees must have approval from their supervisor to: alter their defined work schedules, 
move company equipment to a new location and/or transfer primary off-site operations to a 
new location. 

 
E. Off-site Work Areas:  CCFMD has a legal responsibility to provide liability and worker’s 

compensation coverage to its employees. Such legal responsibilities extend only to 
authorized, off-site work locations during scheduled work time.  CCFMD also accepts no 
responsibility for employees’ personal property.  If employees have domestic responsibilities 
they must attend to during scheduled working hours, they are expected to do so in a 
reasonable manner that will still allow them to successfully fulfill their job duties.  

 
F. Off-site Safety and Security:  Employees who are telecommuting are expected to maintain 

their home workspace in a safe manner, free from safety hazard.  In the event of any injury, 
the employee is required to report such to his supervisor as soon as is practical.  
Telecommuting is not designed to be a replacement for appropriate childcare.  Although an 
employee’s individual schedule may be modified to accommodate childcare needs, the focus 
of the telecommuting arrangement must remain on job performance and meeting District 
needs. While employees whose positions regularly deal with sensitive or protected 
information may not be ideal candidates for telecommuting, under certain circumstances 
such employees may be allowed to telecommute.  In these situations, it is up to the employee 
to enforce a rigorous standard for ensuring the security of all sensitive information entrusted 
to them.  Failure to do so may result in the loss of telecommuting privileges. 

27



 

 

 

 

 

 

Adopted:  April 7, 2020 Revised: 

 

Page 3 of 3 

Copper Canyon Fire and Medical 
Human Resource Policy 

 

Telecommuting 
300.14 

  

G. Expenses:  Working primarily off-site could result in expenses not directly addressed by this 
policy.  If such expenses are necessary in order for an employee to perform his official duties, 
CCFMD may reimburse the employee; however, reimbursement is subject to prior 
management approval and is not guaranteed.  Thus, potential expenditures should always be 
approved prior to the transaction being made. 

 
H. Equipment:  Employees approved for telecommuting will be supplied by CCFMD with the 

equipment required to perform their duties.  The following guidelines shall apply to District 
equipment: 

a. All equipment purchased by CCFMD remains the property of the District. 
b. All equipment is to be returned immediately following the completion of the 

telecommuting arrangement. 
c. Hardware is only to be modified or serviced by parties approved by CCFMD. 
d. Software provided by CCFMD is to be used only for its intended purpose and should 

not be duplicated without consent. Any equipment provided by CCFMD for off-site use 
is intended for conducting District business; use for any other purpose or by other 
persons is prohibited. 

e. All hardware and software should be secured against unauthorized access. 
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	Agenda
	Call to Order  
	Roll Call of Board Members  
	Call to the Public – Consideration and discussion of comments and complaints from the public. Those wishing to address the Copper Canyon Fire & Medical District Board need not request permission in advance and will be allowed three minutes to speak. The District Board is not permitted to discuss or take action on any item raised in the call to the public. However, individual Board members may be permitted to respond to criticism directed to them. Otherwise, the Board may direct that staff review the matter or that the matter be placed on a future agenda. The District Board cannot discuss or take legal action on any issue raised during the Call to the Public due to restrictions of the Open Meeting Law. 
	Discussion, possible action or staff direction on reevaluating the Citizen's Bond Advisory Committee's continued research into a Bond Election including the community survey process and the projected time line.  
	Discussion, possible action or staff direction on canceling the contract with HighGround,Inc.  
	CCFMD Contract Revised

	Discussion and update on the progress of Station 83 (Cherry Creek) design and construction.  
	Discussion, possible action or staff direction to augment staffing with Reserves due to the COVID-19 and to discuss future staffing needs.  
	Discussion, possible action or staff direction on the Families First Coronavirus Response Act (FFCRA).  
	Coronavirus Response Act
	FFCRA Definitions & Questions

	Discussion, possible action or staff direction on adding the following Human Resource Polices.  
	Human Resource Policy 300.13 Emergency Mandatory Over-time (OT)  
	300.13 Emergency Mandatory Over-time

	Human Resource Manual Policy 300.14 Telecommuting  
	300.14 Telecommuting


	Adjournment

