The following interim policy provisions have been adopted to comply with the Families First Coronavirus
Response Act (FFCRA).

Indiana University employees (including all academic appointees, staff, and temporary employees) are
eligible for Emergency Paid Sick Leave (EPSL). Additional eligibility requirements apply to Student
Academic Appointees and Adjunct instructors. EPSL is available from July 1 to December 31, 2020.

Indiana University employees (including all academic appointees, staff, and temporary employees) may
be eligible for Emergency Family Medical Leave (EFMLA) if they have been employed for at least 30
days prior to their leave request. EFMLA is available through December 31, 2020.

Information regarding the implementation of EPSL and EFMLA, including how to apply, can be found at
https://hr.iu.edu/relations/coronavirus/fag-i.ntmig

In addition, interim policy provisions have been adopted to encompass the Keep IU Healthy (KIH)

sick leave that Indiana University is providing for coronavirus-related illnesses. See
CET S EWITNIELRMl] for information related to eligibility and qualifying reasons for leave. This
amendment will remain in effect during only for the period of the pandemic aru will become inapplicable
upon the rescission of KIH.

All other provisions of this policy remain in full force and effect.
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Vice President for Human ResourceQ~

Policy Contact: QQ/

IU Human Resources
askHR@iu.edu 0
Scope

This policy applies to Professional Staff employees.

Policy Statement

1. Indiana University believes that Professional Staff employees should be afforded certain amounts of paid leave
to conduct personal affairs and to have a break from the demands of work. Managers are encouraged to support
this purpose by anticipating paid time-off in formulating organizational structures and work schedules.

2. This policy provides Professional (PA) Staff employees (who were hired after January 1, 1985) with a structured
benefit plan for pay during certain periods of leave as a component of total compensation. Several types of
personal leave are covered by this single benefit plan, including vacation time, personal or family sickness,
attendance at a funeral, and other personal affairs.

3. In addition to PTO, Professional Staff are provided other paid time-off benefits: holidays, voting and court duty,
and military duty. See the associated policies for specific details.
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4.

Professional Staff classified as PAO or PAU are covered by the federal Fair Labor Standards Act's (FLSA)
recordkeeping and overtime provisions. Positions in this classification are paid an hourly rate, with total pay
based on the number of hours worked and hours covered by a paid leave plan.

a. Employees and managers are expected to maintain accurate records of specific hours worked, overtime
and compensatory time, hours covered by PTO, and other paid leave plans.

b. Hours worked in excess of 40 hours in the University's work week, which starts and stops on Saturday at
midnight, are covered as overtime or compensatory time. See the Overtime policy for details.

. Professional Staff classified as PAE are exempt from FLSA overtime provisions and are not eligible for overtime

pay. Positions in this classification are paid a monthly salary based on the position's FTE (full time equivalency)
status and the accomplishment of goals or objectives.

a. PAE classified employees and their managers are not expected to maintain records of specific hours
worked. It is expected that PAE employees and their managers are ensuring that the average weekly work
effort in each month is consistent with the position's FTE status. (For example, a 100% FTE position is
expected to work an average of at least 40 hours a week during a month; a 50% FTE position is expected
to work an average of at least 20 hours per week.)

. Managers and Professional Staff may set up alternative work schedules, eit@ an on-going or ad-hoc basis.

See the Alternative Work Schedule policy for details.

. See the History section of this policy for an explanation of the transﬂbq\t om PB (prior to 1985) to PA leave

categorles

Procedure r\q>

General Paid Time Off (PTO) for Professional Staff OQ

1.

University service credit is used to calculate the am of PTO staff earn in this time off plan. See the PTO
Accruals section for details.

a. “University service” includes service a porary with Retirement employee and any other Staff or
Academic position eligible for benefits.%/

. Staff earn PTO hours while in pay statQ/ certain defined periods of absent-without-pay status. For details

see Time Off Accruals During Absenee)
. There is no accrual of PTO durin@llowing time periods:

a. A formal leave of absen
b. Atemporary or per Q reduction in force
a

c. An absence witho s defined in the Time Off Accruals During Absences policy

. All Professional Staff employees and their managers are responsible for accurately recording PTO and other

paid time-off usage (e.g., holidays, jury duty, etc.), and any absence without pay.

a. It is management’s responsibility to monitor attendance and the accurate recording of time-off, including
partial day absences, and to address unacceptable patterns of attendance through the Corrective Action

policy.

. Employees cannot "borrow" future accruals of PTO with one exception. A new employee hired on October 1

or later may borrow PTO needed to cover a department's closing between Christmas and New Year holidays if
the employee has not accrued enough PTO to cover the closing.

PTO can be used to cover military training not covered by the provisions of the Leaves for Military Duty policy.

. PTO can be used for bereavement time, funeral attendance, and activities related to the funeral. (Professional

Staff do not have a separate benefit for bereavement leave.)

. Professional Staff employees with an FTE less than 100% accrue a prorated amount of PTO according to their

position's FTE status.

Approvals for Usage
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1. Employees must have supervisory approval to use PTO, except as noted below.

a. Employees who encounter a personal or family illness or an emergency may charge the time off to PTO.
The employee must notify the supervisor as soon as possible as to the reason for the time off and the
expected date/time of return. The employee may be required to provide documentation regarding the nature
and circumstances of the absence.

2. A department head may approve a request for time off without pay even if the employee has PTO available
to cover all or part of the absence. This provision only applies to full day absences, and must be approved in
advance by the employee’s department head. There are two cases in which there are restrictions affecting this
department head option:

a. Employees are not permitted to take FMLA covered absences without pay if they have paid time off
available. See the FMLA policy for details.

b. Employees have the choice to use or not use PTO for absences under the Leaves for Military Duty policy.
See the Military Leave policy for details.

3. If two or more employees request time off for the same time period, and the department's staffing needs do

not allow both employees to be off, the person with unit seniority is generally preference. However, if a
supervisor has previously given permission to a less senior employee for th time period, that employee's
request is honored. (]/

Calendar Year—End Unused PTO Accrual Balances ?\\

1. Each employee and the employing department records time off afgbggs and usage. These records are subject
to audit throughout the year. At the end of each calendar year, ﬁm off balances are sent to the campus payroll
department. Time off is recorded in eight (8) hour incremenQ/vith the following exceptions:

a. Adverse Weather

b. Adverse Working conditions %
c. Family Medical Leave Act (FMLA) ?\
d. Flexible work schedule Q/Q
e. Military leave Q
f. Worker's Compensation Q/
2. Up to the annual accrual amount may be carried over into the following calendar year:

a. Employees with fewer th @ onths of University service may carry over 240 hours.
b. Employees with 60 m Qs or more of University service may carry over 288 hours.

c. Employees may c@ er 288 hours at the end of the year in which the monthly accrual rate increases to
24 hours for PAE Stdif and the bi-weekly accrual rate increases to 11.08 hours for PAO and PAU Staff.

3. Carryover amounts are recorded as beginning PTO balances for the new calendar year. Such balances do not
increase the annual allowance for the new calendar year, but do allow Staff to use the time earlier in the year.

4. PTO Sick Leave

a. At the end of each calendar year, full-time (100% FTE) employees with PTO hours that cannot be carried
over will have up to 96 of those hours allocated to a PTO Sick Leave account. For part-time employees,
this amount is prorated by their position's FTE percent. There is no limit on the total amount of time an
employee may have in her or his PTO Sick Leave account.

b. Employees may use time from their PTO Sick Leave account to cover personal or family iliness or Worker's
Compensation supplemental pay. Managers may require confirmation of iliness or injury through a licensed
physician's statement. Persons qualifying as family include the following:

i. A spouse as defined by Indiana law
ii. An unmarried child at home
iii. Relatives of the employee or spouse who are living with the employee
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iv. Parents, children, grandparents, grandchildren, brothers, sisters, and relatives of the same degree who
are solely dependent on the employee for emergency care.

c. Employees may use time from their PTO Sick Leave account to cover funeral attendance.
d. PTO Sick Leave Allocation

i. Employees with PTO hours in excess of the carry-over maximums will have the excess hours up to a
limit of 96 hours allocated to their PTO Sick Leave account.

ii. Unused year-end PTO accruals that cannot be carried over into the next calendar year or allocated to
the PTO Sick Leave account are forfeited.

iii. For example, Jane Doe — with 72 months of employment - has the following:
a. Her yearend PTO balance is 400 hours.
b. 288 hours of her PTO balance can be carried over to the new calendar year.
c. 96 hours of the remaining 112 balance (400-288) are rolled over into the sick leave account.

d. The remaining 16 hours (112-96) are forfeited.
lée

year is based on the higher
rsity service is completed.

5. If an employee’s FTE changes during the year, the maximum usage of PTO i
FTE. Employees may use 288 hours in the year in which the 60th month

a. The following leaves do not count toward this annual PTO usage \
i. PTO taken as part of a FMLA leave of absence. See the F\@g\ policy for details.
ii. PTO taken to cover military training.
iii. PTO taken to supplement Workers' Compensatio

iv. PTO taken under the University’s Adverse W ’g Conditions policy or the Pandemic Emergency
policy. %
Effect of Classification Changes (promotion, demot ransfer, or reclassification) and Reduction of FTE

1. From a Support and Service Staff posmon t Qfessmnal Staff position
a. The balance of Income Protection : ansferred into PTO Sick Leave account.

b. The balance of Vacation time i ferred into a PTO account. This amount serves as the beginning

balance.

i. If the balance exceec@ maximum usage amount allowed, the excess time is carried over as PTO,
but it must be use sferred to the PTO Sick Leave account by the end of the following year.

ii. The limit on th |mum usage of PTO in a year is waived during this period subject to scheduling
with managen%

iii. The 96 hour maximum amount of PTO that can be transferred to the PTO Sick Leave accountis waived
at the end of the first year and the end of the following year.

iv. Holiday time not yet used is transferred.
2. From a Professional Staff position to a Support and Service Staff position
a. The PTO balance is transferred to a Vacation time account.
b. The PTO Sick Leave account balance is transferred to an Income Protection time account.
c. Any previously accrued Honorary Vacation is transferred to the vacation time account.
3. From an Academic, full-time, 10 or 12 month, appointment to a Professional Staff position

a. The balance of vacation (up to a maximum of 22 days, 176 hours) is transferred into a PTO account.
The employee’s academic unit is to certify to University Human Resources the amount of vacation time to
transfer. This amount serves as the beginning balance.

b. A beginning balance in the PTO Sick Leave account is established based on one-half day of sick leave for
each month of University service credit.
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4. From a Professional Staff position to an Academic appointment. PTO and PTO Sick Leave account balances
do not transfer to an Academic appointment. Accumulated time off is paid in accordance with the Payment of
Unused Accruals upon Termination below.

5. From the PB time off plan to the PTO plan for PA Staff
a. The balance of sick leave time is transferred into a PTO Sick Leave account.

b. The balance of vacation time and bonus holidays -- up to the maximum amount allowed in the new plan --
is transferred into a PTO account. This amount serves as the beginning balance.

c. The balance of any Honorary Vacation is transferred to an Honorary Vacation account. No additional
Honorary Vacation is earned. With supervisory approval, 100% FTE Staff may use up to a maximum of 60
of the Honorary Vacation days per year. Part-time employees may use a portion of this amount, prorated
by their FTE percent. This limit does not apply to use of Honorary Vacation for a FMLA leave of absence.

d. The provisions of the time off plan associated with the specified classification will then be applied for accruals
and usage.

Payment of Unused Accruals upon Termination

1. All PTO accrued and unused at the end of the last day of employment is pa%(l/Q
2. Allemployees on the PA time off plan receive the accrued benefits describ\{jlbelow, whether or not the employee
gives or receives notice of separation
a. Holidays that are still eligible for use within the specific time alﬁ;bd
. Paid Time Off (PTO) balance. N

b
c. Compensatory time off for PAO Staff. Q
d

. Honorary vacation balance, up to a maximum of 6 (480 hours) for 100% FTE staff. (Professional staff
employed prior to 1985—or promoted from a S rt and Service position to a PA position prior to May
2002—may have previously accrued honorary atlon )

e. Except as provided below for separati th IU Retiree status or at time of death, employees do not
receive separation pay for sick bank %a s

3. Some Professional Staff on the PAtim nreceive separation payment for accrued PTO Sick Leave account
hours when they leave employmeny. e eligible, the employee must separate with 1U Retiree status, be
covered by PERF or the IU Reti Plan 11.25% contribution level, and have more than 152.0 PTO Sick

Leave account hours. Elrgrble % eceive pay at the rates listed below
a. 25% of pay for 152 312.0 hours.
b. 50% of pay for ho re than 312 hours.

4. Staff covered by the IU irement Plan 10%, 12%, or 15% contribution levels do not receive separation payment
for unused PTO Sick Leave account accruals with one exception. Employees in the 12% contribution level who
have more than 50% of their years of IlU employment in a PERF covered position will receive a prorated amount
of the PTO Sick Leave account payment based on the percentage of total IlU employment under PERF.

a. Professional Staff in the IU Retirement 15% Plan will have vacation or PTO deducted from the interim
benefits payment. Contact the campus human resources office for details.

5. The payment for unused PTO accruals and any PTO Sick Leave accruals is treated as taxable income, subject
to federal and state income taxes and employment taxes.

Paid Time Off (PTO) for PAE Staff

1. PAE Professional Staff are paid monthly and accrue PTO hours at the end of each month, which can be used
in following months, based on the below policy provisions.

a. General guidelines for managers:

i. Employees are paid a monthly salary based on FTE status and the accomplishment of goals and
objectives, and work effort may exceed the position's FTE status (i.e. more than 40 hours a week)
without overtime or compensatory time. (PAE Staff are not eligible for overtime or compensatory time.)
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ii. On a periodic basis for many PAE Staff, and on a regular basis for high-level PAE Staff, work effort
may substantially exceed the position's FTE status.

iii. A PAE employee off from work on PTO, who engages in incidental work activities from home or
elsewhere through email, telephone, or other communication devices, is still to charge the day to PTO.

2. PTO may only be used after the end of month it is accrued. PTO cannot be used in the month in which it is
accrued.

3. PTO accruals must be taken in full-day increments of 8 hours per day.
Recording PTO Usage

1. The process for recording PTO must contain the following provisions at a minimum.
a. Staff are to record PTO usage at least monthly.

b. The use of PTO is to be maintained on a University-provided record. (PAE employees use the University’s
ePTO system.)

c. At the end of each month, supervisors are to review employees’ records onfirm accuracy and make
any necessary corrections.

2. With the exception of FMLA and Worker’'s Comp covered absences, und }regulatlons any reductions in
salary for a PAE Staff employee can only be made in full day incremen y portion of a day is worked and/
or covered by PTO, PTO Sick Leave, or other paid time-off benefi 7%1 the employee must receive full pay
for the day. See the FMLA or the Injury on the Job policy for mo ation.

PTO Accruals

1. PTO accruals are based on the following table, subject t@below provisions:

Full-time PAE Staff Employees %

University Service PTO Accr r Monthly Pay Annual Equivalent Accrual
Period Q/

Up to the first 60 months 2%%'5 240 hours

On and After 60 months Qghours 288 hours

2. In the first and last mon mployment the amount of PTO accrued is prorated based on the number of work
days in pay status in th onth.

3. The amount of PTO accrued in a monthly pay period is prorated based upon the amount of time in pay status
in the month.

4. Staff begin to accrue 24 hours per monthly pay period at the end of the month in which the 60th month of
University service is completed.

5. The maximum usage of PTO in a calendar year is equal to 240 hours or 288 hours prorated by their position's
FTE status.

6. Existing PTO and Sick Leave account balances carry forward. The provisions of the time off plan identified with
the new classification will then be applied for usage.

7. PTO is accrued at the end of the last work day of the month and is available to use on the first workday of the
next monthly pay period.

Paid Time Off (PTO) for PAO Staff

1. PAO Professional Staff are paid bi-weekly and accrue PTO hours at the end of each bi-weekly pay period, which
can be used in following pay periods, based on the below policy provisions.
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a. General guidelines for managers:

i. Actual hours worked and time-off are to be recorded in the University's payroll system, with employee's
pay based on hours worked, any overtime, compensatory time used, and paid time-off used.

ii. Hours worked in excess of 40 hours in the University's work week are to be paid as overtime or accrued
as compensatory time, in accordance with federal regulations and the associated University policy,
without exception.

iii. All time not worked based on the position's FTE status (i.e. actual work less than 40 hours a week)
should be counted as PTO, another paid leave, or absence without pay.

2. PTO may only be used after the end of the bi-weekly pay period in which it is accrued. PTO accrued in a bi-
weekly pay period cannot be used in the pay period in which it is accrued.

3. PTO accruals must be taken and recorded in exact number of hours, including tenths of hours.
Recording PTO Usage

1. The process for recording PTO must contain the following provisions at a minimy.
a. Staff are to record PTO usage at least weekly.

b. The use of PTO is to be maintained on a University-provided record, (ﬁ@ employees use the University's
TIME system.)

c. After the end of each bi-weekly pay period for PAO employ %supervisors are to review employees’
records to confirm accuracy and make any necessary corredti

d. PTO Sick Leave accruals must be taken and recordedi&e!(}st number of hours, including tenths of hours.

PTO Accruals O

1. PTO accruals are based on the following table, sub'e@a the below provisions:

University Service PTO Accru eXBi—weekIy Pay Annual Equivalent Accrual

Period Q/
O\
Up to the first 60 months 9.2@’3 240 hours
=
On and After 60 months {&4-08 hours 288 hours
I\Q/

2. PTO is accrued at the er@‘he bi-weekly pay period and is available to use on the first workday of the next
bi-weekly pay period. %

3. In the first and last bi-weekly pay period, the amount of PTO accrued is prorated based on the number of hours
in pay status in that pay period.

4. The amount of PTO accrued in a bi-weekly pay period is prorated based upon the amount of time in pay status
in the pay period.

5. Staff begin to accrue 11.08 hours per bi-weekly pay period at the end of the pay period in which the 60th month
of University service is completed.

6. The maximum usage of PTO in the 26 consecutive bi-weekly pay periods beginning with the pay period in which
January 1st falls and continuing through the last full pay period in December is equal to 240 hours or 288 hours
prorated by their position's FTE status.

7. Existing PTO and PTO Sick Leave account balances carry forward. The provisions of the time off plan identified
with the new classification will then be applied for usage.

Paid Time Off (PTO) for PAU Staff

1. PAU Professional Staff are paid bi-weekly and accrue a certain number of PTO hours at the end of each bi-
weekly pay period, which can be used in following pay periods, based on the below policy provisions.
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2.

3.

a. General guidelines for managers:

i. Actual hours worked and time-off are to be recorded in the University's payroll system, with employee's
pay based on hours worked, any overtime, compensatory time used, and paid time-off used.

ii. Hours worked in excess of 40 hours in the University's work week are to be paid as overtime or accrued
as compensatory time, in accordance with federal regulations and the associated University policy,
without exception.

iii. All time not worked based on the position's FTE status (i.e. actual work less than 40 hours a week)
should be counted as PTO, another paid leave, or absence without pay.

PTO may only be used after the end of the bi-weekly pay period in which it is accrued. PTO accrued in a bi-
weekly pay period cannot be used in the pay period in which it is accrued.

PTO accruals must be taken and recorded in exact number of hours, including tenths of hours.

Recording PTO Usage

1. The process for recording PTO must contain the following provisions at a minim.
a. Staff are to record PTO usage at least weekly.
b. The use of PTO is to be maintained on a University-provided record. (19 employees use the University's
TIME.)
c. After the end of each bi-weekly pay period for PAU employees, 9®wsors are to review employees’ records
to confirm accuracy and make any necessary corrections.
d. PTO Sick Leave accruals must be taken and recordedi&e!(}st number of hours, including tenths of hours.
PTO Accruals O
1. PTO accruals are based on the following table, sub'e@a the below provisions:
Full-time PAU Staff Employees X
Y
University Service PTO Per Bi-weekly Pay Annual Equivalent Accrual
Peri
. 5
Up to the first 60 months {&=21 hours 240 hours
I\Qv/
On and After 60 months 6( 11.08 hours 288 hours
Ca

2. PTO is accrued at the efid of the bi-weekly pay period and is available to use on the first workday of the next
bi-weekly pay period.

3. In the first and last bi-weekly pay period, the amount of PTO accrued is prorated based on the number of hours
in pay status in that pay period.

4. The amount of PTO accrued in a bi-weekly pay period is prorated based upon the amount of time in pay status
in the pay period.

5. Staff begin to accrue 11.08 hours per bi-weekly pay period at the end of the pay period in which the 60th month
of University service is completed.

6. The maximum usage of PTO in the 26 consecutive bi-weekly pay periods beginning with the pay period in which
January 1st falls and continuing through the last full pay period in December is equal to 240 hours or 288 hours
prorated by their position's FTE status.

7. Existing PTO and PTO Sick Leave account balances carry forward. The provisions of the time off plan identified
with the new classification will then be applied for usage.

Sanctions
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Managers, supervisors, and employees who violate this policy are subject to disciplinary action, up to and
including termination.

History

August 2020
Interim provisions to this policy were put into effect to comply with the Families First Coronavirus Response Act
(FFCRA).

May 2018
Removed same-sex domestic partner language.

April 2018
Updated wording to clarify how full time equivalent (FTE) impacts paid time off accruals.

November 2017
Updated to remove PAS salary plan.

September 2017 Q
Qv

Removes Affidavit of Domestic Partnership.

December 2016 '\\(]/

Revised to add PAS salary plan. \(b
February 2016 ,\q,
This policy replaced the following policies: Q
Professional Staff and 10 JPaid Time Off (PTO) Policy for Professional (PA)

Support and Service Staff not Covered by a Union @ff
g

This policy replaces parts of the following policies: Y
Separation Pay 0) 10.7 - Paid Time Off for Staff in the PB Time Off Plan

« C.la. < Al
. C.lai. Q/ - Ala
« C.L.aiii. Q@ « Alb.
- C.laiv. Q/ < A2.
« C.lawv. QQ * A3.

» C.2.a.ii. * B.1.
e C.2.a.ii.first dot * B.2.
» C.2.a.ii.second dot * B.3.
» C.2.a.ii.third dot * E.2.

* C.2.b.iv.

» C.2.b.iv.first dot

» C.2.b.iv.second dot
* C.2.b.v.

» C.2.c..

» C.2.c.ii.

o C.2.c.iii.

e C.2.d.i.

« C4b.
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« C.4.b.i.
* C.4.biii.

Fact Sheet #2 - Time Off Provisions for Part-Time
Professional Staff

« Al

1. Indiana University approved the merging of administrative (AD), professional (PR), other academic (OA),
and counseling (CN) positions into one functional classification called professional. At the same time, a new paid
time off benefits plan was authorized for this group of employees. Both actions were effective January 1, 1985.

a. Enrollment in the new paid time off plan was optional for persons already employed by IU. Those who
enrolled in the plan are identified as being in the PA Paid Time Off Plan.

b. Enroliment in the PA Paid Time Off plan is required for persons appointed as of January 1, 1985.

2. Employees who were previously called administrative (AD) or professional (PR) and who elected to remain in
the previous time off benefit plan are identified as being in the PB Time Off PlapaThe specific policies on time
off benefits of the PB Time Off Plan are contained in the Paid Time Off for Pwp&y

3. Employees previously called other academic (OA) or counseling (CN) and lected to remain in their previous
fringe benefits plan should contact the Dean of the Faculties Office for,r d policies and procedures. These
positions are identified as being in the PC Time Off Plan. '\

o)
Related Information (l>

Separation Pay for Unused Time Off Accruals OQ
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COVID-19 FAQ

As of December 8, 2020

Page: COVID-19 Related Leaves

This page contains information about COVD-19 related leaves available to IU employees, including

the Families First Coronavirus Response Act (FFCRA), which was signed into law to address the impact of the
COVID-19 pandemic and national emergency. Pursuant to the FFCRA, Indiana University will provide eligible
employees with paid sick leave or emergency family and medical leave for specified reasons related to COVID-
19. Because IU maintained employees’ pay status from March 23, 2020 through June 30, 2020, the leaves
offered through FFCRA will apply at IU from July 1, 2020 through December 31, 2020. Additionally, Keep 1U
Healthy leave (KIH) is available for employees for certain COVID-19 related absenceri/%

If you have additional questions, please contact your HR representative or a askHR@iu.edu or 812-

856-1234 for guidance and clarification. \(b

See below for answers to the most frequently asked questions about COVID-1§1{Qd leaves and the FFCRA.
t

Leave Options Q

I need time off to care for myself due to COVID-19 illn%s;at are my options for leaves?
You may be eligible for the Emergency Paid Sick Efav EPSL) or the Keep IU Healthy leave (KIH).

See the Guide to Using COVID-19 Leaves for'S#aff and Temporary Employees and related EPSL or KIH FAQ for

details. Q
&

Last updated August 14, 2020 E

I need time off to care f Q&er individual due to COVID-19 illness. What are my options for leaves?

You may be eligible @e Emergency Paid Sick Leave (EPSL).

See the Guide to Using COVID-19 Leaves for Staff and Temporary Employees and related EPSL FAQ for
details.

Last updated August 14, 2020
My child(ren)’s school or child care facility is closed or we have chosen online learning, what are my options
for leaves?

You may be eligible for Emergency Paid Sick Leave (EPSL) and/or Emergency Family and Medical Leave Act
(EFMLA).


https://hr.iu.edu/pubs/memos/ffcra-employee-notice.pdf
mailto:askHR@iu.edu
tel:+18128561234
tel:+18128561234
https://hr.iu.edu/relations/coronavirus/epsl-efmla-chart.html
https://hr.iu.edu/relations/coronavirus/faq-i.html#epsl
https://hr.iu.edu/relations/coronavirus/faq-i.html#kih
https://hr.iu.edu/relations/coronavirus/epsl-efmla-chart.html
https://hr.iu.edu/relations/coronavirus/faq-i.html#epsl

See the Guide to Using COVID-19 Leaves for Staff and Temporary Employees and related EPSL or EFMLA FAQ
for details.

Last updated August 14, 2020

About the FFCRA

What is the Families First Coronavirus Response Act (FFCRA)?

The Families First Coronavirus Response Act (FFCRA) is Federal legislation that provides two types of COVID-
19-related leave to employees:

1. Emergency Paid Sick Leave (EPSL) Q‘-l/

2. Emergency Family & Medical Leave Act (EFMLA) \(1/
Please review the Guide to Using COVID-19 Leaves for a side-by-side ¢ 'i\son of the two leaves offered

through the FFCRA. ('l/
Last updated June 30, 2020 Q

How long are these leaves available for use? %
FFCRA leaves are available through December 3@25

Last updated June 26, 2020 @

Can | use FFCRA leaves if | am %»(Q@ed?

Not for the hours furloughﬁ ether paid or unpaid. For example, an employee furloughed 20 hours per
week and working 20 h% r week could use 20 hours of EPSL or EFMLA for the 20 hours per week they
were scheduled to w t not for the 20 hours they are furloughed. An employee who is on a full furlough
cannot use EPSL or EFMLA.

Last updated June 26, 2020

What is the difference between EPSL and EFMLA? How do | know which one applies?

Please review the Guide to Using COVID-19 Leaves for a side-by-side comparison of the two leaves offered
through the FFCRA.

Last updated June 30, 2020


https://hr.iu.edu/relations/coronavirus/epsl-efmla-chart.html
https://hr.iu.edu/relations/coronavirus/faq-i.html#epsl
https://hr.iu.edu/relations/coronavirus/faq-i.html#efmla
https://hr.iu.edu/relations/coronavirus/faq-i.html#epsl
https://hr.iu.edu/relations/coronavirus/faq-i.html#efmla
https://hr.iu.edu/relations/coronavirus/epsl-efmla-chart.html
https://hr.iu.edu/relations/coronavirus/epsl-efmla-chart.html

Is a doctor’s note required for my own COVID-related illnesses?

Documentation indicating you are under quarantine or isolation order, being screened, tested, or are under
the care of a health care provider for COVID-19 may be necessary to qualify for EPSL or KIH.

Last updated August 14, 2020

Emergency Paid Sick Leave Act (EPSL)

Who is eligible for EPSL?

employees) are eligible for this leave. The employee must be scheduled to work unable to work on

All current employees (academic appointees, adjuncts, student academics, staff,;&@dy, and temporary
campus or remotely. \

*In the case of student academic appointees and adjunct instructors, th@ust meet one of the qualifying

reasons below: (1/

e A student academic appointee must have a pre—existinQrmal agreement for specific duties for the
fall 2020 term. Q

e An adjunct instructor must have a pre-existing fgamaleaPpointment for specific duties for the fall 2020
term, and the course(s) have not been cancel%n;% to lack of enrollment.

What are the qualifying reasons to us@ave?

To qualify for EPSL, an employe@@e unable to work on campus or remotely because they are:

Last updated August 14, 2020

Subject to a Federa?a , or local quarantine or isolation order related to COVID-19;

advised by a health\gare provider to self-quarantine related to COVID-19;

experiencing -19 symptoms and seeking a medical diagnosis;

caring for an intffvidual subject to an order described in (a) or subject to self-quarantine as described in

(b);

e. caring for a child whose school or place of care is closed (or online only), or they have chosen online
learning or to keep their child home from a child care facility due to COVID-19 related reasons; or

f. experiencing any other substantially similar condition specified by the Secretary of Health and Human

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

oo oo

Last updated June 26, 2020

My child’s school or daycare is open, but | have chosen an online/at-home learning option or to keep them
home from daycare, is this a qualifying reason for EPSL?



Yes. As long as you have not exhausted your available EPSL balance and are the one providing care for the
child with no other co-parent or guardian available, you would qualify for EPSL in this case. Except in special
circumstances, the child must be 14 years or younger.

Last updated July 17, 2020

How much EPSL time can | receive?

Regardless of the number of qualifying events, employees will receive a total of 80 hours of EPSL, prorated for
part-time and temporary employees, through December 31, 2020.

For example, an employee who uses 80 hours of EPSL in August for childcare will not be eligible for an
additional 80 hours if they have a different qualifying event at a later date (e.g. they&i}@ositive for COVID-
19).

Last updated August 14, 2020 '\\(1/
Can | take my EPSL in less than full day increments or intermittent@

Staff & Temporary Q
For non-child care related usage: For employee king on campus, EPSL must be used in full-day,
consecutive blocks. Employees who are work otely, and who are able to work, may take EPSL

intermittently in full-day increments.

For child care related usage: When %p;oyee uses EPSL because their child’s school or place of care
is closed due to COVID-19 (or th se an online/at home option), the time must be taken in full-
day increments only, but ma% en intermittently (e.g. an employee is off Monday, Wednesday,

and Friday). 2
Academic OQ@

Consistent W@DC guidelines on quarantine and Department of Labor guidance, and in the event the
employee cannot work remotely, EPSL must be taken in full-day, consecutive blocks when the
employee or someone the employee is caring for has COVID-19 or symptoms of COVID-19, or when the
employee or someone the employee is caring for is subject to a COVID-19-related Federal, State, or
local quarantine or isolation order.

Academic appointees using EPSL because their child’s school or place of care is closed (or child care
provider is unavailable) due to COVID-19 can only take EPSL in a consecutive block of time of up to two

workweeks.

Last updated August 14, 2020

How much will | be paid for the EPSL?



Staff & Temporary

Staff and temporary employees will be paid their regular rate of pay for the number of hours on leave,
up to a maximum of 80 hours, prorated for part-time and temporary employees.

Academic
Academic appointees will be paid for up to two weeks of regular pay.

Last updated August 14, 2020

How do | record EPSL on my timesheet?

Q
Qv

For staff and temporary employees: (1/

e Forall non-exempt employees: Only Payroll Processors will be all & enter EPSL codes in Kuali
TIME (employees and supervisors will be expected to put not \c timesheet indicating days taken).
e Exempt employees will enter their own EPSL codes in ePTO.'\ ‘/

See COVID-19 Leave Coding for more details. OQ

Last updated June 26, 2020 %

How will EPSL be reported for academic ap;%r@?

An academic appointee wishing to use @r medical purposes should notify their supervisor and their
designated campus contact, who wi %{votify their campus academic affairs office of the leave. EPSL hours
for academics will be recorded in by the campus academic affairs office. Those using ESPL because their
child’s school or place of care j sed (or child care provider is unavailable) due to COVID-19 should use

the Child Care Leave Request ¥0rAcademic Appointees form.

Last updated August @bo

Will | get paid for the available hours if | don’t use them?

Unused EPSL will not be paid, nor will unused leave hours carry over into 2021.

Last updated June 26, 2020

How do | apply for this leave?

Staff & Temporary


https://hr.iu.edu/relations/coronavirus/related-pay-changes.html
https://iu.co1.qualtrics.com/jfe/form/SV_0HhEBaT82JBjUep

Staff and temporary employees who believe they have a need for this leave should complete one of the
forms below or contact their supervisor or unit HR representative:

o Non-Child Care Leave Request for Staff & Temporary Employees
e Child Care Leave Request for Staff & Temporary Employees

Academic

Academic appointees should use the appropriate form below and notify their campus academic affairs
office or HR representative that they would like to take the EPSL leave. Supporting documentation may be
required.

o Non-Child Care Leave Request for Academic Appointees
o Child Care Leave Request for Academic Appointees

K
NV
Emergency Family and Medical Leave (EFML@OD
Who is eligible for EFMLA? Q

Last updated August 14, 2020

All employees (academic appointees, adjuncts, student aca ics, staff, work-study, and temporary
employees) are eligible if they: %

e Have been employed at Indiana Universi@r at least 30 calendar days in the 2020 calendar year.

e Were scheduled to work and cannot n campus or remotely because their child’s school or place
of care is closed (or child care pro unavailable) for reasons related to COVID-19.

e AND have NOT already exhaus fir FMLA or Paid Family Leave in 2020.

e *Astudent academic appoin st have a pre-existing formal appointment for specific duties for the
fall 2020 term. An adjun uctor must have a pre-existing formal appointment for specific duties
for fall 2020 term, an urse(s) have not been cancelled due to lack of enrollment.

Last updated August 14@9

What are the qualifying reasons for using this leave?

An employee qualifies for EFMLA if they are caring for a child whose school or place of care is closed (or online
only), or they have chosen online learning or to keep their child home from a child care facility due to COVID-
19 related reasons.

Last updated June 26, 2020

Does caring for step-children, grandchildren, etc. count?


https://hr.iu.edu/pubs/forms/ffcra-non-child-care-leave-request-form.pdf?v=1
https://hr.iu.edu/pubs/forms/ffcra-child-care-leave-request-form.pdf?v=2
https://iu.co1.qualtrics.com/jfe/form/SV_8eqt2wWMB2IuoQJ
https://iu.co1.qualtrics.com/jfe/form/SV_0HhEBaT82JBjUep

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. Employees may also be off to care for their
child 18 years or older who has a serious health condition and is incapable of self-care because of a mental or
physical disability.

Last updated June 26, 2020

My child’s school or daycare is open, but | have chosen an online/at-home learning option or to keep them
home from daycare, is this a qualifying reason for EFMLA?

Yes. As long as you have been employed at IU for 30 days, and have not previously exhausted your

FMLA/EFMLA balance for calendar year 2020, and you are the one providing care for t hild with no other
co-parent or guardian available, you would qualify for EFMLA in this case. Except in3Spggial circumstances, the

child must be 14 years or younger. (1/
\‘b\\
NV

EFMLA provides up to 12 weeks of leave for eligible emplo o have a qualifying reason. Note that:

Last updated July 17, 2020

How much EFMLA time can | receive?

e The first two weeks are unpaid. ?

e Leave taken under EFMLA counts towar staff or temporary employee’s allotment of 12 weeks
available to them under regular FML @onally, any regular FMLA staff or temporary employee
used previously in calendar year 2 ny Paid Family Leave an academic appointee previously took
in calendar year 2020 will redu%‘%ank of EFMLA time available.

Last updated August 14, 2020 2%

How much time am | e%Qfor if | am a temporary employee, student academic appointee, or an adjunct

instructor? %

Staff & Temporary
For staff and temporary employees, supervisors will follow guidance provided by IU HR.
Academic

For academic appointees, follow guidance provided by your campus academic affairs offices to
determine eligible hours based on scheduled/expected work or average hours.

For student academic appointees and adjunct instructors, in general, the weeks taken will be
compared to the normal pay for those scheduled weeks. Unless specifically authorized otherwise,
academic employees must take EFMLA in weekly blocks of time.



Last updated August 14, 2020

Can | take my EFMLA in less than full day increments?
Staff & Temporary

For staff and temporary employees, EFMLA must be taken in full-day increments.
Academic

Academic appointees must take EFMLA in full week increments.

Last updated August 14, 2020 ‘.19
Can | take my EFMLA intermittently, or must it be taken consecutively? '\\(1/

Employers are not required to permit intermittent EFMLA. Indiana Ur{nié/&' will permit intermittent leave as

listed below. '\

Staff & Temporary Q

For staff and temporary employees, EFMLA ma taken intermittently in full-day increments (e.g., an
employee is off Monday, Wednesday, and Fri

Academic @Q

For academic appointees, EFML @ be taken in full-week increments. Although Indiana University is
not required to extend intermi leave, non-consecutive days of leave can be considered on a case-
by-case basis, depending Q mstance and nature of work.

Last updated August 14, 20

How much will | be @for the EFMLA?
Staff & Temporary

The first two weeks of EFMLA are unpaid. However, staff and temporary employees have the following options
for the first two weeks:

e Those who have not used their two weeks of allotted EPSL time may use that time to cover the first
two weeks of EFMLA.
e Staff employees may also choose to supplement with their own accrued time off. If an employee
chooses to do so, it must be used in the following prioritized order:
1. Compensatory time
2. Vacation (VFL)/PTO (PFL)
3. Holiday



4. Income Protection/PTO Sick

For the following 10 weeks, staff employees will be required to first use their accrued time off (which
will count toward their FMLA) in the above prioritized order.

Should staff and temporary employees have less than a full day’s worth of accrued time off, they are
entitled to receive pay at 2/3 their regular rate—up to $200 per day and $10,000 in the aggregate—
over a 10-week period.

Academic

For academic appointees, after two weeks covered by EPSL (at regular pay), payments will be at the
rate of 2/3 the regular rate, with a further cap of up to $200 per day or $10,000 in the aggregate.

Last updated August 14, 2020 Q‘-l/

How do | record EFMLA on my timesheet? (b\

Staff & Temporary '\‘-l/

e Non-exempt employees: Only Payroll Process ill be allowed to enter EFMLA codes in Kuali
TIME (employees and supervisors will be ex d to put notes in the timesheet indicating days
taken).

e Exempt employees will enter their o A codes in ePTO.

See COVID-19 Leave Coding for Staff@orary Employees for details.

Academic @Q

Academic appointees sho fy their supervisor and their unit HR representative, who will notify
their campus academi irs"office to record the leave in the HRMS system. EFMLA leaves for
academic appointe e recorded in HRMS with newly established leave codes. The campus
academic affairs will guide this process while coordinating with departments on leave eligibility

and approvalg

Last updated August 14, 2020

Will | get paid for the available hours if | don’t use them?
Unused EFMLA will not be paid, nor will unused leave hours carry over into 2021.

Last updated June 26, 2020

If | previously took FMLA time in calendar year 2020, how much EFMLA time will | have available to me?

Staff & Temporary


https://hr.iu.edu/relations/coronavirus/related-pay-changes.html

For staff and temporary employees, any regular FMLA time previously used in calendar year 2020 will
reduce the amount of time available to you under EFMLA. For example, an employee who used four
weeks of FMLA in January 2020 will only be eligible for up to eight weeks of EFMLA.

Academic
For academic appointees, any Paid Family Leave previously used in calendar year 2020 will reduce the
amount of time available to you under EFMLA. For example, an employee who used four weeks of Paid

Family Leave in January 2020 will only be eligible for up to eight weeks of EFMLA.

Last updated August 14, 2020

Is leave time taken under EFMLA included in the overall FMLA or Paid Family Le%]yuts?

Yes, the Department of Labor has specified that EFMLA is included in the re&(rlmLA limit. As specified in
applicable staff and academic policies, hours used for this leave count to verall FMLA (for staff and
temporary employees) or Paid Family Leave (for academic appointeeéLl/ for the 2020 calendar year.

Last updated August 14, 2020 Q '\
O
How do | apply for this leave? %
Staff & Temporary v
Staff and temporary employees wh igve they have a need for this leave should complete the form
below or contact their supervis it HR representative.
e Child Care Leave Req& Staff & Temporary Employees
Academic @

Academic app, ?@s who believe they have a need for this leave should complete the form below or
contact their%pus academic affairs office or unit HR representative.

o Child Care Leave Request for Academic Appointees

Last updated August 14, 2020

Keep IU Healthy Leave (KIH)

What is the Keep IU Healthy leave (KIH)?


https://hr.iu.edu/pubs/forms/ffcra-child-care-leave-request-form.pdf?v=2
https://iu.co1.qualtrics.com/jfe/form/SV_0HhEBaT82JBjUep

In order to help protect the IlU community, the Keep IU Healthy leave (KIH) gives employees time off for any
scheduled work missed during a 14-calendar day period for a qualifying reason.

Last updated August 14, 2020

Who is eligible for KIH?

All employees (academic appointees, adjuncts, student academics, staff, and temporary employees) are
eligible for this leave. In order to qualify, employees must be scheduled to work and be unable to work on
campus or remotely.

Last updated August 14, 2020

What are the qualifying reasons to use this leave? Q‘.l/

To qualify for KIH, employees must be unable to work on campus or remote@se they are:

e Exhibiting symptoms of COVID-19 and seeking a medic 3\ osis, or
e Required to self-isolate because of a positive COVID i@Snosis.

Last updated August 14, 2020 OQ
How much KIH do | receive? ?@

After exhausting all available EPSL, employee @igible for KIH for any scheduled work missed during a 14-
calendar day period because of a qualifyin

Last updated August 14, 2020 %Q

Can KIH be used before EP

Typically, employees @xhaust EPSL prior to using KIH. KIH may be used before EPSL at the determination
of the department. I%n—exempt employee working on campus is sent home before the end of their shift
because of a qualifying reason, they may use KIH to cover any remaining hours for that day. They must then

exhaust all remaining EPSL during any subsequent time off.

Last updated August 14, 2020

Can | take my KIH in less than full day increments or intermittently?
Staff & Temporary

For employees working on campus, KIH must be used in full-day, consecutive blocks. Employees who
are working remotely, and who are able to work, may take KIH intermittently in full-day increments.



Academic

Consistent with CDC guidelines on quarantine and Department of Labor guidance, and in the event the
employee cannot work remotely, KIH must be taken in full-day, consecutive blocks when the employee
or someone the employee is caring for has COVID-19 or symptoms of COVID-19, or when the employee
or someone the employee is caring for is subject to a COVID-19-related Federal, State, or local
guarantine or isolation order.

Last updated August 27, 2020

How much will | be paid for the KIH?

Employees will be paid their regular rate of pay for any scheduled work missed over f@urse of a 14-
calendar day period.

Last updated August 14, 2020 '\\(1/
How do | record KIH on my timesheet? '\‘-l>

e Forall non-exempt employees: Only Payroll Processq, | be allowed to enter the KIH codes in Kuali
TIME (employees and supervisors will be expected t@ notes in the timesheet indicating days taken)

e Exempt employees will enter their own KIH cod€sjr ePTO.

e Academics’ leave time will be entered centra e campus level.

See COVID-19 Leave Coding for Staff & Tem@mplovees for details.

Last updated August 27, 2020 @Q
How do | apply for this Ieave@~

Staff & Temporary Q

Staff and tem ry employees who believe they have a need for this leave should contact their
supervisor or HR representative.

Academic

Academic appointees or their unit head may initiate leave by completing the non-child care related
form.

Last updated August 27, 2020


https://hr.iu.edu/relations/coronavirus/related-pay-changes.html
https://iu.co1.qualtrics.com/jfe/form/SV_8eqt2wWMB2IuoQJ
https://iu.co1.qualtrics.com/jfe/form/SV_8eqt2wWMB2IuoQJ

INDIANA UNIVERSITY E

APPLICATION GUIDE FOR STAFF & TEMPORARY EMPLOYEES

Emergency Paid Sick Leave (EPSL), Keep IU Healthy (KIH) Leave, & Emergency Family
Medical Leave Expansion Act (EFMLA)

HUMAN RESOURCES

EPSL, KIH, and EFMLA can only be taken if an employee is unable to work on campus or remotely for qualifying COVID-19 reasons. Other requirements apply.
Visit the FFCRA page of the HR COVID-19 FAQ at hr.iu.edu/relations/coronavirus.html for additional details.

EPSL KIH EFMLA

Effective Date July 1, 2020 July 1, 2020 July 1, 2020
Expiration Date December 31, 2020 TBD December 31, 2020
TYPE OF LEAVE COVERED
Medical leave for self due to COVID-19 related

Yes Yes No
reasons
Medical leave to care for an individual due to Yes No No
COVID-19 related reasons ~

. | Nl

Leave to care for employee’s child (under 18) V
for child care issues related to COVID-19" ves No ) Yes

KEY PROVISIONS

Amount of leave available 2 weeks (80 hours)? Varies? 12 weeks (480 hours)*

D The first two weeks are unpaid.® After first

A d
‘»\ two weeks, employee uses own accrued

x time off in prioritized order®
Pay amount during leave Full pay Il pay When accrued balances cannot cover a
full-day absence, EFMLA pay is applied at
2/3 regular pay rate and remainder of day
is unpaid’
Can employee use in increments smaller than No? No® No
full-day? S~
Full days
Full days
Working On Campus -
H . > Consecutive only Full days, consecutive or
ow can employees use this leave? rking Remotely ' non-consecutive
r non-consecutive Working Remotely
) — Consecutive or non-
re, ®asons—consecutive or consecutive

on-consecutive

QUALIFICATIONS

Minimum period of employment for eligibifit No minimum period No minimum period 30 calendar days
Part-time and temporary employeesre ? Yes—prorated Yes—prorated Yes—prorated
«
Covered employee groups \) All employees All employees All employees
7~ N

Note: Regular FMLA as provide‘?ml University remains available to eligible individuals for qualifying reasons. For questions regarding regular FMLA,
please contact your HR representative.

I Qualifying child care reasons under FFCRA include school or child care facility closures (or online only options), or if a parent chooses online learning or keeping their child
home from a child care facility due to COVID-19 related reasons. Except in special circumstances, the child must be 14 years or younger.

2 EPSL provides a maximum of 2 weeks (80 hours), prorated for part-time and temporary employee.

3 KIH provides employees pay at their regular rate for any scheduled shifts missed during a 14-calendar day period if they are required to self-isolate or are exhibiting symptoms
of COVID-19. Generally employees must exhaust their EPSL prior to using KIH. If an employee is sent home at the department’s direction due to a COVID-19 related situation,
such as someone they live with is being tested but has not yet received results, they may use KIH prior to EPSL while a decision is made by EHS/MRT as to whether the
employee may be required to self-quarantine or be tested. Depending on the outcome of the EHS/MRT decision, an employee required to self-quarantine or test for COVID-19
will need to use EPSL. Employees otherwise may be able to return to work.

4 Combination of regular FMLA and EFMLA in calendar year 2020 is limited to 12 weeks (480 hours). Part-time and temporary employees will be eligible for a prorated amount
of leave time based on their normal or average schedule.® During the first two weeks of EFMLA, employees may supplement unused EPSL time or choose to use their own
accrued time off (in same prioritized order as below).

6 After the first two weeks, for remaining EFMLA time employees must use their own accrued time off in the following prioritized order: compensatory time, vacation/PTO,
holiday, income protection/ PTO sick leave.

7 The remaining third will be recorded on an employee’s time sheet with AFL (absent no pay — FMLA). Employees who have a balance of accrued time off that is less than a full-
day absence cannot supplement that accrued time off to fill in the remaining third of pay. For the time an employee is paid at 2/3, the amount will be capped at $200 per day
or $10,000 aggregate.

8 EPSL must be taken in full-day increments. If a non-exempt employee is sent home in the middle of a shift due to exhibiting symptoms or because they've received a positive
COVID-19 test, the remaining unworked hours for that day will be charged to KIH.

9 Generally KIH must be used in full-day increments. If a non-exempt employee is sent home in the middle of a shift due to exhibiting symptoms or because they've received a
positive COVID-19 test, the remaining unworked hours for that day will be charged to KIH. This is true even if the employee has not exhausted their EPSL.

IUHR 08/10/2020


https://hr.iu.edu/relations/coronavirus.html

INDIANA UNIVERSITY

GUIDE TO COVID-19 LEAVE CODING
Staff and Temporary Employees
Effective July 1, 2020

HUMAN RESOURCES

The codes below are only to be used for approved COVID-19 related staff and Temporary employee leave requests. All codes are
effective July 1, 2020 through December 31, 2020. For exempt employees, entries are recorded in ePTO by the employee. For non-exempt
employees, entries are recorded in Kuali Time by the unit’s Payroll Processor.

Please see Frequently Asked Questions for additional details about eligibility, payments/limits, and other process questions.

COVID-19 CHILD CARE RELATED LEAVES

Employees are eligible to take two types of child care leaves related to COVID-19. These leaves can be requested by submitting the Child Care
Leave Request Form for Staff & Temporary Employees to IU Human Resources.

As part of the Emergency Paid Sick Leave (EPSL), employees can take up to two weeks of paid leave when they are caring for their child(ren)
whose school or place of care has been closed (or the employee is uncomfortable sending them) and no other suitable person is available to
provide care.

Additionally, the Emergency Family Medical Leave Expansion Act (EFMLA) extends the use of FMLA for employegS with child care needs

resulting from COVID-19.

The codes below are only to be used for approved COVID-19 related staff and Temporary employe
approval process, the [IUHR Case Management team will notify units which specific codes should

ave requests. As part of the
for each employee’s request.

Time Off Reason

Childcare needs
resulting from
COVID-19

Description

EPSL: Used when an employee
is caring for their child(ren) as
a result of school or childcare
issues because of COVID-19
and no other suitable person is
available to provide care.

Use Leave Code

EPSL Codes:

FFC (Staff)

FFD (Temporary)

FFJ (Temporary—F e)

*Paid at regulgg pa e. EPSL is limited to up to 2 weeks (80 hours) of paid
leave in ZOZ%UII-Time Staff and the limit is reduced for Part-Time Staff and

Temporarm yees.

EFMLA: Standard FMLA limits.
Up to 12 weeks (480 hours) for
full-time employees. Reduced
limit for part-time staff and
Temporary employees.

Must be employed at U f
least 30 days to be eligi

%
N4
&

&
K

1 e‘irst two weeks use (employee choice):

paid Time
» AFL (Staff)
» AFH (Temporary)

« *EPSL (if not previously used)
» FFA (Staff)
» FFB (Temporary)
» FFK (Flat Rate)

* Accrued Time Off (Staff)—using FMLA codes and drawing from balances in
this order:
» Comp Time (CFL)
» Vacation (VFL) / FMLA PTO (PFL)
» Holiday (HFL)
» Income Protection/Sick (SFL)

2. For remaining time (in the following order):

* Accrued Time Off (Staff)—using FMLA codes and drawing from balances in
this order:
» Comp Time (CFL)
» Vacation (VFL) / FMLA PTO (PFL)
» Holiday (HFL)
» Income Protection/Sick (SFL)

« EFMLA Pay
2/3 of regular pay (with a daily cap of $200) using EFMLA codes
» FFE (Staff)
» FFG (Temporary)
» FFL (Temporary - Flat Rate)

1/3 remaining time is unpaid
» AFL (Staff)
» AFH (Temporary)
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COVID-19 ILLNESS/QUARANTINE/ISOLATION RELATED LEAVES

As part of the Emergency Paid Sick Leave (EPSL), employees are eligible for up to two weeks of paid leave when an employee is subject to
or caring for an individual with whom they live who is subject to quarantine, isolation, or is experiencing symptoms, or tested positive for
COVID-19. Employees are also eligible for additional paid time-off under the Keeping IU Healthy provisions of the IU Restart plan if they
personally are subject to isolation, are experiencing symptoms, or have tested positive for COVID-19.

m Guide to COVID-19 Leave Coding

These leaves can be requested by submitting the Non-Child Care Leave Request Form for Staff & Temporary Employees to IlU Human
Resources. Generally, EPSL leave is to be used first and KIH leave codes for personal illness/isolation are only to be used once EPSL time has

been exhausted.

Time Off Reason

Caring for self for
COVID-19 reasons

Description

Used when an employee is
subject to quarantine, isolation,
or is experiencing symptoms of

COVID-19 and awaiting diagnosis.

EPSL leave is to be recorded first
and only if additional time-off is
required, KIH leave codes are to
be used.

Use Leave Code

EPSL Codes:
FFS (Staff)
FFT (Temporary)

FFH (Temporary—Flat Rate)

KIH Codes:
FFO (Staff)
FFP (Temporary)

FFQ (Temporary—Flat Rate)

Pay

EPSL:

*Paid at regular pay rate. Limited to up to
2 weeks (80 hours) of paid leave in 2020

for full-time staff. Reduced limit for part-

time staff and temporary employees.

KIH:

Palr pay rate. Limited to lost

er a 14 calendar day period

Caring for others for
COVID-19 reasons

Used when an employee is caring
for an individual who is subject to
quarantine or self-isolation due
to COVID-19.

EPSL Codes:

FFM (Staff)

FFN (Temporary)

FFI (Temporary—Flat R

s

\5L
§Pa|d at regular pay rate. Limited to up to
2 weeks (80 hours) of paid leave in 2020
for full-time staff. Reduced limit for part-
time staff and temporary employees.

*The EPSL limit of 2 weeks (80 hours) is the total available across all types of—child care and illness/quarantine/isolation of self/others.
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INDIANA UNIVERSITY m

FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA)

HUMAN RESOURCES
Notice to Indiana University Employees

Indiana University will provide employees, pursuant to the FFCRA, with Emergency Paid Sick Leave (“EPSL") as well as leave under the
EFMLEA (Emergency Family and Medical Leave Expansion Act — referred to in this notice as “EFMLA” or Emergency Family Medical
Leave) for COVID-specific reasons, as further described below.

The manner in which these leaves are requested and processed will depend on whether you are an academic appointee or Staff/
Temporary employee.

The Department of Labor’s Wage and Hour Division administers and enforces the new law’s paid leav Qements. The FFCRA
provisions will apply at Indiana University from July 1, 2020 through December 31, 2020. (The Uni%’t as already maintained

employees in pay status from March 23, through June 30, 2020.) \(L

STAFF AND TEMPORARY EMPLOYEES \(b
EMERGENCY PAID SICK LEAVE (EPSL)

+  Employees are eligible for two weeks of Emergency Paid Sick Leave (EP3L) at%!eir regular rate. A full-time employee is eligible for
two weeks (80 hours) of Emergency Paid Sick Leave (EPSL); the amou%scprorated for less than full-time employees, including
temporary employees. An employee qualifies for EPSL if the emplo heduled to work and is unable to work (or unable to
telework) due to these qualifying reasons:

1. The employee is unable to work because the employee, @ntined (pursuant to Federal, State, or local government order
or advice of a health care provider).

2. The employee has been advised by a health carder to self-quarantine due to concerns related to COVID-19.
3. The employee is experiencing COVID-19 sym

and seeking a medical diagnosis.
4. The employee is unable to work becaus%na fide need to care for an individual subject to quarantine (pursuant to

Federal, State, or local government or: r,ddvice of a health care provider).

5. The employee needs to care for L% nder 18 years of age) whose school or child care provider is closed or unavailable for
reasons related to COVID-19. Q.

6. The employee is experienc bstantially similar condition as specified by the Secretary of Health and Human Services.
» Although the law does n@ sarily require full pay during EPSL (the law has pay caps), Indiana University will provide full pay.

» EPSL time off must b&fajen in full day increments. For reasons 1 through 4, and 6 related to having or caring for someone with
COVID-19 or having symptoms, or being subject to a quarantine, the time off must also be taken consecutively.

EMERGENCY FAMILY MEDICAL LEAVE (EFMLA)

* Anemployee who has been employed with Indiana University for at least 30 calendar days, who is scheduled to work, and who
is unable to work or telework because they are caring for a child whose school or child care provider is closed, or unavailable for
reasons related to COVID-19, is entitled to take up to twelve weeks of Emergency Family Medical Leave (EFMLA).

o This reason is valid only if no other suitable individual is available to care for the child during the period of the requested
leave.

o The 12 weeks of EFMLA will be reduced by any “regular” FMLA the employee has already used in the 2020 calendar year.
o The time off must be taken in full day increments.

o The first two weeks (usually ten workdays or 80 hours) of this leave are unpaid, though an employee may use EPSL during
this time. Staff employees may opt to use their time off accruals for this initial two-week period.

o For the remaining 10 weeks, as with “regular” FMLA, employees will be required to first use their earned or accrued paid time
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m FFCRA Notice

off in this priority order: compensatory time, vacation/PTO, holiday, income protection/PTO sick leave.

o Should employees have less than a full day’s worth of paid time off, they are entitled to pay at 2/3 their regular rate up to
$200 per day and $10,000 in the aggregate (over the remaining 10-weeks).

o EFMLA time, including EPSL and use of accruals used during EFMLA, count toward an employee’s annual FMLA limit.

TO RECEIVE LEAVE UNDER EPSL OR EFMLA
In the event you are unable to work due to one of the qualifying reasons specified above for EPSL or EFMLA, you must:

1. Notify your supervisor.
2. Complete and submit the FFCRA Request Form.

ADDITIONAL PROVISIONS
+ Paid time provided under the Act does not carry over from one year to the next.

»  Employees are not entitled to reimbursement for unused leave under the Act upon termination, %tion, retirement, or other
separation from employment. {QL

»  Where leave is foreseeable, you should provide notice of leave as soon as practicable. Aft t workday of leave, please
continue to stay in touch with your supervisor. The university will require that you follo Si able notice procedures in order to
continue receiving leave. K

ACADEMIC APPOINTEES r\‘.l/
EMERGENCY PAID SICK LEAVE (EPSL) & EMERGENCY FAMILY ME@AL LEAVE (EFMLA)

The EPSL and EFMLA eligibility criteria for academic appointees are the
employees.

as those identified above for Staff and Temporary

For academic appointees who are eligible for paid sick leave und -49 and paid family leave under either ACA-50 or ACA-51, EPSL
and EFMLA will be addressed through those processes. Q
eave.

» EPSL provides an additional two-week period of pg#

»  EFMLA does not add to the length of time prow an FMLA leave, but does allow for child care under specified conditions
to be a reason for leave. The first two weeksfu ten workdays) of this leave are unpaid; however, during this initial two-week
period, an academic appointee may use other available paid sick time under ACA-49 (or vacation time in the case of

12-month appointees (ACA-46).

For academic appointees who are noj€lj |& for paid sick leave (student academic appointees (AC3s) and adjunct faculty (AC2s))
under ACA-49 or paid family IeaveQ e faculty, post-docs, student academic appointees (AC3s), and adjunct faculty (AC2s)) under

either ACA-50 or ACA-51:
e EPSL provides two W%Qaid sick leave.
» EFMLA provides twelv eks of leave. The first two weeks (usually ten workdays) of this leave are unpaid; however, during this
initial two-week period, an academic appointee may use EPSL.

Important note for appointees in the School of Medicine: The calculation of pay to which you are eligible from Indiana University
under EPSL or EFMLA is based only on salaries paid by Indiana University and not on salaries or other compensation that you may
receive from other sources, including professional practice plans.

ALL EMPLOYEES

Indiana University will make every effort to keep employees apprised of plans and processes for returning to campus, teleworking
arrangements, as well as issues related to EPSL and EMFLA leave. In the meantime, if you are a Staff/Temporary employee, please feel
free to reach out to askhr@iu.edu or 812-856-1234 if you have any questions. If you are an academic appointee, contact your campus
academic affairs office for guidance. Indiana University also has COVID-19-related resources and a Q&A online at coronavirus.iu.edu.

Again, please take care of and monitor your health. We hope that you and your loved ones stay safe and healthy.
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