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The Faculty Lounge Summary

Special Human Resource Edition: COVID, Sick Time, Emergency FMLA,
FMLA, Childcare Resources

Back to school Advice

e Daily school check list and virtual check list created by Drs. Sanghavi, Albin, and Kahn.
e Provided here at the link
> Daily School Check List and Virtual Learning Checklist

Items to discuss with your leadership & your clinic groups: Tips from the field

e Proactively discuss if there are options for remote working if called out for childcare
issues (are there tasks that can be handed off to a remote person (in-basket coverage, e-
consults, telehealth, quality improvement data collection, educational curricula/lecture
development)

e Consider clinic buddies (a backup person to last minute cover you on a day they normally
are not in clinic)

e Build in flexibility in all schedules to fit patients in a distributed fashion into multiple
schedules

e Education of patients for option to convert to telehealth if in person not possible

e Create a central clinic contact (potentially on-call) for last minute option to cover patients
to or to reschedule

We Care: Childcare Resource Finder

e A UTSW initiative aimed at helping those seeking to find childcare services and also
provide an opportunity to those who want to assist in providing their own time for
childcare services.

e |f you are need of services or would like to assist by providing services please click here
» We Care: Childcare Resource Finder
» Child Care Resources Toolkit

Bright Horizons

e Full-time benefit-eligible employees can use the program eight times per fiscal year
(September—August).
e Part-time benefit-eligible employees can use the program four times per fiscal year.

Back-up Care Costs


https://utswmed.org/medblog/back-to-school-2020-covid19/?fbclid=IwAR3uCyR7FzEY0ZSb2DVmqiwD9035zQ5Ihi7F_weQ5pbZ2kPk_2m2mT90Pls
https://forms.office.com/FormsPro/Pages/ResponsePage.aspx?id=lYZBnaxxMUy1ssGWyOw8il2eazImPktCnXFaahtUe3xUMDBZQlNITjFBRUs5UzZXMFlPODM0OVpGRC4u
https://www.utsouthwestern.edu/covid-19/assets/child-care-toolkit.pdf
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Center-based care for one child: $20/day

“Family care” center-based care (2—3 children): $35/day; counts as only one use for the
employee.

In-home care (up to 3 people per caregiver, 4-hour minimum and 10-hour maximum per
day. Counts as one benefit use.): $7 per hour

Bright Horizons Account L ogin

Username “UTSWcare” and password “UTSW123#”. You will have the option to
change your username and password after your initial log in.

You can register by phone at 1-877-BH-CARES (1-877-242-2737). Benefits consultants
are available 24/7.

App available at play store or apple store: Back-Up Care

Other Childcare Services available

Trusting Connections — The $120 enrollment fee is waived and gives you access to
emergency in-home nanny care at $24/hr (covers agency fees, taxes, payroll) through 9/22/2020.
> Trusting Connections Registration
> Password: UTSMC2020

College Nannies and tutors- Registration
Has an app to find people last minute

steve.rangel@collegenannies.com - Keller - we’re still offering enrollment fee waivers
and a discounts to our hourly rate

cmaguire@collegenannies.com - Park Cities and Richardson: We are waiving the On
Call Sitter enrollment fee of $149 for a while longer. If a family needs a nanny we are
discounting those placement fees as well. The sitter service a family can book a sitter on
our app when they need coverage. A nanny is the same person placed with a family for a
set schedule and we require a minimum of 15 hours a week.

asinha@collegenannies.com - Frisco/west Plano/Allen/McKinney: We are still absolutely
honoring the Sitter enroliment fee waiver for frontline workers.


https://backup.brighthorizons.com/Account/Login
https://trustingconnections.com/corporate-registration-uts/
https://www.collegenanniesandtutors.com/
https://trustingconnections.com/corporate-registration-uts/
https://www.collegenanniesandtutors.com/
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e emily.rogers@collegenannies.com - Northwest Dallas/Southlake: we would be happy to
waive your employees membership fees. Our membership fee is $250 but we will waive
for frontline workers.

YMCA

e Inresponse to the COVID-19 related school closures and the urgency for essential
workers to report to work, there is a critical need for safe child care options across the
country. The YMCA will be providing emergency child care services.

» YMCA Childcare Registration

Willow Montessori Academy

e Special discount for UTSW Employees: waived registration fee ($150)
> https://www.willowmontessoriacademy.com

Mommies in Need

e Is now accepting applications for their “Virtual Community” a program focused on
serving preschool aged children (ages 3-6) that will help alleviate the burden of childcare
on families where a parent is ill, disabled, or in the hospital.

» Mommies in Need Registration

Tutoring Employee Discounts

e Multiple options to choose from found here at:
> Tutoring Discounts
> Must access from the intranet (VPN)

Tutoring Discount: Varsity Tutors

* Tutoring hours can be shared among students in your
family

* Can have up to 5 students from a learning pod on 1

tutoring session ) Va rs I ty
* Can have more than 1 topic covered in a 1.5 hour session Tu to rS

*  Younger students (K-5) have 1 hour sessions instead of

1.5 hour sessions at a slightly lower price

Visit the link below:

* There are other options for group learning tutoring _
Varsity Tutors

*  UTSWMC code discount will get you 25% off tutoring
packages


https://www.ymca.net/emergency-child-care-services#:~:text=In%20response%2C%20the%20Y%E2%80%94one,essential%20employees%20and%20first%20responders
https://www.willowmontessoriacademy.com/
https://www.mommiwsinneed.org/apply
https://www.utsouthwestern.net/intranet/hr/benefits/discounts
https://www.varsitytutors.com/
https://www.varsitytutors.com/
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The Families First Coronavirus
Response Act (FFCRA)

The Families First Coronavirus Response Act (FFCRA), which has provided Emergency Paid Sick Leave (EPSA) and Emer-
gency Family Medical Leave (EFMLA) for COVID-related reasons since it was signed into law April 1, will expire Dec. 31.
UT Southwestern’s policy EMP-262 under the FFCRA will also expire on Dec. 31. Leave Administration, in the Office of Hu-
man Resources, is approving eligible employees for EPSL and EFMLA only through December 31, 2020. If you need to
take leave for COVID-related reasons in 2021, please contact Leave Administration at

leaveadministration@utsouthwestern.edu or call 214-648-9840.

Emergency Paid Sick Leave (EPSL)

* Up to 10 days paid leave when an
employee is unable to work (or
telework) for specific reasons
related to COVID-19

* All employees are eligible from
first day of employment if they
meet a qualifying reason

*  Must be taken in a continuous
block of time, not intermittent

* There is a pay component included

Expanded Family & Medical Leave
(EFMLA)

* Expands qualifying reasons for
FMLA to include care of a child
whose school/place of care is
closed or child care provider is
unavailable for reasons related to
COVID-19

30 days tenure required for
eligibility, rather than 12 months

Intermittent use allowed

* There is a pay component included

with EFMLA
Click here for more information

with EPSL
Click here for more information L

For more detailed information please visit:

Emergency Paid Sick Leave (EPSL)

For more detailed information please visit:

Expanded Family & Medical Leave

EFMLA

UTSW Policies for Emergency Paid Sick Leave and Emergency
Family and Medical Leave (COVID-19)

. Please click the red tag for the PDF policy



http://swlxwsprd5.swmed.edu/intranet/hr/benefits/time-away/emergency-paid-sick-leave/
http://swlxwsprd5.swmed.edu/intranet/hr/benefits/time-away/emergency-family-medical-leave-act/
http://swlxwsprd5.swmed.edu/intranet/hr/benefits/time-away/emergency-family-medical-leave-act/

UT SOUTHWESTERN
POLICY HANDBOOK

EMP-262 EMERGENCY PAID SICK LEAVE AND EMERGENCY FAMILY AND
MEDICAL LEAVE (COVID-19)

CHAPTER 9: EMPLOYEES
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PoLicy RATIONALE AND TEXT

Itis the policy of UT Southwestern Medical Center that it must comply with the Families First Coronavirus Response Act (FFCRA),
and accordingly will provide eligible employees who are unable to work or telework with emergency leave for certain
enumerated reasons related to COVID-19.

Employees taking leave under this policy are entitled to job restoration and continuation of benefits in the manner described in
EMP-256 Family and Medical Leave.

All leave approved under this policy will terminate no later than December 31, 2020. Leave approved under this policy may not
be carried over after that date. Any unused leave under this policy will not be paid out to employees upon separation of
employment or to an employee’s estate upon death.

Emergency Paid Sick Leave (EPSL)

Eligible UT Southwestern employees who are unable to work or telework due to certain COVID-19 related reasons may take two
workweeks (up to a maximum of 80 hours for full-time employees) of EPSL in accordance with this policy. EPSL is in addition to
the leave or other benefits available to employees under any other federal, state, or local law or existing UT Southwestern
policies.

EPSL may be taken for the following reasons:

1. The employee is under a government order to quarantine or the employee is self-quarantined at the recommendation
of a health care provider.

2. The employee is experiencing symptoms and seeking medical diagnosis or treatment for COVID-19 (or any other
substantially similar condition that may be designated by the Secretary of Health and Human Services).
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3. The employee is needed to care for an individual who is under a government order to quarantine or an individual who
is self-quarantined at the recommendation of their health care provider.

4. The employee must care for a son or daughter because, due to COVID-19, the son’s or daughter’s elementary or
secondary school or place of child care has been closed or their regular child care provider is unavailable and the
employee is the only suitable person providing the child care.

Employees using EPSL for reasons 1 and 2 above will receive their regular rate of pay for normally scheduled hours for two
workweeks up to a maximum of $511 per day and $5,110 total paid leave.

Employees using EPSL for reasons 3 and 4 above will receive 2/3 of their regular rate of pay for normally scheduled hours for
two workweeks up to a maximum of $200 per day and $2,000 total paid leave.

EPSL may not be used intermittently. It must be used in a continuous block of time for up to two workweeks (a maximum of 80
hours) (e.g., the entire time the employee is under an order to quarantine or the son or daughter’s school remains closed due
to COVID-19).

Emergency Family and Medical Leave (EFMLA)

All full and part time UT Southwestern employees who have been employed by UT Southwestern for at least 30 days may take
up to 12 workweeks of EFMLA when: 1) an emergency related to COVID-19 has been declared by a federal, state, or local
authority; and 2) the employee is unable to work or telework because the employee must care for a son or daughter because
due to COVID-19, the child’s school/daycare has been closed or their regular child care provider is unavailable.

The first two workweeks (up to a maximum of 80 hours) of EFMLA is unpaid. Employees must use available, applicable paid
leave accruals (including EPSL if appropriate) to receive pay during this period. After the first two workweeks, employees using
EFMLA will receive 2/3 of their regular rate of pay for normally scheduled hours, up to a maximum of $200 a day and $10,000
total.

EFMLA may be used intermittently, only if approved by Leave Administration. If intermittent EFMLA is approved, employees are
responsible for completing the Intermittent Leave Tracking Form and submitting it to Leave Administration each month.

Limits on EFMLA

The EFMLA temporarily expands eligibility and provides an additional qualifying reason (child care) for employees to take FMLA
leave; however, it does not entitle the employee to a combined 24 workweeks of FMLA. In all cases, employees are limited to
12 total combined workweeks of FMLA (26 workweeks for certain military qualifying reasons) in any 12-month period.
UT Southwestern calculates the employee’s leave year as the 12-month period following the first date the employee uses FMLA.
For example, an employee who has already taken 3 weeks of regular FMLA leave will be able to take up to 9 weeks of EFMLA
during their current 12-month leave year. An employee who has already used their full 12-week FMLA leave entitlement will
not be able to use EFMLA until their current 12-month leave year ends (through December 31, 2020). In all cases, employees
may take no more than 12 workweeks of EFMLA between April 1, 2020, and December 31, 2020. If both parents are
UT Southwestern employees, they may not take EFMLA to care for a son or daughter at the same time. Employees may take
EFMLA only when there is no other suitable person caring for their son or daughter. See EMP-256 Family and Medical Leave and
EMP-256P-01 Managing Family and Medical Leave.

EPSL and EFMLA for Part-time, Temporary, and PRN Staff
Part-time, temporary, and PRN (per diem) staff who are employed by UT Southwestern are eligible for EPSL and EFMLA under
this policy, regardless of UT Southwestern benefits eligibility.
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Part-time employees are eligible for EPSL and EFMLA on a pro-rated basis commensurate with their appointment. For example,
an employee appointed at 50% FTE may take up to the equivalent of 5 days or 40 hours of EPSL and up to the equivalent of 6
weeks or 240 hours of EFMLA.

For temporary and PRN staff who work variable hours, the amount of EPSL and EFMLA will be calculated as follows:

e For employees who have worked for UT Southwestern for at least 6 months, the employee will be eligible to take pro-
rated EPSL and EFMLA, based on the average number of hours the employee was scheduled per day over the prior 6-
month period. For example, a temporary employee who worked on average 20 hours per week during the prior 6
months will be eligible to take EPSL and EFMLA up to the equivalent of 5 days or 40 hours of EPSL and 6 weeks or 240
hours of EFMLA.

e  For employees who have worked for UT Southwestern for less than 6 months, the employee will be eligible to take
pro-rated EPSL and EFMLA, based on a reasonable expectation of the average number of hours per day that the
employee would normally be scheduled to work. For example, an employee hired as a PRN generally expected to work
two 10 hour shifts per week will be eligible to take EPSL and EFMLA up to the equivalent of two weeks at 20 hours per
week of EPSL and up to 6 weeks or 240 hours of EFMLA.

Employees May Use Other Paid Leave Accruals Concurrently with EPSL and EFMLA

Employees receiving a reduced rate of pay on EPSL or EFMLA may elect to use paid leave accruals concurrently, in accordance
with UT Southwestern policies. For example, an employee using EPSL or EFMLA to care for a child during a school closure who
is receiving 2/3 their regular rate of pay may also use paid vacation or floating holiday leave concurrently. However, the
employee could not use sick leave for child care reasons because that is not permitted by state law and UT Southwestern policy.
See EMP-253 Sick Leave. Employees on EPSL or EFMLA who are receiving full pay may not use other paid leave accruals

concurrently.

Retaliation Prohibited

Employees requesting and taking leave under this policy are entitled to do so without interference, discrimination, or retaliation.
Employees may submit complaints alleging violation of this section to the Assistant Vice President for Employee Relations in
accordance with the procedure outlined in EMP-256P-01 Managing Family and Medical Leave.

Notice to Employees
UT Southwestern will provide notice to employees via email and by posting this policy in the electronic Handbook of Institutional
Policies and Operating Procedures available at: utsouthwestern.policytech.com. UT Southwestern will also post the

recommended employee notice from the U.S. Department of Labor.

SCOPE

This policy applies to all full and part-time UT Southwestern employees, excluding those positions requiring student status as a
condition of employment. This policy and any leave approved hereunder will terminate no later than December 31, 2020.

PROCEDURES

Emergency Paid Sick Leave (EPSL)
1. Assoon as practicable after an employee becomes aware of the need for leave, the employee should submit a request to
use EPSL using the request form available from Leave Administration. (See Emergency Paid Sick Leave (EPSL) Request

Form.)

2. EPSL requests should be accompanied by appropriate supporting documentation (e.g., quarantine order, health care
provider letter, notice of school or child care closure). In lieu of documentation, employees may submit a written statement
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detailing the reason for the leave and expected duration. For example, a request for EPSL to care for a quarantined
individual should include the name of the individual and their relationship to the employee, the name of the governmental
entity that issued the quarantine order, and the duration of the order. EPSL requests without sufficient supporting
information may be delayed or denied.

3. Timekeepers must record all EPSL used in Kronos using the appropriate time code and also any paid leave accruals being
used concurrently.

Emergency Family and Medical Leave (EFMLA)

1. Employees requesting EFMLA must fully complete and submit the EFMLA Request Form and send it directly to Leave
Administration via fax at 214-648-9819 or via email to leaveadministration@utsouthwestern.edu. (See Emergency Family
and Medical Leave Expansion Act (EFMLA) Request Form.)

2. EFMLA requests should be accompanied by supporting documentation (e.g., notice of school closure) or by an employee’s
written statement that includes the name and age of the son or daughter needing care, the name of the school, place of
care, or regular child care provider, and a certification that no other suitable person will be caring for the child.

3. Requests for EFMLA should be completed as soon as practicable after the employee becomes aware of the need for leave.
Failure to timely submit completed requests for EFMLA may result in delay or denial.

4. Leave Administration will determine whether the employee is eligible for EFMLA and provide all required notices.

5. Leave Administration will notify the employee and the manager if EFMLA has been approved or denied and if approved,
the duration.

6. If the employee is approved for EFMLA on an intermittent basis, the employee must complete the Intermittent Leave
Tracking Form and submit it to Leave Administration for any month in which intermittent EFMLA is taken.

7. Employees, managers, and timekeepers are responsible for accurately tracking all EFMLA taken in Kronos and for applying
appropriate paid leave accruals for the first two workweeks of leave, and thereafter if the employee has elected to use
other paid leave accruals concurrently.

DEFINITIONS

Any terms used in this policy but not expressly defined herein shall have the meaning set forth in EMP-256 Family and Medical

Leave, EMP-256P-01 Managing Family and Medical Leave, or in the FMLA’s implementing regulations, 29 CFR Part 825.

A “son or daughter” for purposes of EPSL and EFMLA under this policy means a biological, adopted, or foster child, a stepchild,
a legal ward, or a child of a person standing in loco parentis who is either under 18 years of age or is 18 years of age or older
and incapable of self-care because of a mental or physical disability.

An “individual” for purposes of EPSL means an employee’s immediate family member, someone who regularly resides in the
employee's home, or someone who has a relationship to the employee that creates an expectation the employee would provide
care during a period of quarantine or self-quarantine. An “individual” must genuinely need the employee’s care and providing

that care renders the employee unable to work or telework.

Employees may take two workweeks of EPSL and the first two workweeks of EFMLA are unpaid. “Workweek” means the
employee’s regular work schedule in a given week. For example, a full-time employee who regularly works 40 hours per week
Monday through Friday can take two workweeks (up to 80 hours maximum) of EPSL. An employee who regularly works three
12-hour shifts per week can take two workweeks (for a total of 72 hours) of EPSL.
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RELATED STATUTES, POLICIES, OR STANDARDS

EMP-251 Work Attendance and Leave Usage

EMP-252 Vacation Leave

EMP-253 Sick Leave

EMP-254 Catastrophic Sick Leave

EMP-256 Family and Medical Leave

EMP-256P-01 Managing Family and Medical Leave

EMP-257 State Parental Leave

EMP-259 Military Leave (Paid)

EMP-267 Attendance in Emergencies or Inclement Weather

EMP-268 Return to Work

FORMS, TOOLS, ONLINE PROCESSES

Emergency Family and Medical Leave Expansion Act (EFMLA) Request Form

Emergency Paid Sick Leave (EPSL) Request Form

CONTACTS/FOR FURTHER INFORMATION

Office of Human Resources Leave Administration 214-648-9840 or leaveadministration@utsouthwestern.edu

PoLicy HISTORY

April 8, 2020: Made additional revisions based on recent guidance from the Department of Labor (DOL).

April 2, 2020: Revised policy based on the Department of Labor (DOL) temporary rule; added the meaning of “son or daughter”
to the Definitions section; added to the “Limits to the EFMLA” that “If both parents are UT Southwestern employees, they may

not take EFMLA at the same time;” and clarified that employees must use available, applicable paid leave accruals (including

EPSL if appropriate) to receive pay during the first 10 working days (or equivalent 80 hours) of unpaid EFMLA leave.

April 1, 2020: Developed new policy, published as EMP-262 Emergency Paid Sick Leave and Emergency Family and Medical Leave

(CoVID-19).
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S192771
File Attachment

S192771
Text Box
The Families First Coronavirus Response Act (FFCRA), which has provided Emergency Paid Sick Leave (EPSA) and Emergency Family Medical Leave (EFMLA) for COVID-related reasons since it was signed into law April 1, will expire Dec. 31. UT Southwestern’s policy EMP-262 under the FFCRA will also expire on Dec. 31. Leave Administration, in the Office of Human Resources, is approving eligible employees for EPSL and EFMLA only through December 31, 2020. If you need to take leave for COVID-related reasons in 2021, please contact Leave Administration at leaveadministration@utsouthwestern.edu or call 214-648-9840.
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The Families First Coronavirus Response
Act (FFCRA) Scenarios/FAQ

1. School closes because of COVID but your child was not in a
quarantined classroom (ie, not exposed but school closed because of
COVID). What leave options are there for me to care for my child while
they can't go to school?

Answer: If the employee is unable to telework, they can apply for
EFMLA. They can also apply for EPSL for pay during the first 2
workweeks of EFMLA.

2. Callier currently (8/10/2020) has a travel restriction policy due to
COVID that if any member of the household travels out of state, that
the child has to be quarantined for 14 days before coming back to
Callier. Since this is a COVID related reason that the child cannot go to
daycare/school, what type of leave can be used?

Answer: The employee should request to use vacation leave.

3. If | take 3 days of EPSL and then get quarantined again a month later,
do I still have 7 days of EPSL available or do I need to use sick leave?

Answer: The employee can apply for EPSL as a 2" request. It is important
to note that there may or may not be 7 days remaining available after 3 days
of usage. Eligible employees are entitled to receive up to 2 workweeks of
EPSL, but not necessarily 10 days. It always depends on the total amount of
days that 2 workweeks equate to for each employee. (Examples: Employee
works five 8-hour days weekly would have a total of 10 days for 2
workweeks; employee that works four 10-hour days weekly would have a
total of 8 days for 2 workweeks; employee works three 12-hour days weekly
would have a total of 6 days for 2 workweeks & etc.)
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4. When should I apply for leave (ie, if I'm out more than 3 days then |
should apply for EFMLA if COVID related and then FMLA)?

Answer: EFMLA is only for leave related to childcare when the school or
daycare is closed due to COVID. If the employee is out for greater than 3
days due to an illness, they should apply for FMLA as soon as they realize
they will be incapacitated for more than 3 days. If the illness is COVID
related, they should apply for EPSL in addition to the FMLA.

5. How do I start intake paperwork?
Answer: The links to the request forms for each are provided below:
FMLA

EMFELA

EPSL
For any additional information or questions please feel free to contact:
Leave Administration:

Ph# (214)-648-9840 or email leaveadministration@utsouthwestern.edu



https://www.utsouthwestern.net/intranet/hr/doclib/fmla-request-form.pdf
https://www.utsouthwestern.net/intranet/hr/benefits/time-away/emergency-family-medical-leave-act/efmla-request-form.pdf
https://forms.office.com/Pages/ResponsePage.aspx?id=lYZBnaxxMUy1ssGWyOw8il2eazImPktCnXFaahtUe3xUNVRVTEowODk2RFFTVzkwODk1TU1PTzE1UC4u
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