
COVID-19 Emergency Leave
UNIVERSITY O F H O U S TO N

IN F O R M A T IO N  A N D  G U ID A N C E



CAN THE EMPLOYEE WORK FROM HOME?
Yes. the employee can work from home.

Em p lo ye e  w o rks  fro m  h o m e  (h o u rly e m p lo ye e s  w ill c o n t in u e  to  p u n c h  in  a n d  o u t )

No , the  e m p lo ye e  c a nno t w o rk fro m  ho m e .
Effe c t ive  Ma rc h  18 , 20 20  t h ro u g h  Ap ril  30 , 20 20 : 

Un ive rs ity o f Ho u s to n  e m e rg e n c y le a ve  is  a va ila b le  fo r th e  fo llo w in g  re a s o n s  (u p d a te  fo r Ap ril 20 20  o n ly th is  le a ve  

h a s  b e e n  e xp a n d e d  to  ALL e m p lo ye e s ):

• th e  e m p lo ye e s  jo b  d o e s  n o t  a llo w  fo r w o rkin g  a t  h o m e

• th e  e m p lo ye e  is  s u b je c t  to  a  fe d e ra l, s ta te , o r lo c a l q u a ra n t in e  o r is o la t io n  o rd e r re la te d  to  COVID- 19 ; 

• th e  e m p lo ye e  h a s  b e e n  a d vis e d  b y a  h e a lth  c a re  p ro vid e r to  s e lf- q u a ra n t in e  b e c a u s e  o f COVID- 19 ; 

• th e  e m p lo ye e  is  e xp e rie n c in g  s ym p to m s  o f COVID- 19  a n d  is  s e e kin g  a  m e d ic a l d ia g n o s is ; 

• th e  e m p lo ye e  is  c a rin g  fo r a n  in d ivid u a l s u b je c t  o r a d vis e d  to  q u a ra n t in e  o r s e lf- is o la te ; 

• th e  e m p lo ye e  is  c a rin g  fo r a  s o n  o r d a u g h te r w h o s e  s c h o o l o r p la c e  o f c a re  is  c lo s e d , o r c h ild  c a re  p ro vid e r is  

u n a va ila b le , d u e  to  COVID- 19  p re c a u t io n s ; o r 

• th e  e m p lo ye e  is  e xp e rie n c in g  s u b s ta n t ia lly s im ila r c o n d it io n s  a s  s p e c ifie d  b y th e  Se c re ta ry o f He a lth  a n d

Hu m a n  Se rvic e s , in  c o n s u lta t io n  w ith  th e  Se c re ta rie s  o f La b o r a n d  Tre a s u ry



No, the  e m p lo ye e  c a nno t w o rk fro m  ho m e  (c o n t.)

Effe c t ive  Ap ril  1, 20 20  t h ro u g h  De c e m b e r  31, 20 20

Op t io n  1- e m p lo ye e  m a y b e  e n t it le d  to  fe d e ra l Em e rg e n c y Pa id  Sic k Le a ve  Ac t  (EPSLA) p ro vid in g  10  d a ys  (8 0  h o u rs ) 

Em p lo ye e  w o u ld  b e  p a id  a  m a xim u m  o f $ 511/ p e r d a y ($ 6 3.8 75/ h r) c a p p e d  a t  $ 5,110  in  to ta l w h e n  u s e d  fo r th e  

fo llo w in g  re a s o n s :

• th e  e m p lo ye e  is  s u b je c t  to  a  fe d e ra l, s ta te , o r lo c a l q u a ra n t in e  o r is o la t io n  o rd e r re la te d  to  COVID- 19 ; 

• th e  e m p lo ye e  h a s  b e e n  a d vis e d  b y a  h e a lth  c a re  p ro vid e r to  s e lf- q u a ra n t in e  b e c a u s e  o f COVID- 19 ; o r

• th e  e m p lo ye e  is  e xp e rie n c in g  s ym p to m s  o f COVID- 19  a n d  is  s e e kin g  a  m e d ic a l d ia g n o s is  

Em p lo ye e  w o u ld  b e  p a id  2/ 3 th e  e m p lo ye e s  ra te  u p  to  a  m a xim u m  o f $ 20 0 / p e r d a y ($ 25/ h r)c a p p e d  a t  $ 2,0 0 0  in  to ta l 

w h e n  u s e d  fo r th e  fo llo w in g  re a s o n s :

• th e  e m p lo ye e  is  c a rin g  fo r a n  in d ivid u a l s u b je c t  o r a d vis e d  to  q u a ra n t in e  o r s e lf- is o la te ; 

• th e  e m p lo ye e  is  c a rin g  fo r a  s o n  o r d a u g h te r w h o s e  s c h o o l o r p la c e  o f c a re  is  c lo s e d , o r c h ild  c a re  p ro vid e r 

is  u n a va ila b le , d u e  to  COVID- 19  p re c a u t io n s ;

• th e  e m p lo ye e  is  e xp e rie n c in g  s u b s ta n t ia lly s im ila r c o n d it io n s  a s  s p e c ifie d  b y th e  Se c re ta ry o f He a lth  a n d

Hu m a n  Se rvic e s , in  c o n s u lta t io n  w ith  th e  Se c re ta rie s  o f La b o r a n d  Tre a s u ry



No, the  e m p lo ye e  c a nno t w o rk fro m  ho m e  (c o n t.)

Effe c t ive  Ap ril  1, 20 20  t h ro u g h  De c e m b e r  31, 20 20

Op t io n  2 - e m p lo ye e  m a y b e  e n t it le d  to  fe d e ra l Em e rg e n c y Fa m ily a n d  Me d ic a l Le a ve  Exp a n s io n  Ac t  (EFMLEA) fo r th e  

fo llo w in g  re a s o n s : 

￭ th e  e m p lo ye e  is  c a rin g  fo r a  s o n  o r d a u g h te r w h o s e  s c h o o l o r p la c e  o f c a re  is  c lo s e d , o r c h ild  c a re  p ro vid e r is  

u n a va ila b le , d u e  to  COVID- 19  p re c a u t io n s

￭ e xp a n d s  FMLA le a ve  to  p ro vid e  12 w e e ks  (6 0  d a ys ) fo r th e  a b o ve  re a s o n  o n ly

￭ th e  firs t  2 w e e ks  (10  d a ys ) a re  u n p a id , EPSLA o r s ic k t im e  m a y b e  u s e d  to  c o ve r th is  p e rio d  b u t  m a y n o t  b e  

re q u ire d  to  u s e

￭ th e  re m a in in g  10  w e e ks  (50  d a ys ) w ill a ll b e  p a id  a t  2/ 3 th e  e m p lo ye e s  ra te  u p  to  a  m a xim u m  o f

￭ $ 20 0 / p e r d a y ($ 25/ h r) c a p p e d  a t  $ 10 ,0 0 0  in  to ta l. An  e m p lo ye e  m a kin g  a p p ro xim a te ly $ 37.31/ h o u r w o u ld  

m a ke  th e  m a xim u m  a llo w a b le  ($ 37.31 * 6 7% = $ 25)

￭ e m p lo ye e s  m u s t  b e  e m p lo ye d  fo r a t  le a s t  30  c a le n d a r d a ys  to  q u a lify fo r th e  EFMLEA

*Fo r Ap ril 20 20  o n ly, th e  s ta te  e m e rg e n c y le a ve  w ill b e  u s e d  to  ke e p  a n  e m p lo ye e  w h o le  if th e  fe d e ra l le a ve  d ro p s  a n  

e m p lo ye e  b e lo w  th e ir re g u la r h o u rly ra te . 



EMERGENCY LEAVE EARNINGS CODES



EMPLOYEE LEAVE GUIDANCE
The following is guidance (which is subject to change) related to the types of 
le a ve  th a t  m a y b e  a va ila b le  fo r e m p lo ye e s  b a s e d  o n  th e  re c e n t ly e n a c te d  
Fa m ilie s  Firs t  Co ro n a viru s  Re s p o n s e  Ac t :



Emergency Family and Medical Leave Expansion Act

• Elig ib le  e m p lo ye e s : Em p lo ye e s  w h o  h a ve  b e e n  e m p lo ye d  fo r a t  le a s t  30  c a le n d a r d a ys . Th is  in c lu d e s  a n y e m p lo ye e  o f th e  Un ive rs ity, 

i.e ., s tu d e n t  w o rke rs , te m p o ra ry e m p lo ye e s , p a rt  t im e  e m p lo ye e s , e tc .

• En t it le m e n t : W h e n  a n  e m p lo ye e  is  u n a b le  to  w o rk (o r te le w o rk) d u e  to  a  n e e d  fo r le a ve  to  c a re  fo r th e  s o n  o r d a u g h te r u n d e r 18  ye a rs  

o f a g e  o f s u c h  e m p lo ye e  if th e  s c h o o l o r p la c e  o f c a re  h a s  b e e n  c lo s e d , o r th e  c h ild  c a re  p ro vid e r o f s u c h  s o n  o r d a u g h te r is

u n a va ila b le , d u e  to  COVID- 19 . 

• Du ra t io n  o f Le a ve : Up  to  12 w e e ks . Em p lo ye e  m a y ta ke  th is  le a ve  in te rm it te n t ly. P le a s e  n o te  th a t  th e  e m p lo ye e  is  o n ly e lig ib le  fo r a  

c o m b in e d  12 w e e ks  o f FMLA le a ve  in  a  12 m o n th  p e rio d  w h ic h  in c lu d e s  a n y le a ve  ta ke n  u n d e r th is  Ac t . De p e n d in g  o n  h o w  m u c h  FMLA 

le a ve  h a s  a lre a d y b e e n  ta ke n  b y th e  e m p lo ye e , th e y m a y h a ve  a lre a d y e xh a u s te d  th e ir FMLA le a ve  fo r th e  p e rio d  o r m a y o n ly b e  

e n t it le d  to  a  p o rt io n  o f le a ve  u n d e r th is  Ac t . 

• Pa y Du rin g  Le a ve : Firs t  10  d a ys  a re  u n p a id  b u t  e m p lo ye e  m a y s u b s t itu te  a n d  u s e  a c c ru e d  va c a t io n  le a ve , p e rs o n a l le a ve , o r m e d ic a l o r 

s ic k le a ve  d u rin g  th is  p e rio d . Em p lo ye e  c a n  a ls o  u s e  th e  p a id  s ic k le a ve  u n d e r th e  Em e rg e n c y Pa id  Sic k Le a ve  Ac t  to  c o ve r th e s e firs t  

10  d a ys . Re m a in in g  p e rio d  o f th e  12 w e e ks  is  p a id  a t  2/ 3 re g u la r ra te  o f p a y b u t  is  s u b je c t  to  lim its .

• Effe c t ive  d a t e : Ap ril 1, 20 20  to  De c e m b e r 31, 20 20 .

• Em p lo ye r  n o t ic e  t o  e m p lo ye e s : Em p lo ye rs  m u s t  p o s t  n o t ic e  o f Ac t  re q u ire m e n ts .

• Em p lo ye e  n o t ic e  t o  e m p lo ye r : Em p lo ye e  m u s t  p ro vid e  a s  m u c h  n o t ic e  o f le a ve  a s  is  p ra c t ic a b le  w h e n  th e  n e e d  fo r le a ve  is  

fo re s e e a b le . 

• No  re t a lia t io n : Em p lo ye rs  m a y n o t  ta ke  a c t io n  a g a in s t  a n  e m p lo ye e  fo r ta kin g  le a ve  u n d e r, o r e n g a g in g  in  p ro te c te d  a c t ivity re la te d  to , 

th e  Ac t .

• J o b  re s t o ra t io n : Em p lo ye rs  m u s t  re s to re  e m p lo ye e s  to  th e  s a m e  o r e q u iva le n t  p o s it io n  a fte r th e ir re tu rn  fro m  le a ve .



Emergency Paid Sick Leave Act

• Elig ib le  e m p lo ye e s : Em p lo ye e s  a re  e lig ib le  fro m  th e  firs t  d a y o f e m p lo ym e n t . Th is  in c lu d e s  a n y e m p lo ye e  o f th e  Un ive rs ity, i.e ., s tu d e n t  

w o rke rs , te m p o ra ry e m p lo ye e s , p a rt  t im e  e m p lo ye e s , e tc . Em p lo ye rs  m a y n o t  re q u ire  e m p lo ye e s  to  u s e  o th e r p a id  le a ve  b e fo re  u s in g  th is  le a ve .

• En t it le m e n t : Pa id  le a ve  w h e n  a n  e m p lo ye e  is  u n a b le  to  w o rk (o r te le w o rk) d u e  to  a  n e e d  fo r le a ve  b e c a u s e :

• e m p lo ye e  is  s u b je c t  to  a  fe d e ra l, s ta te , o r lo c a l q u a ra n t in e  o r is o la t io n  o rd e r re la te d  to  COVID- 19 ;

• e m p lo ye e  h a s  b e e n  a d vis e d  b y a  h e a lth  c a re  p ro vid e r to  s e lf- q u a ra n t in e  d u e  to  COVID- 19 ;

• e m p lo ye e  is  e xp e rie n c in g  s ym p to m s  o f COVID- 19  a n d  is  s e e kin g  a  m e d ic a l d ia g n o s is ;

• e m p lo ye e  is  c a rin g  fo r a n  in d ivid u a l w h o  is  s u b je c t  to  a n  o rd e r u n d e r (a ) a b o ve  o r b e in g  a d vis e d  u n d e r (b ) a b o ve ; 

• e m p lo ye e  is  c a rin g  fo r a  s o n  o r d a u g h te r o f s u c h  e m p lo ye e  if th e  s c h o o l o r p la c e  o f c a re  o f th e  s o n  o r d a u g h te r h a s  b e e n  c lo s e d , o r th e  c h ild  

c a re  p ro vid e r o f s u c h  s o n  o r d a u g h te r is  u n a va ila b le  d u e  to  COVID- 19 ; 

• e m p lo ye e  is  e xp e rie n c in g  a n y o th e r s u b s ta n t ia lly s im ila r c o n d it io n  s p e c ifie d  b y th e  Se c re ta ry o f He a lth  a n d  Hu m a n  Se rvic e s  in c o n s u lta t io n  

w ith  th e  Se c re ta ry o f th e  Tre a s u ry a n d  th e  Se c re ta ry o f La b o r.

• Du ra t io n  o f Le a ve : Fo r fu ll- t im e  e m p lo ye e s , 8 0  h o u rs . Fo r p a rt - t im e  e m p lo ye e s , a  n u m b e r o f h o u rs  e q u a l to  th e  n u m b e r o f h o u rs  th e  e m p lo ye e  

w o rks  o n  a ve ra g e  o ve r a  2- w e e k p e rio d . Em p lo ye e  m a y ta ke  th is  le a ve  in te rm it te n t ly if te le w o rkin g  o r c a rin g  fo r a  s o n  o r d a u g h te r a s  n o te d  in  (e ) 

a b o ve .

• Pa y Du rin g  Le a ve : De p e n d s  o n  c irc u m s ta n c e s  fo r th e  le a ve  a n d  is  s u b je c t  to  lim its .

• Effe c t ive  d a t e : Ap ril 1, 20 20  to  De c e m b e r 31, 20 20 .

• Em p lo ye r  n o t ic e  t o  e m p lo ye e s : Em p lo ye rs  m u s t  p o s t  n o t ic e  o f Ac t  re q u ire m e n ts .

• Em p lo ye e  n o t ic e  t o  e m p lo ye r : Em p lo ye e  m a y b e  re q u ire d  to  fo llo w  re a s o n a b le  n o t ic e  p ro c e d u re s  a fte r th e  e m p lo ye e ’s  firs t  w o rkd a y re c e ivin g  

th e  le a ve . 

• No  re t a lia t io n : Em p lo ye rs  m a y n o t  ta ke  a c t io n  a g a in s t  a n  e m p lo ye e  fo r ta kin g  le a ve  u n d e r, o r e n g a g in g  in  p ro te c te d  a c t ivity re la te d  to , th e  Ac t .



EMPLOYEES APPLY FOR LEAVE
The following is guidance o n  h o w  e m p lo ye e s  s h o u ld  a p p ly fo r fe d e ra l 
e m e rg e n c y le a ve  th a t  m a y b e  a va ila b le  fo r e m p lo ye e s  b a s e d  o n  th e  re c e n t ly 
e n a c te d  Fa m ilie s  Firs t  Co ro n a viru s  Re s p o n s e  Ac t :



Emergency Paid Sick Leave Ac t 

• Em p lo ye e  w ill c o m p le te  th e  Fe d e ra l Em e rg e n c y Le a ve s  Ap p lic a t io n  fo u n d  a t  https:/ / uh.e du/ hum an-re source s/ form s/

• Em p lo ye e  w ill s u b m it  a  Ne w  FML c a s e  via  th e  w e b  fo rm  a t  https:/ / uh.e du/ hum an-re source s/ hr-se rvice -ce nte r/ fm l/ and  a ttach the  com ple te d  Fe d e ra l 

Em e rg e n c y Le a ve s  Ap p lic a t io n  

• Be n e fit s  te a m  c o m m u n ic a te s  d e c is io n  to  e m p lo ye e  a n d  m a n a g e r

• Le a ve  c o d e  to  b e  u s e d  w ill b e  in d ic a te d

• Fo r Be n e fit s - Elig ib le  Em p lo ye e s

• Em ploye e s can subm it an appropria te  le ave  re que st through abse nce with corre spond ing  le ave  code  de scrip tion.  Supe rvisor will ne e d  to approve .

• Supe rvisors  can subm it an appropria te  le ave  re que st through abse nce  for the ir e m ploye e  with corre spond ing  le ave  code  de scrip tion.  Autom atically 

approve d  whe n supe rvisor subm its .

• Su p e rvis o r c a n  a ls o  a d d  th e  appropria te  le ave  re que st through TRAM d ire c tly on the  tim e she e t with corre spond ing  le ave  code  de scrip tion

• Fo r No n - Be n e fit - Elig ib le  Em p lo ye e s

• Su p e rvis o r w ill e n te r th e  appropria te  le ave  re que st through TRAM d ire c tly on the  tim e she e t with corre spond ing  le ave  code  de scrip tion

https://uh.edu/human-resources/forms/
https://uh.edu/human-resources/hr-service-center/fml/


Emergency Family and Medical Leave Expansion Act

• Em p lo ye e  w ill c o m p le te  th e  Fe d e ra l Em e rg e n c y Le a ve s  Ap p lic a t io n  fo u n d  a t  https:/ / uh.e du/ hum an-re source s/ form s/

• Em p lo ye e  w ill s u b m it  a  Ne w  FML c a s e  via  th e  w e b  fo rm  a t  https:/ / uh.e du/ hum an-re source s/ hr-se rvice -ce nte r/ fm l/ and  a ttach the  com ple te d  

Fe d e ra l Em e rg e n c y Le a ve s  Ap p lic a t io n  

• Be n e fit s  te a m  c o m m u n ic a te s  d e c is io n  to  e m p lo ye e  a n d  m a n a g e r

• Fo r in te rm it te n t  EFML th e  le a ve  c o d e  to  b e  u s e d  w ill b e  in d ic a te d

• Fo r Be n e fit s - Elig ib le  Em p lo ye e s

• Em ploye e s can subm it an appropria te  le ave  re que st through abse nce with corre spond ing  le ave  code  de scrip tion.  Supe rvisor will ne e d  to 

approve .

• Supe rvisors  can subm it an appropria te  le ave  re que st through abse nce  for the ir e m ploye e  with corre spond ing  le ave  code  de scrip tion.  

Autom atically approve d  whe n supe rvisor subm its .

• Su p e rvis o r c a n  a ls o  a d d  th e  appropria te  le ave  re que st through TRAM d ire c tly on the  tim e she e t with corre spond ing  le ave  code  de scrip tion

• Fo r No n - Be n e fit - Elig ib le  Em p lo ye e s

• Su p e rvis o r w ill e n te r th e  appropria te  le ave  re que st through TRAM d ire c tly on the  tim e she e t with corre spond ing  le ave  code  de scrip tion

• Fo r fu ll EFML th e  Be n e fit s  te a m  e n te rs  th e  t im e  o n  b e h a lf o f th e  e m p lo ye e .

https://uh.edu/human-resources/forms/
https://uh.edu/human-resources/hr-service-center/fml/


THANK YOU!
For questions please contact us
HRSC@uh.edu
hrben@uh.edu

mailto:HRSC@uh.edu
mailto:hrben@uh.edu
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