COVID-19 TOOLKIT FOR BUSINESSES &
WORKPLACES
The COVID-19 Toolkit for Businesses & Workplaces was created by the Springfield-Greene
County Health Department as a guide to help your business or organization create or
enhance your COVID-19 prevention and response policy. The Health Department will
identify and contact people who test positive for COVID-19 and close contacts to discuss
the proper steps they need to take. However, due to the volume of cases and the process of
disease reporting, these calls can be delayed by several days. Often, friends, family and
employers are aware of a potential exposure before the Health Department. For this reason,
employers can help stop the spread of COVID-19 within their workplaces and the
community by understanding Health Department guidelines in the case of a workplace
exposure. This toolkit includes:
A Prevention & Response Guide for Employers - 2

This guide will cover strategies that employers can implement to prevent the spread of COVID-19 in their workplaces, and step-bystep instructions for what to do when an employee tests positive or is exposed to COVID-19.

Frequently Asked Questions - 6

We have answered the most commonly asked questions that we hear from businesses.

Workplace Symptom Screening Log - 9

A log to ensure that employees are completing a symptom and temperature screening daily.

Close Contact Log - 10

If an employee tests positive for COVID-19, this tool will assist employers in recording and contacting individuals who should
begin self-quarantining. This information will also need to be provided to the Health Department.

Exposure Notification Call & Email Templates - 11

Notifying other employees or customers of a possible exposure can be challenging. These templates can be used to make those
notifications, provide information, and help avoid miscommunication.

Sample Employment Policies for COVID-19 - 13

Employers with workplace/employment policies can use these sample policies related to COVID-19 to communicate their
prevention and response processes and expectations to their staff.

Rights and Responsibilities for Employees and Employers - 14

Along with the sample policies, these pages will be an effective way of communicating the actions you will take as an employer
and the expectations you have of your employees, related to COVID-19.

Families First Coronavirus Response Act Posters - 16

These posters are provided from the Department of Labor for businesses eligible for the Families First Coronavirus Response Act
paid leave program.

"What Do I Do?" Information for Individuals - 20

Employees or customers will likely have questions if they are notified of an exposure, show symptoms, or test positive for
COVID-19. These three graphics will answer a lot of their questions and let them know what their next steps should be.

Individual Temperature & Symptom Log - 23

Individuals who need to quarantine should begin monitoring for symptoms of COVID-19 at home, this log will help them do that.

Printables for Display - 25

We have included a variety of signs that can be displayed in and around workplaces to remind both employees and customers of
the precautions they should take to protect themselves and others.
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PREVENTING THE SPREAD OF COVID-19
IN THE WORKPLACE
Screening & Monitoring
To help protect your employees and the public against the spread of COVID-19,
we suggest that employee screening procedures are implemented to reduce
the spread in your workforce. The following information can act as a guide for
employers who may wish to screen employees each day before work.
Display the attached sign at all employee entrances and in the break room.
It will inform those entering that they must complete a screening before
beginning their work day. It includes a list of common COVID-19 symptoms.
Symptoms could include:
Fever or chills
Cough
Shortness of breath or difficulty breathing
Fatigue
Muscle or body aches
Headache
New loss of taste or smell
Sore throat
Congestion or runny nose
Nausea or vomiting
Diarrhea
If any employee is experiencing any of these symptoms, they should go home and contact
a health care provider to arrange for testing.
If an employee is not experiencing any symptoms, they should use a
contact-less or forehead thermometer to take their temperature and
record it on the attached tracking log.
If they have a temperature that is greater than 100.4 ° F they have a fever and should
go home and immediately contact a health care provider to arrange for a COVID-19
test.
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Prevention Strategies
Many businesses, especially in the service industry, operate in ways that require significant
levels of close contact between employees. These establishments should consider
implementing the following strategies and policies that are recommended by the Center for
Disease Control and Prevention (CDC) and the Springfield-Greene County Health
Department to encourage behaviors that reduce the spread of COVID-19.
a. Create zones and stations in order to maintain six feet of
physical distancing between employees. This may require
that some job tasks and responsibilities change. Any
employee interactions should be limited in order to stay
under fifteen cumulative minutes per shift.

6 feet

b. Consider having multiple entry points for staff to limit
contact from staff in different areas. For instance in a
restaurant, kitchen staff come in through the kitchen and
front of house staff come in the front door.
c. Establish a set schedule with cohorts of staff. Employees
work in the same groups every shift. Any staff who live
together or have significant non-work contact would need
to be in the same cohort.
d. If physical distancing is not possible, contact with individuals who cannot distance
should be avoided. For example, if the kitchen is not large enough to properly distance then
service staff should distance themselves from all kitchen staff to avoid any close contact.
These strategies and policies should be used in conjunction with requiring employees who
are sick to stay home, encouraging proper hand washing and personal hygiene,
maintaining a high standard of cleanliness, regularly disinfecting surfaces, maintaining
physical distancing, etc. It is strongly recommended that businesses where masking is not
mandated still require all staff and customers to use face coverings, especially when
physical distancing is difficult or impossible.
While face coverings are important, they are not a substitute for physical distancing.
Limiting the number of close contacts between employees is a proactive step to help
avoid staffing shortages that could result if that employee contracts COVID-19.
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WHAT TO DO WHEN AN EMPLOYEE TESTS
POSITIVE FOR COVID-19

1
2
3

IF AN EMPLOYEE HAS A POSITIVE DIAGNOSIS, THAT
EMPLOYEE MUST IMMEDIATELY BE SENT HOME AND
BEGIN ISOLATING.

EMPLOYERS SHOULD THEN CREATE A LIST OF
EVERYONE WHO HAD CLOSE CONTACT WITH THE
COVID-19 POSITIVE INDIVIDUAL BEGINNING 48 HOURS
PRIOR TO THE START OF THEIR SYMPTOMS. THIS
INCLUDES BOTH CUSTOMERS AND OTHER EMPLOYEES.

NOTIFY ALL CLOSE CONTACTS THAT THEY HAVE BEEN
EXPOSED AND THAT THEY MAY BEGIN
SELF-QUARANTINING WHILE THEY WAIT FOR A CALL
FROM THE HEALTH DEPARTMENT. BE PREPARED TO
SHARE THIS LIST OF CONTACTS WITH THE HEALTH
DEPARTMENT.

CLOSE CONTACT IS SPENDING 15
CUMULATIVE MINUTES OR MORE
WITHIN 6 FEET OF AN INFECTIOUS
PERSON, REGARDLESS OF IF THEY ARE
WEARING A MASK. CLOSE CONTACT IS
ALSO ANY PHYSICAL CONTACT FOR
ANY LENGTH OF TIME.

SYMPTOMS OF COVID-19
COULD INCLUDE:
FEVER OR CHILLS
COUGH
SHORTNESS OF
BREATH OR
DIFFICULTY
BREATHING
FATIGUE
MUSCLE OR BODY
ACHES
HEADACHE
NEW LOSS OF TASTE
OR SMELL
SORE THROAT
CONGESTION OR
RUNNY NOSE
NAUSEA OR VOMITING
DIARRHEA

ISOLATION IS FOR PEOPLE WHO HAVE TESTED POSITIVE
FOR COVID-19. PEOPLE WHO ARE IN ISOLATION SHOULD
SEPARATE THEMSELVES FROM OTHERS LIVING WITH
THEM BY STAYING IN A SPECIFIC “SICK ROOM” OR AREA
AND USING A SEPARATE BATHROOM IF POSSIBLE. THEY
ARE REQUIRED TO STAY HOME AND AWAY FROM OTHERS
UNTIL THEY ARE CLEARED BY THE HEALTH DEPARTMENT.
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WHAT TO DO WHEN AN EMPLOYEE HAS
BEEN EXPOSED TO COVID-19

1
2
3

ANYONE WHO HAD CLOSE CONTACT WITH A COVID-19 POSITIVE INDIVIDUAL
SHOULD BE SENT HOME TO BEGIN QUARANTINING FOR 10 DAYS, BEGINNING ON
THEIR LAST DATE OF CONTACT TO THAT INDIVIDUAL. IF THEY TEST NEGATIVE
FOR COVID-19 ON DAY 5, THEY CAN BE RELASED FROM QUARANTINE ON DAY 7. IF
AN EMPLOYEE BELIEVES THEY WERE IN CLOSE CONTACT WITH COVID-19
POSITIVE INDIVIDUAL OUTSIDE OF THE WORKPLACE, THEY SHOULD NOT WAIT
FOR THE HEALTH DEPARTMENT TO CONTACT THEM TO START QUARANTINING.

LET EMPLOYEES KNOW THAT THE HEALTH DEPARTMENT WILL BE IN TOUCH TO
DISCUSS ANY DETAILS AND TELL THEM THEY SHOULD BEGIN MONITORING FOR
ANY SYMPTOMS. IF AN INDIVIDUAL WHO IS QUARANTINING BEGINS SHOWING
SYMPTOMS, THEY SHOULD CONTACT THEIR PRIMARY CARE PHYSICIAN OR CALL
(417) 874-1211 FOR TESTING OPTIONS.

ANYONE WHO WORKED WITH THE COVID-19 POSITIVE INDIVIDUAL BUT DID NOT
HAVE CLOSE CONTACT WITH THEM CAN CONTINUE TO WORK, BUT THEY SHOULD
MONITOR FOR SYMPTOMS. IF THEY BEGIN EXPERIENCING ANY SYMPTOMS, THEY
SHOULD SEEK TESTING AND ISOLATE IMMEDIATELY.

CLOSE CONTACT IS SPENDING 15
CUMULATIVE MINUTES OR MORE
WITHIN 6 FEET OF AN INFECTIOUS
PERSON, REGARDLESS OF IF THEY ARE
WEARING A MASK. CLOSE CONTACT IS
ALSO ANY PHYSICAL CONTACT FOR
ANY LENGTH OF TIME.

QUARANTINE IS FOR PEOPLE WHO ARE NOT CURRENTLY
SICK BUT WERE LIKELY EXPOSED TO COVID-19 FROM A
COVID-19 POSITIVE INDIVIDUAL. PEOPLE IN QUARANTINE
MAY OR MAY NOT BE INFECTIOUS. PER CDC
RECOMMENDATIONS, THE EXPOSED INDIVIDUAL WILL BE
INSTRUCTED TO QUARANTINE FOR 10 DAYS FROM THE
LAST DATE OF CLOSE CONTACT WITH A POSITIVE CASE. IF
THEY TEST NEGATIVE ON DAY 5, THEY CAN BE RELEASED
ON DAY 7. THE INDIVIDUAL SHOULD STAY HOME, STAY
AWAY FROM OTHERS AND MONITOR FOR SYMPTOMS
UNTIL CLEARED BY THE HEALTH DEPARTMENT.
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COVID-19 FAQs FOR BUSINESSES
These are questions we frequently receive from businesses and organizations through our COVID-19
call center and the contract tracing process. Much of this information will assist you in preventing the
spread of COVID-19 in your workplace, and help you understand what steps to take if you have an
employee who tests positive for COVID-19 or is exposed to someone who has.

Why do we have to quarantine if we were all wearing masks? While face masks and
coverings are a proven way to slow the spread of COVID-19, they are not a substitute for
physical distancing. Therefore, anyone who has had close contact with an individual who
has tested positive for COVID-19 must still quarantine.
I had all my exposed employees get tested, and they are negative. Can they return to
work? Exposed individuals can be tested for COVID-19 on day 5. If they test negative they
can be released from quarantine on day 7. If they do not get tested they need to quarantine
for 10 days. The incubation period is 14 days, but the chances of developing an illness after
10 days are low based on research done by the CDC. Employers can choose to require a full
14 day quarantine. Individuals who were exposed should still monitor closely for symptoms
until 14 days have passed.
How am I supposed to run my business? We know that these measures are difficult, but
as a community we must do what we can to reduce the spread of COVID-19. There are
many preventative actions you can take in order to avoid significant disruptions to your
operations. These recommendations are location in the "Preventing Spread in the
Workplace" section of the toolkit.
How can I avoid mass quarantines which may result in me having to shut down
my business? Practicing appropriate physical distancing lowers the chance of disruptions
to your operations following a COVID-19 exposure. Once those who had close contact with
the COVID-19 positive individuals have been identified and sent home,
properly sanitize their work spaces. Employees that did not have close contact
should still monitor for symptoms, and if you do not have screening procedures in
place, consider implementing them.
When can employees come back to work? Exposed individuals can be tested for
COVID-19 on day 5. Testing negative immediately after exposure means that the virus is not
yet present in the nose and throat where it replicates and causes symptoms. If they test
negative they can be released from quarantine on day 7. If they do not get tested they need
to quarantine for 10 days

HEALTH.SPRINGFIELDMO.GOV/CORONAVIRUS
Updated 09/11/2020

Our employee who was sick came into close contact with customers/clients, what do
we do? Close contacts do not include infectious people who may walk past you at a place
like the grocery store or gas station. In settings like this, there is no action necessary. If a
customer or client has had close contact to an employee who has tested positive for COVID19, you may wish to notify them. We recommend that you only relay the CDC
recommendations to avoid unintentional misinformation. We have attached an example
phone call script and an email template to assist in making these contacts. We recommend
that you notify those that you can verify had close contact. You may also choose to provide
them with the supplemental materials in this packet that they can review while they wait for
a call from us. If you don’t have names or contact information for those individuals, have the
employee disclose this information to the Health Department.
Is it okay to tell my staff or customers who tested positive? Due to privacy laws, you are
prohibited from sharing the private medical information of your employees without their
prior authorization. Even if you are asked by an employee or customer directly about an
individual, you should neither confirm nor deny whether that individual is positive for
COVID-19.
Can I require proof that the employee is positive or has been exposed? The Health
Department will provide all positive individuals and their close contacts with
documentation outlining isolation or quarantine guidelines. However, it may take several
days for this information to be made available to your employee. If the employee has
completed their isolation or quarantine and has not yet heard from the Health Department,
they may call 874-1211. Please note: the individual, not their employer, must request this
documentation.
Should I require my positive employee to show proof of a negative test before
returning to work? No. The Health Department utilizes the Centers for Disease Control and
Prevention’s (CDC) strategy for releasing an individual who tested positive for COVID19. Individuals who test positive for COVID-19 must isolate for a minimum of 10 days from
when their symptoms started, or if asymptomatic, 10 days from their test date. They may not
be released from isolation until there are cleared by the Health Department. After 10 days
and 24 hours symptom free, the virus is no longer replicating and the individual is not
infectious. However, because tests are not able to differentiate between live and dead virus
cells, people may receive a positive test result for up to 6 weeks after the onset of symptoms
even though they are no longer ill or infectious.
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I was told I was an essential worker/business during the Stay at Home order. Does this
mean that I can continue working even if I was exposed to COVID-19? In the spring, the
Stay at Home ordinances in Springfield and Greene County identified several types of
businesses that were essential and could remain open. However, these businesses do not
necessarily fall under the definition of critical infrastructure which might allow employees
who have been exposed to COVID-19 to continue working under a modified quarantine.
Typically, modified quarantine ONLY applies to first responders and health care workers. If
you are exposed to COVID-19, the Health Department will determine if you are eligible for a
modified quarantine. If you would like a determination, notify the contact tracer who
reaches out to you. PLEASE NOTE: THIS DOES NOT APPLY TO INDIVIDUALS WHO HAVE
TESTED POSITIVE FOR COVID-19. THERE IS NO MODIFIED ISOLATION. ALL WORKERS
WHO TEST POSITIVE MUST ISOLATE.
If I have to isolate or quarantine and working from home is not an option for me, how
will I pay my bills? Full time and part time workers may be eligible for paid sick leave
through the Family First Coronavirus Response Act. The paid sick leave and expanded
family and medical leave provisions of the FFCRA apply to certain public employers, and
private employers with fewer than 500 employees. If their employer has more than 500
employees and is not offering paid sick leave to full time and/or part time employees, then
the employee can apply for Pandemic Unemployment Assistance (PUA). To be eligible for a
PUA claim, individuals must first file a regular unemployment claim and be found not
eligible. However, eligibility for part-time employees for both PUA and regular
unemployment varies. They can begin that process here:
https://uinteract.labor.mo.gov/benefits/home.do, and find more information on PUA here:
https://labor.mo.gov/coronavirus. More information on the FFCRA can be found in the
Toolkit section below under “Families First Coronavirus Response Act Posters.” Both FFCRA
and PUA are set to expire on 12/31/2020.
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Daily Screening Log
Symptom screening is a way to lower the chance of COVID-19 transmission in the workplace. Symptoms for COVID-19
could include: fever and chills, cough, shortness of breath or difficulty breathing, fatigue, muscle or body aches, headache,
new loss of taste or smell, sore throat, congestion or runny nose, nausea or vomiting, or diarrhea. If you have any of these
symptoms or a fever of 100.4° F, isolate at home immediately and contact a health care provider to arrange for testing.

Date

Name

Temperature

Are you experiencing any
COVID-19 symptoms?

Close Contact List
48 hours prior to symptoms or if asymptomatic, 48 hours prior to swabbing. Close Contact – within 6 feet for 15 minutes or more.
Full Name of Contact:

Date of Contact:

Contact phone number:

Nature of Contact (household, coworker, etc.):

TEMPLATES FOR COVID-19 NOTIFICATION
If an employee or customer has had close contact with an individual who has tested positive for COVID19 you should notify them. We recommend that you only relay the CDC recommendations to avoid
unintentional misinformation. In order to assist you in making these notifications, we've included
sample email templates and call scripts to use in these scenarios. Be sure to keep a list of names and
phone numbers for close contacts to provide to the Health Department as well.

Notification of Close Contact
Close contact is spending 15 cumulative minutes or more within 6 feet of an infectious person,
regardless of if they are wearing a mask. Close contact is also any physical contact for any length of
time.

Email Template
Hi [Name],
I am emailing you today to notify you that we recently had an employee test positive for
COVID-19. Due to privacy concerns I am unable to provide any information about the
employee, but we do believe that you/your child may have had close contact with this
employee and were exposed to COVID-19 during their infectious period. According to the
CDC, anyone who has had close contact with an individual who has tested positive with
COVID-19 needs to quarantine at home for 10 days and avoid contact with others. The
health department will be contacting you with more information and to offer testing. If you
test negative on day 5 you will be released from quarantine on day 7. In the meantime, if
you have questions or would like more information you can
visit: https://health.springfieldmo.gov/Coronavirus or call
(417) 874-1211. We are sorry for this inconvenience and hope you stay well.
Sincerely, [Your Business or Name]
Phone Call Script
“Hi [Name], I am calling to let you know that we recently had an employee test positive for
COVID-19. We believe you/your child may have been exposed during the infectious period.
Due to privacy concerns I am unable to give out the identity of the employee. According to
the CDC, anyone who has had close contact with an individual who has tested
positive for COVID-19 needs to quarantine at home for 10 days. The health department will
be contacting you with more information and to answer any questions you may have. You
may also reach the health department’s COVID-19 call center at (417)874-1211 if you have
additional questions.”
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Notification of Exposure
You may also wish to notify individuals who may have been near the individual that has tested positive
for COVID-19, but did not have a close contact with them.

Email Template
Hi [Name],
We are emailing you to inform you that one of our staff has tested positive for
COVID-19. We do not believe that you had close contact with this individual, but you should
monitor for symptoms. Based on guidance from the Center for Disease Control and
Prevention (CDC), there is no need to self-quarantine or isolate unless symptoms develop. If
someone is sick or thinks they may be sick, they need to stay home and call their health care
provider. We all need to practice physical distancing, proper hand hygiene and wear a face
covering whenever possible. Symptoms of COVID-19 include: fever or chills, cough,
shortness of breath or difficulty breathing, fatigue, muscle or body aches, headache, new
loss of taste or smell, sore throat, congestion or runny nose, nausea or vomiting, diarrhea. If
symptoms do develop, seek medical attention. For more information about COVID-19, visit
The Springfield-Greene County Health Department website at
health.springfieldmo.gov/coronavirus.
Sincerely, [Your Business or Name]
Phone Call Script
“Hi [Name], I am calling to let you know that we recently had an employee test positive for
COVID-19. We do not believe that you had close contact with this individual, but you should
monitor for symptoms. Based on guidance from the Center for Disease Control and
Prevention (CDC), there is no need to self-quarantine or isolate unless symptoms develop. If
someone is sick or thinks they may be sick, they need to stay home and call their health care
provider. You may also reach the health department’s COVID-19 call center at (417)8741211 if you have additional questions”
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SAMPLE COVID-19 PREPARATION &
PREVENTION POLICIES
[Our company] is committed to providing a safe and healthy workplace for all our
employees and [customers, clients, guests, patrons, etc.]. To ensure we have a safe and
healthy workplace, we have developed the following COVID-19 Preparedness Policies in
response to the COVID-19 pandemic. All employees are responsible for implementing these
policies. The goal is to mitigate the potential transmission of COVID-19 in our workplace
and community, and that requires full cooperation from our employees. These policies
follow guidance developed by the Centers for Disease Control and Prevention (CDC) and
the Springfield-Greene County Health Department.
a. Employees should familiarize themselves with the common symptoms of
COVID-19 and monitor for those. If any symptoms should develop, employees
should stay home, notify their supervisor, and contact their health care provider to
seek testing. If they do not have a physician, they can call (417) 874-1211 for testing
options.
b. All employees will use the provided equipment to measure their temperature and
record it on the provided log once each day upon entering the building. Anyone
with a temperature greater than 100.4° F should immediately leave the building,
inform their supervisor of their fever, begin quarantining at home, and contact their
health care provider to seek testing.
c. [Our company] requires all employees to stay at least six feet apart whenever
possible, regardless of if masks are being worn. If physical distancing is not possible,
employees should limit the time of the contact and avoid any physical contact.

If an employee is sick or exposed…
a. [Our company] has created a process for informing employees if they have been
exposed to a person with COVID-19 in the workplace that requires them to
quarantine for 14 days since the last exposure. [Insert process you will use to inform
employees]. The Springfield-Greene County Health Department will be in contact
with you as well.
b. If an employee is made aware of an exposure to COVID-19 outside of the
workplace (either by the positive individual or the Health Department), they must
inform their supervisor and immediately begin quarantining at home.
c. [Our company] has implemented leave policies for those unable to work from
home that promotes workers staying at home when they are sick, when household
members are sick, or when required by a health care provider or the Health
Department to isolate or quarantine themselves or a member of their household.
[Insert the company’s leave policy or attach information about FFCRA, if eligible.]
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RIGHTS & RESPONSIBILITIES AS AN
EMPLOYEE
As an employee, you have the right to:

A safe and healthy workplace.
Information your employer has about any exposures you may
have had to COVID-19. This does not include the identity of or
information on individuals who have tested positive, only if you
have been exposed.
Ask your employer to correct potentially harmful working
conditions.
Not be discriminated against for exercising your health and
safety rights.
Paid or unpaid leave to protect the health and safety of others if
you have been exposed to COVID-19, tested positive, or are
showing symptoms.
Not be fired due to your COVID-19 diagnosis or exposure.
As an employee, you have the responsibility to:

Read, understand, and comply with all COVID-19 related policies
& procedures.
Report COVID-19 symptoms, diagnoses, or exposures to your
employers.
Avoid unnecessary risks that could expose yourself and/or
others to COVID-19.
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RIGHTS & RESPONSIBILITIES AS AN
EMPLOYER
As an employer, you have the right to:

Establish policies and procedures related to COVID-19 to protect
the health and safety of your employees and customers, as well
as prevent interruptions to regular operations.
Require employees who have been in close contact with
someone who tested positive, are showing symptoms, or have
tested positive for COVID-19 to stay home.
Require documentation from the Springfield-Greene County
Health Department showing that an employee has been
released from quarantine or isolation.
Implement consequences for employees who engage in
activities that violate local ordinances related to COVID-19.
As an employer, you have the responsibility to:

Maintain a safe and healthy workplace for your employees.
Provide information concerning the potential exposure of
employees to COVID-19 without revealing any private health
information.
Not discriminate against employees who exercise their right to
health and safety.
Provide paid or unpaid leave to those who have been exposed to
COVID-19, show symptoms, or have tested positive.
Not terminate employees because they have been exposed to or
diagnosed with COVID-19.

HEALTH.SPRINGFIELDMO.GOV/CORONAVIRUS

WAGE AND HOUR DIVISION
UNITED STATES DEPARTMENT OF LABOR

FAMILIES FIRST CORONAVIRUS RESPONSE ACT:
EMPLOYEE PAID LEAVE RIGHTS
The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide employees with paid sick leave
or expanded family and medical leave for specified reasons related to COVID-19. The Department of Labor’s (Department) Wage and
Hour Division (WHD) administers and enforces the new law’s paid leave requirements. These provisions will apply from the effective
date through December 31, 2020.
Generally, the Act provides that employees of covered employers are eligible for:

• Two weeks (up to 80 hours) of paid sick leave at the employee’s regular rate of pay where the employee is unable to work

because the employee is quarantined (pursuant to Federal, State, or local government order or advice of a health care provider),
and/or experiencing COVID-19 symptoms and seeking a medical diagnosis; or

• Two weeks (up to 80 hours) of paid sick leave at two-thirds the employee’s regular rate of pay because the employee is

unable to work because of a bona fide need to care for an individual subject to quarantine (pursuant to Federal, State, or local
government order or advice of a health care provider), or to care for a child (under 18 years of age) whose school or child
care provider is closed or unavailable for reasons related to COVID-19, and/or the employee is experiencing a substantially
similar condition as specified by the Secretary of Health and Human Services, in consultation with the Secretaries of the
Treasury and Labor; and

• Up to an additional 10 weeks of paid expanded family and medical leave at two-thirds the employee’s regular rate of pay
where an employee, who has been employed for at least 30 calendar days, is unable to work due to a bona fide need for
leave to care for a child whose school or child care provider is closed or unavailable for reasons related to COVID-19.

Covered Employers: The paid sick leave and expanded family and medical leave provisions of the FFCRA apply to certain public
employers, and private employers with fewer than 500 employees.[1] Most employees of the federal government are covered by Title II of
the Family and Medical Leave Act, which was not amended by this Act, and are therefore not covered by the expanded family and medical
leave provisions of the FFCRA. However, federal employees covered by Title II of the Family and Medical Leave Act are covered by the
paid sick leave provision.
Small businesses with fewer than 50 employees may qualify for exemption from the requirement to provide leave due to school closings or
child care unavailability if the leave requirements would jeopardize the viability of the business as a going concern.
Eligible Employees: All employees of covered employers are eligible for two weeks of paid sick time for specified reasons related to
COVID-19. Employees employed for at least 30 days are eligible for up to an additional 10 weeks of paid family leave to care for a child
under certain circumstances related to COVID-19. [2]
Notice: Where leave is foreseeable, an employee should provide notice of leave to the employer as is practicable. After the first
workday of paid sick time, an employer may require employees to follow reasonable notice procedures in order to continue receiving
paid sick time.
►

Qualifying Reasons for Leave

Under the FFCRA, an employee qualifies for paid sick time if the employee is unable to work (or unable to telework) due to a need for
leave because the employee:
1. is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;
2. has been advised by a health care provider to self-quarantine related to COVID-19;
3. is experiencing COVID-19 symptoms and is seeking a medical diagnosis;
4. is caring for an individual subject to an order described in (1) or self-quarantine as described in (2);
5. is caring for a child whose school or place of care is closed (or child care provider is unavailable) for reasons related to
COVID-19; or
6. is experiencing any other substantially-similar condition specified by the Secretary of Health and Human
Services, in consultation with the Secretaries of Labor and Treasury.
Under the FFCRA, an employee qualifies for expanded family leave if the employee is caring for a child whose school or place of care
is closed (or child care provider is unavailable) for reasons related to COVID-19.
[1] Certain provisions may not apply to certain employers with fewer than 50 employees. See Department FFCRA regulations (expected April 2020).
[2] Under the Act, special rules apply for Health Care Providers and Emergency Responders.
united states department of labor | wage and hour division
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►

DURATION OF LEAVE

For reasons (1)-(4) and (6): A full-time employee is eligible for 80 hours of leave, and a part-time employee is eligible for the number of
hours of leave that the employee works on average over a two-week period.
For reason (5): A full-time employee is eligible for up to 12 weeks of leave (two weeks of paid sick leave followed by up to 10 weeks of
paid expanded family & medical leave) at 40 hours a week, and a part-time employee is eligible for leave for the number of hours that
the employee is normally scheduled to work over that period.
►

CALCULATION OF PAY [3]

For leave reasons (1), (2), or (3): employees taking leave are entitled to pay at either their regular rate or the applicable minimum
wage, whichever is higher, up to $511 per day and $5,110 in the aggregate (over a 2-week period).
For leave reasons (4) or (6): employees taking leave are entitled to pay at 2/3 their regular rate or 2/3 the applicable minimum wage,
whichever is higher, up to $200 per day and $2,000 in the aggregate (over a 2-week period).
For leave reason (5): employees taking leave are entitled to pay at 2/3 their regular rate or 2/3 the applicable minimum wage, whichever
is higher, up to $200 per day and $12,000 in the aggregate (over a 12-week period). [4]
►

RESOURCES

For additional information or to file a complaint:
1-866-487-9243 | TTY: 1-877-889-5627
dol.gov/agencies/whd

[3] Paid sick time provided under this Act does not carryover from one year to the next. Employees are not entitled to reimbursement for unused leave upon termination,
resignation, retirement, or other separation from employment.
[4] An employee may elect to substitute any accrued vacation leave, personal leave, or medical or sick leave for the first two weeks of partial paid leave under this section.
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WAGE AND HOUR DIVISION
UNITED STATES DEPARTMENT OF LABOR

FAMILIES FIRST CORONAVIRUS RESPONSE ACT:
EMPLOYER PAID LEAVE REQUIREMENTS
The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide their employees with paid sick
leave or expanded family and medical leave for specified reasons related to COVID-19. [1] The Department of Labor’s (Department)
Wage and Hour Division (WHD) administers and enforces the new law’s paid leave requirements. These provisions will apply from the
effective date through December 31, 2020.
Generally, the Act provides that covered employers must provide to all employees: [2]
• Two weeks (up to 80 hours) of paid sick leave at the employee’s regular rate of pay where the employee is unable to work
because the employee is quarantined (pursuant to Federal, State, or local government order or advice of a health care
provider), and/or experiencing COVID-19 symptoms and seeking a medical diagnosis; or
• Two weeks (up to 80 hours) of paid sick leave at two-thirds the employee’s regular rate of pay because the employee is unable to
work because of a bona fide need to care for an individual subject to quarantine (pursuant to Federal, State, or local government
order or advice of a health care provider), or care for a child (under 18 years of age) whose school or child care provider is closed
or unavailable for reasons related to COVID-19, and/or the employee is experiencing a substantially similar condition as specified
by the Secretary of Health and Human Services, in consultation with the Secretaries of the Treasury and Labor.
A covered employer must provide to employees that it has employed for at least 30 days: [3]
• Up to an additional 10 weeks of paid expanded family and medical leave at two-thirds the employee’s regular rate of pay
where an employee is unable to work due to a bona fide need for leave to care for a child whose school or child care provider
is closed or unavailable for reasons related to COVID-19.
Covered Employers: The paid sick leave and expanded family and medical leave provisions of the FFCRA apply to certain public
employers, and private employers with fewer than 500 employees. [4] Most employees of the federal government are covered by Title II of
the Family and Medical Leave Act, which was not amended by this Act, and are therefore not covered by the expanded family and medical
leave provisions of the FFCRA. However, federal employees covered by Title II of the Family and Medical Leave Act are covered by the
paid sick leave provision.
Small businesses with fewer than 50 employees may qualify for exemption from the requirement to provide leave due to school closings
or child care unavailability if the leave requirements would jeopardize the viability of the business as a going concern.
►

Qualifying Reasons for Leave

Under the FFCRA, an employee qualifies for paid sick time if the employee is unable to work (or unable to telework) due to a need for
leave because the employee:
1. is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;
2. has been advised by a health care provider to self-quarantine related to COVID-19;
3. is experiencing COVID-19 symptoms and is seeking a medical diagnosis;
4. is caring for an individual subject to an order described in (1) or self-quarantine as described in (2);
5. is caring for a child whose school or place of care is closed (or child care provider is unavailable) for reasons
related to COVID-19; or
6. is experiencing any other substantially-similar condition specified by the Secretary of Health and Human Services, in
consultation with the Secretaries of Labor and Treasury.
Under the FFCRA, an employee qualifies for expanded family leave if the employee is caring for a child whose school or place of care
is closed (or child care provider is unavailable) for reasons related to COVID-19.

[1] Wage and Hour Division does not administer this aspect of the law, but notes that every dollar of required paid leave (plus the cost of the employer’s health
insurance premiums during leave) will be 100% covered by a dollar-for-dollar refundable tax credit available to the employer. For more information, please see the
Department of the Treasury’s website.
[2] Employers of Health Care Providers or Emergency Responders may elect to exclude such employees from eligibility for the leave provided under the Act.
[3] Employers of Health Care Providers or Emergency Responders may elect to exclude such employees from eligibility for the leave provided under the Act.
[4] Certain provisions may not apply to certain employers with fewer than 50 employees. See Department FFCRA regulations (expected April 2020).
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►

Duration of Leave

For reasons (1)-(4) and (6): A full-time employee is eligible for up to 80 hours of leave, and a part-time employee is eligible for the
number of hours of leave that the employee works on average over a two-week period.
For reason (5): A full-time employee is eligible for up to 12 weeks of leave at 40 hours a week, and a part-time employee is eligible for
leave for the number of hours that the employee is normally scheduled to work over that period.
►

Calculation of Pay

[5]

For leave reasons (1), (2), or (3): employees taking leave shall be paid at either their regular rate or the applicable minimum wage,
whichever is higher, up to $511 per day and $5,110 in the aggregate (over a 2-week period).
For leave reasons (4) or (6): employees taking leave shall be paid at 2/3 their regular rate or 2/3 the applicable minimum wage,
whichever is higher, up to $200 per day and $2,000 in the aggregate (over a 2-week period).
For leave reason (5): employees taking leave shall be paid at 2/3 their regular rate or 2/3 the applicable minimum wage, whichever is
higher, up to $200 per day and $12,000 in the aggregate (over a 12-week period—two weeks of paid sick leave followed by up to 10
weeks of paid expanded family and medical leave). [6]
Tax Credits: Covered employers qualify for dollar-for-dollar reimbursement through tax credits for all qualifying wages paid under the
FFCRA. Qualifying wages are those paid to an employee who takes leave under the Act for a qualifying reason, up to the appropriate
per diem and aggregate payment caps. Applicable tax credits also extend to amounts paid or incurred to maintain health insurance
coverage. For more information, please see the Department of the Treasury’s website.
Employer Notice: Each covered employer must post in a conspicuous place on its premises a notice of FFCRA requirements. [7]
Prohibitions: Employers may not discharge, discipline, or otherwise discriminate against any employee who takes paid sick leave
under the FFCRA and files a complaint or institutes a proceeding under or related to the FFCRA.
Penalties and Enforcement: Employers in violation of the first two weeks’ paid sick time or unlawful termination provisions of the
FFCRA will be subject to the penalties and enforcement described in Sections 16 and 17 of the Fair Labor Standards Act. 29 U.S.C.
216; 217. Employers in violation of the provisions providing for up to an additional 10 weeks of paid leave to care for a child whose
school or place of care is closed (or child care provider is unavailable) are subject to the enforcement provisions of the Family and
Medical Leave Act. The Department will observe a temporary period of non-enforcement for the first 30 days after the Act takes effect,
so long as the employer has acted reasonably and in good faith to comply with the Act. For purposes of this non-enforcement position,
“good faith” exists when violations are remedied and the employee is made whole as soon as practicable by the employer, the
violations were not willful, and the Department receives a written commitment from the employer to comply with the Act in the future.
►

RESOURCES

For additional information or to file a complaint:
1-866-487-9243 | TTY: 1-877-889-5627

dol.gov/agencies/whd

[5] Paid sick time provided under this Act does not carry over from one year to the next. Employees are not entitled to reimbursement for unused leave upon termination,
resignation, retirement, or other separation from employment.
[6] An employee may elect to substitute any accrued vacation leave, personal leave, or medical or sick leave for the first two weeks of partial paid leave under this section.
[7] The Department will issue a model notice no later than March 25, 2020.
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How to Use Your 14-Day Log

Two times a day (morning and night), write down your temperature and any COVID-19
symptoms you may have: fever, cough, trouble breathing, chills, muscle pain, sore
throat, or new loss of taste or smell.. Do this every day for 14 days.

1.

Fill in the dates on the log, starting with Day 0 and ending with Day 14. Day 0 is the
day you were last exposed to COVID-19.

2.

Start recording your temperature and symptoms, beginning with today’s date.

3.

Your health monitoring is complete 14 days after you were last exposed to COVID-19.

DAY

DAY
0
DAY
1
DAY
2
DAY
3
DAY
4
DAY
5

DATE

June 1, 2020

June 2, 2020

June 3, 2020

June 4, 2020

June 5, 2020

June 6, 2020

SYMPTOMS

TEMP

Day 0 is the day you were last exposed to COVID-19.
No Symptoms

97.4 F

No Symptoms

98.6 F

No Symptoms

96.9 F

No Symptoms

98.6 F

No Symptoms

98.0 F

No Symptoms

98.6 F

No Symptoms

97.3 F

No Symptoms

98.6 F

No Symptoms

96.5 F

No Symptoms

98.6 F

Tell them your symptoms and that you were recently exposed to COVID-19.

CS317203A
May 22, 2020 11 AM

Your 14-Day Log for Temperature and Symptoms
Write your symptoms and temperature in the space below every day for 14 days.
DAY

DATE

DAY 0

SYMPTOMS

TEMP

Day 0 is the day you were last exposed to COVID-19.

DAY 1
DAY 2
DAY 3
DAY 4
DAY 5
DAY 6
DAY 7
DAY 8
DAY 9
DAY 10
DAY 11
DAY 12
DAY 13
DAY 14

CS317203A
May 22, 2020 11 AM

If you get sick: • Stay home. Avoid contact with others. • You might have COVID-19;
most people are able to recover at home without medical care. • If you have trouble
breathing or are worried about your symptoms, call or text a health care provider.
Tell them about your recent exposure and your symptoms • Call ahead before you
go to a doctor’s office or emergency room.

www.cdc.gov/coronavirus
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