MCADSV Employee Handbook Policy Section

3.18  Public Health and Safety Leave
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MCADSV understands the importance of the health and safety of our staff and those we serve, as well as our role to prevent and respond to infectious diseases and public safety concerns in the community due to things such as public health issues, tornado, flood, etc. Under certain circumstances, senior management may shift operations to telework due to public health and/or public safety concerns, and/or require staff to follow self-quarantine recommendations made by the Centers for Disease Control and Prevention (CDC) and/or a local county health department, or an emergency response agency.

During required remote/tele-work for public health and safety, MCADSV will offer paid time off in the form of Public Health and Safety Leave (PHSL). When granted PHSL, you will receive your usual salary, MCADSV will continue any applicable benefits through the duration of the leave and for a qualifying activity, and you are not required to use vacation or sick leave.
Eligibility

All MCADSV employees are eligible for Public Health and Safety Leave (PHSL), including all full-time exempt, non-exempt, part-time and temporary employees. As specified below, pay for PHSL shall be used for time that you are unable to work during the public health or safety event. Reasons you may not be able to work remotely, and may be granted PHSL, include internet or cellular disruption; work shortage; care for self, a child, or family member due to managing the illness directly related to the public health alert (includes diagnosis and doctor’s ordered quarantine); loss of regular care services for a child or family member due to the public health and safety even; loss of residence due to the public safety event; and/or stay at home order issued by federal, state, or public health officials.

Illness, doctor’s appointments and other such activities not related to the event, or choosing not to work, are not covered by PHSL and employees will use vacation or sick leave.

You are required to notify your supervisor, through MCADSV’s timekeeping system, of your request for use of PHSL. 	

If you are able to work but choose not to work during a public health and safety event, you are required to follow the vacation policy.

Examples of Public Health and Safety Leave
	Don’t have enough work to fill an entire work day
	PHS Leave

	Choose to not work 
	Vacation

	Illness and activities to resolve illness related to the public health emergency for you, your family, or a person to whom you provide care-taking 
	PHS Leave

	Non-related to public health emergency illness or medical appointments for you, your family, or a person you provide care-taking activities
	Sick Leave




Telecommuting/ Work from Home 

MCADSV considers telecommuting/telework to be a viable alternative work arrangement in cases where individual, job and supervisor characteristics are best suited to such an arrangement.  Telecommuting is a work alternative that may be appropriate for some employees and some jobs.  It is not an entitlement; it is not an organization-wide benefit; and it in no way changes the terms and conditions of employment with MCADSV.

All telecommuting arrangements will be made on a case-by-case basis, according to the business needs of MCADSV and the personal circumstances of the employee.   The appropriateness of any telecommuting arrangement will include, but not be limited to, a review of employee suitability, job responsibilities, equipment needs and work space design considerations, scheduling issues, tax and other legal implications for the business use of the employee’s home based on IRS and state restrictions and employee performance. 
 
You must abide by the terms and conditions of this policy. You are responsible for establishing work practices that make the telecommuting/work arrangement transparent to individuals outside of MCADSV (i.e., ensures that individuals are not inconvenienced in their dealing with you or MCADSV).

MCADSV will determine, with information supplied by the you and your supervisor, the appropriate equipment needs for each telecommuting arrangement on a case-by-case basis.  Equipment supplied by MCADSV will be maintained by MCADSV.  Equipment supplied by MCADSV is to be used for business purposes only.  The telecommuter agrees to take appropriate action to protect items from theft.  Upon termination of employment or the telecommuting arrangement all MCADSV property will be returned to MCADSV, unless other arrangements have been made.  The use of personal equipment is at the employee’s risk and MCADSV does not assume any responsibility for maintenance and repair.

Consistent with MCADSV’s expectations of information asset security for employees working at the office, you will be expected to ensure the protection of proprietary MCADSV and customer information accessible from your home office.  Steps include, but are not limited to, use of locked file cabinets, regular password maintenance, and any other steps appropriate for the job and the environment.

You will establish an appropriate work environment within your home for work purposes.  The work/phone environment is to be free of disturbances and background noise.  MCADSV will not be responsible for costs associated with initial setup of the employee’s home office such as remodeling, furniture or lighting, nor for repairs or modifications to the home office space.

Injuries sustained by you while at your home-work location and in conjunction with your regular work duties are normally covered by MCADSV’s Worker’s Compensation policy.  You are responsible for notifying your supervisor of such injuries in accordance with MCADSV’s Worker’s Compensation procedures.  To ensure that safe working conditions exist, MCADSV will retain the right to make on-site inspections at mutually agreed upon times.   You are liable for any injuries sustained by visitors to your work site.

You and your supervisor will agree on the number of days of telecommuting allowed each week, the work schedule you will customarily maintain, and the manner and frequency of communication.  You will agree to be accessible by phone or other means within a reasonable time period during the agreed upon work schedule. You may be asked to complete a detailed work plan and/or talk with your supervisor on a more regular basis than if you were in the office.

Telecommuting employees who work from home for more than two days per week are expected to work their normal hours during an office closure.  For example, if an office location is closed due to a weather-related emergency, you will be expected to work whether or not that was your scheduled day to work from the location of MCADSV. See addition information under the Public Health and Safety Leave policy.
Telecommuting is not a substitute for dependent care.  Although your schedule may be modified to accommodate dependent care, the focus of the arrangement must remain on job performance. If you have anyone requiring care in your home, there must be a caretaker other than you in the home.  You may not be the sole caretaker when working from home.  If this situation occurs, you are expected to use your leave as appropriate.

Employees entering into a telecommuting agreement may be required to forfeit use of a personal office or workstation in favor of a shared arrangement to maximize organization office space needs.

The availability of telecommuting/work as a flexible work arrangement for employees of MCADSV can be discontinued at any time at the discretion of the employer.  Effort will be made to provide 30 days of notice of such a change to accommodate commuting, dependent care, and other problems that may arise from such a change.  There may be instances, however, where no notice is possible.

Confidentiality

Employees must uphold confidentiality and identify conflicts of interest as they would in the office environment. Care must be given to protecting information from others that may be in the residence or chosen place of remote work.

Nonessential Travel

In support of the health and safety of our staff, members and the community, MCADSV encourages you to follow recommendations made by local, state or federal authorities to restrict discretionary/non-essential travel. Therefore, you are required to use vacation time if you choose to travel out of the region of your residence, or the MCADSV office, for discretionary/non-essential travel during MCADSV’s public health and safety office closure. Additionally, you also may be required to observe a self-quarantine period starting the day you return to the county of your residence, even if MCADSV staff have returned to work in the office. If MCADSV returns to the office while you are still within a travel-quarantine period or area, you may request leave as made available through the Families First Corona Response (FFCRA), also known as Expanded Family Medical Leave (EFMLA) or Emergency Paid Sick Leave. FFCRA and Emergency Paid Sick Leave are federal leave requirements and expire December 31, 2020. 

Self-Quarantine

While at work before an MCADSV work from home directive, you should consider, and/or may be required to, conduct regular self-wellness checks and leave work immediately if you are symptomatic of the illness the community is working to contain. (Refer to the Standard Operating Procedure on work and illness for more information about helping to maintain a healthy work environment.) 

During a public health crisis, staff who have traveled to high-risk areas (prior to any official recommendation as discussed in this policy) or may have been exposed to someone who has tested positive for a communicable disease that the CDC or local health department is working to control, you may be asked to self-quarantine for an amount of time recommended by the CDC/local health department prior to returning to the office. You may use PHSL during a required self-quarantine related to the current public health illness/event.

Sick and/or Vacation Use During Public Health and Safety Leave Period

MCADSV will not require employees to use sick or vacation leave for illnesses activities outlined in the eligibility section of this policy. You will use sick time for any illness that is not related to the public health emergency or for any previously scheduled medical appointments. This leave policy will also be coordinated and run concurrently with any time off due to worker’s compensation related absences. Employees who are taking public health and safety leave will continue to accrue vacation and/or sick leave.

Policy Updates

MCADSV reserves the right to change or cancel this policy at any time.

