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COVID-19 IMPACT ACTION PLAN
SAMPLE PAY POLICIES AROUND CORONAVIRUS ILLNESS, QUARANTINE AND OFFICE CLOSURE

CORONAVIRUS SAMPLE PAY POLICY

· In the event of an office closure due to coronavirus, employees in the closed office will be paid for days during the office closure they are normally scheduled to work.
· In the event of an office closure, all employees who have been granted remote access to [COMPANY] systems will be expected to work their normal scheduled hours via remote access.
· Employees who are sick with coronavirus will record their absences against sick time.  
· Employees who are prohibited from reporting to work due to coronavirus quarantine will either record their time as time worked or to sick time, depending on whether or not they work while quarantined.  
· All quarantined employees who have been granted remote access to [COMPANY] systems will be expected to work their normal scheduled hours via remote access.  Employees who work remotely will record their hours worked as usual and record any time not worked to sick time.  
· All quarantined employees who have not been granted remote access to [COMPANY] systems or who are not able to work remotely will record their time to sick time.
· Employees who exhaust 2020 sick time due to coronavirus illness or quarantine will draw against time in their sick time bank.  
· Employees who exhaust their 2020 sick time and sick bank time due to coronavirus illness or quarantine will receive a one-time grant of additional sick time necessary to cover one quarantine period (total of 14 days, including weekends).
	
The health and safety of all <AGENCY NAME> employees is our first priority.  Thank you for your continued thoughtful and practical approach to keeping all of us at <AGENCY NAME> safe and healthy as we continue to deliver the highest level of service to our customers. 
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