H1N1 LEAVE - REPORTING PROCEDURES

October 28, 2009
In an effort to make contingency plans for a widespread outbreak of influenza A (H1N1), the Laboratory established a temporary leave policy on May 5th, 2009 (revised October 2009).  Use this link to view the policy http://wdrs.fnal.gov/policies/policy/sickleaveH1N1.html.  The policy states that employees experiencing flu symptoms should stay home.  It makes temporary changes to sick and vacation policy due to H1N1.  The purpose of this communication is to provide information on how H1N1-related leave should be reported by employees using the Fermi Time and Labor system (FTL), and by employees who are currently using paper timesheets.    
The policy allows employees to draw/borrow against future sick or vacation leave under certain circumstances.  It is very important that any time advanced by the Lab is properly recorded.

Two new absence codes have been established in FTL:  “H1N1Sick Salaried” & “H1N1Vacation Salaried”.  These absence codes are used only in certain situations according to the policy and if an employee does not have leave time available.   The codes are for reporting advanced sick or vacation time in FTL only.  Employees reporting using paper timesheets should not use either of these codes. 
If an employee has the H1N1 flu

If an employee has enough sick time they should report it as regular (not H1N1) sick time whether reporting in FTL or on a paper timesheet.    

If an employee has the flu and does not have a sick time balance or runs out of their available balance during the illness, the Lab will allow an advance of up to 18 days of sick time.  The employee must:
1. Notify the medical department and their supervisor
2. Complete the electronic agreement which states that he or she will repay the Lab if they voluntarily resign 

3. Return with a doctor’s certification that they had the flu 
To report the use of advance sick leave under the policy:

· Electronic timecard – Report the advanced hours using the “H1N1Sick Salaried” absence code in FTL.                               
· Paper timesheet – Report time as sick time and indicate the reason for the time off as “H1N1 flu” in the comments section of the timesheet.
Payroll is maintaining a list of employees who have reported with flu based upon information from the medical department.  All cases using the “H1N1Sick Salaried” absence code or “H1N1 flu” comment will be reviewed and monitored against this list.  Please be sure to notify medical of H1N1-related absences.
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Figure 1-1 Employee (Stanley) selects the ‘H1N1Sick Salaried” leave type.

If an employee has a family member with the H1N1 flu 
The employee may use up to 15 days of available sick time to care for an immediate family member. 

An advance of sick time is not allowed for the illness of family members. 
On both the electronic timecard & paper timesheet – Report the hours as regular sick time. If out of sick time, report as regular vacation. If out of vacation, report as leave without pay.  Note “family member & H1N1 flu” in the comments area.
Employees will be expected to return to work with a physician’s certification verifying that the family member was sick with the flu.

If an employee has a child whose school closed due to the H1N1 flu
The employee may use up to three days of available sick leave. The combined total sick days used for family members with H1N1 and H1N1 school closing may not exceed 15.
An advance of sick time is not allowed. 
If additional days are needed, the employee must use vacation. 

If the employee does not have a sufficient vacation balance, the Lab will advance a limited number of vacation days.  The employee must: 
1. Notify the medical department and their supervisor
2. Complete the electronic agreement which states that he or she will repay the Lab if they voluntarily resign 

3. Provide verification of the school closing 

To report the use of leave due to H1N1 school closing:

· Electronic timecard – Report the time off as sick or vacation as appropriate, unless a vacation advance is required.  Report any advanced vacation hours using the “H1N1Vacation Salaried” absence code.                              
· Paper timesheet – Report the time off as sick or vacation as appropriate, unless a vacation advance is required.  When reporting advanced vacation hours, indicate the reason for the time off as “H1N1 Flu school closing” in the comments.
Payroll is maintaining a list of employees affected by H1N1 school closings based upon information from the medical department.  All cases using the “H1N1Vacation Salaried” absence code or “H1N1 Flu school closing” comment will be reviewed and monitored against this list. Please be sure to notify medical of H1N1-related absences.
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Figure 1-2 Employee (Stanley) selects the ‘H1NVacation Salaried” leave type.

What should I do if I have questions?
Please contact your supervisor first as they are aware of the Lab’s policies and procedures.  Please contact WDRS (employee/labor relations) regarding specific questions relating to the H1N1 policy.  Any questions related to using the FTL system should be directed to the Computing Division Service Desk.
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