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Can they 

telework? 

Work with supervisor and employee to 

establish expectations, including working 

their full schedule. Code CVR if teleworking. Do they need to 

provide care to a 

child whose school 

or place of care is 

closed for reasons 

related to COVID-19? 

They may be eligible for 

EFMLEA. Have them 

complete the request 

form. Are they eligible? 

They are eligible to use 

the following leaves (if 

accrued)*: CVP (67% 

normal rate), FMV 

(VAC), FMS (SIC), FMC 

(CPT), RHH, OCT 

The first two weeks of 

EFMLEA have passed. Are 

they still unable to work 

or telework?  

Use CVL for 

unpaid leave. 

Use CVL for the other 

33% to be paid 67% 

their normal rate and 

not use accrued leaves. 
They are eligible to use the 

following leaves (if accrued) 

to supplement the other 

33%*: FMV (VAC), FMS 

(SIC), FMC (CPT), RHH, OCT 

Do they need to provide care for 

an individual who is subject to a 

federal, state or local quarantine 

or isolation order OR have been 

advised by a health care provider 

to self-quarantine related to 

COVID-19? 

Are they subject to a federal, 

state or local quarantine or 

isolation order related to 

COVID-19 OR are they 

experiencing COVID-19 

symptoms and seeking a 

medical diagnosis OR have 

they been advised by a 

health care provider to self-

quarantine related to COVID

-19? 

They may use CVH to pay 67% 
of your normal rate for up to 
80 hours. Do they want to use 
other leaves to be paid? 

They may use the following 

leaves (if accrued)* for the 

other 33%: VAC, SIC, CPT, 

RHH, OCT 

Use LWO for the 

other 33% to be 

paid 67% their 

normal rate and not 

use accrued leaves. 

They may use CVH to pay 

100% of their normal rate 

for up to 80 hours. 

After using 80 
hours of CVH, are 
they still unable 
to work or 
telework? 

Yes 

No 

Yes 

Yes 

If they have FMLA 

hours available, use 

CVF to be paid at 67%. 

Do they want to use 

other leaves to 

supplement their pay? 

No 

No 

Yes No 

No 

Yes 

Yes 

START: Are they requesting to take 

time off related to COVID-19? 

Yes 

Consult 
HR 

No 

The first two weeks are 

unpaid leave. Do they 

want to use other 

leaves to be paid? 

Yes 

Return 

to Work 

No 

Yes 

N

No 

No 

They may be eligible 

for EPSL. Have them 

complete the request 

form. Are they eligible? 

No 

Yes 

Yes 

They may be eligible for EPSL. Have them 
complete the request form. Are they 
eligible? 

Yes 

No 

No 

Yes 

No 

After using 80 
hours of CVH, are 
they still unable 
to work or 
telework? 

After exhausting 

EFMLEA, are they 

still unable to 

work or telework? 
No 

No 

Consider other accrued 

leaves. Go to page 2. Yes 

Yes 

*If at any time, they have exhausted leave balances other than VAC, please follow flow chart to page 2.  
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They may be eligible to 

use CVS for up to 80 

hours. 

Have they exhausted all ac-

crued leave balances, includ-

ing VAC and CVS? 

Use all accrued leaves other 

than VAC (SIC, CPT, RHH, 

OCT). 

Consider leave donations 

and using CVT. Note: CVT 

must be approved by DHR/

DFM. 

Use all accrued leaves (VAC, 

CVS, SIC, CPT, RHH, OCT). 

After using CVS for 80 hours, 

are they still unable to work 

or telework? 

Yes 

Have they exhausted all 

accrued leave balances 

other than VAC? 

*After exhausting EFMLEA 

or other accrued leaves, 

are they still unable to 

work or telework? 

START on Page 1 and complete the flow chart. If 

any of these apply to employee, continue here. 

After using 80 

hours of CVH, are 

they still unable to 

work or telework? 

Return to 

Work 

Yes 

They are ineligible 

for both EFMLEA 

and EPSL, and they 

are unable to work 

or telework. 

No Yes 

Return 

to Work 

Yes No 

No Yes 

NOTES 

• Review the policy and consult with 

DHR as necessary. 

• Part-time employees are eligible for 

leave based on their pro-rated 

schedule. 

• They may only use FMLA codes if 

they are eligible AND they have not 

exhausted their FMLA entitlement. 

• If they are caring for an individual 

who is self-isolating or subject to 

quarantine, or they are subject to 

quarantine, self-isolation or are 

experiencing COVID-19 symptoms, 

they may be eligible under FMLA. 

• They may only use leave codes for 

which they have an available 

balance. 

• When returning to work, follow 

CDC and DHR guidelines. 

No No 
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