
Employees, please carefully read this message.  It contains Shepherd University’s 
guidelines for the Families First Coronavirus Response Act (FFCRA), which takes effect 
on April 1, 2020 and extends through December 31, 2020.  
 

 There are two different employee benefits in this Act: Expanded FMLA Leave and 
Emergency Paid Sick Leave.   
 

 Any full-time or part-time employee is eligible to apply for these benefits if they are 
unable to work due to a covered reason.  Benefits will be pro-rated based on the 
employee’s regular work schedule; if the schedule has been irregular, then it will be 
based on the average hours worked over the past six months.  

 
 In order to access these benefits, employees must complete the Shepherd University 

Families First Leave Application and submit it to the HR Office (tgill@shepherd.edu).  
 
 
 
Shepherd University Families First Coronavirus Response Act (FFCRA) Guidelines: 

 

Expanded FMLA Leave 
 
ANY hourly or salaried employee of the 
University can apply for Expanded FMLA 
Leave on or after the 31st calendar day 
following their date of hire if they are a 
parent caring at home for their son or 
daughter whose school or paid day care is 
closed due to the pandemic.  The Act does 
not include allowances for grandparents or 
for children of someone other than the 
employee.  Childcare is the only reason for 
the Expanded FMLA Leave.   
 
Expanded FMLA Leave is a daily absence from 
work, not an hourly absence.  This benefit is 
for a maximum of 60 work days, either 
consecutive or intermittent  
 
An employee wishing to use Expanded FMLA 
Leave who meets the criteria is not required 
to do any preliminary steps (such as 
exhausting any alternative accrued leave first) 
other than providing reasonable notice to the 
supervisor and completing the Shepherd 

Emergency Paid Sick Leave 
 
ANY employee of the University can be 
eligible for Emergency Paid Sick Leave, 
whether they are paid on a salaried or hourly 
basis.  Employees are eligible for the 
Emergency Paid Sick Leave benefit from their 
first day of employment, unlike the 
Expanded FMLA Leave program.   
 
To be eligible, employees must be 
experiencing one of the issues listed 
below.  No additional medical 
documentation is required. 
 

1. Subject to a quarantine Order re 
COVID-19 from a government or 
medical authority 

2. Have been advised by health care 
provider to self-quarantine due to 
COVID-19 

3. Experiencing COVID-19 symptoms 
4. Caring for someone who falls into the 

categories described in items 1 and 2 
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University Families First Leave 
Application.  No supporting medical 
documentation is required.  
 
The Shepherd University Families First Leave 
Application must be filled out by the 
employee to designate the days on which the 
maximum 60 days will be applied.  The FFCRA 
does not change the fact that West Virginia 
State government processes all payroll in 
arrears, one full pay period.   
 
In the case of part-time employees, the HR 
Office will calculate their pro-rata daily pay 
following the guidelines established by the 
law.  See the US Department of Labor Notice 
document for details as to applicable 
calculations.  Most employees would receive 
2/3 pay, but never at less than the minimum 
wage rate.   
 
If an employee wishes to use their own 
accumulated sick leave or annual leave in lieu 
of the Expanded FMLA benefit, that is 
permitted at their discretion.  This would 
provide a full-pay scenario rather than 2/3 
pay. 
 
Additionally, if an employee wants to apply 
for both Expanded FMLA Leave and 
Emergency Paid Sick Leave for purposes of 
caring for their minor children at home they 
could use 10 days of paid sick leave for the 
first 10 days, at 2/3 of their regular salary, 
before continuing at the same pay rate under 
the Expanded FMLA Leave for up to 50 
additional days.  The reason employees might 
want to do that is that the first two weeks of 
Expanded FMLA Leave otherwise are unpaid.  
Another option would be for employees to 
apply their own sick or annual leave during 
those first two weeks and get their full pay. 
 

5. Caring for a son or daughter whose 
school or paid day care is closed due 
to pandemic 

 
The Shepherd University Families First Leave 
Application must be filled out by the 
employee to designate the hours and work 
days on which the available Emergency Paid 
Sick Leave will be applied.  The FFCRA does 
not change the fact that West Virginia State 
government processes all payroll in arrears, 
one full pay period.   
 
In the case of part-time employees, the HR 
Office will calculate their pro-rata daily pay 
following the guidelines established by the 
law.  See the US Department of Labor Notice 
document for details as to maximum 
daily/aggregate pay and rates for part time 
employees.  Most employees would receive 
full pay for categories 1-3 and 2/3 pay for 
categories 4 and 5.   
 
Full-time employees can use up to two 
weeks of Emergency Paid Sick Leave and 
part-time employees’ maximum amount will 
be based on the number of hours they 
typically work in two weeks. 
 
If employees wish to use their own 
accumulated sick leave or annual leave in 
lieu of the Emergency Paid Sick Leave 
benefit, that is permitted at their discretion.  
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