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The College of Saint Rose 

 

Policy for Employees Unable to Work During Pandemic (COVID)  
 

 

Policy Number:  

Responsible Office: Human Resources 

Origination Date:  May 29, 2020 

Revision Date: August 25, 2020 

 

 

I.  Purpose  

 

The purpose of this policy is to outline the procedures for addressing a situation when an 

employee may be unable to work due to an exposure to or a positive test for the virus, as well as 

when an employee requests permission to not work/work remotely due to a pandemic-related 

condition.  The policy also details the remote work option available to employees unable to 

return to on-campus work due to a pandemic-related reason.  The College will comply with 

federal, state and local laws, regulations and guidance for employers regarding workplace safety 

and return to work during a pandemic.  In the absence of coverage by law, regulation or 

guidance, the College will follow the procedures outlined within this policy. 

 

II. Definitions 

 

A. COVID-19: A mild to severe respiratory disease caused by a coronavirus. 

 

B. Close Exposure:  Close, personal contact with an individual, who has been diagnosed 

with the virus, or close, personal contact with an individual, who is currently Quarantined 

or Self-Isolated due to suspected expected exposure to the virus. 
 

C. Quarantine: Separation and restriction of movement of an individual who has or may 

have been exposed to a communicable disease to see if they become sick. 
 

D. Quarantine-Related Paid Sick Leave: Paid sick leave of up to 14 calendar days, available 

to Regular Status and Temporary Employees who are subject to a mandatory or a 

precautionary Self-Isolation order issued by New York State, the department of health, a 

local board of health or from any governmental entity with authority to issue such an 

order due to COVID-19. The rate of pay for the purposes of this leave is equal to the 

employee’s regular pay rate. Quarantine-related paid sick leave is legally required to be 

offered to eligible New York State employees. 

 

E. Regular Status Employee:  Salaried or hourly employee of the College working on a full-

time or part-time basis, who is not employed on a temporary basis.   
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F. Self-Isolation: A public health practice used to separate sick people with a contagious 

disease from those who are not sick.  A public health authority will issue an order to Self-

Isolate to an individual known to have a communicable disease. 

 

G. Special Leave Time: Paid leave time provided to support an employee with Close 

Exposure to the virus or symptoms of the virus to remain out of work when other 

mandated or College leave is not available. The rate of pay for the purposes of this leave 

is equal to the employee’s regular pay rate. 

 

H.  Temporary Status Employee:  Salaried or hourly employee of the College working in a 

position with a defined end date.  For purposes of this policy, students are excluded from 

this definition. 
 

I. Work Adjustment: Temporary change in a Regular Status Employee’s position to 

respond to a need to a pandemic-related situation.  A Work Adjustment could be, but is 

not limited to, a change in hours worked, change in work space (including working 

remotely), transfer to a different position (with a possible change in pay rate) or reduced 

hours.   

 

III. Policy 

 

A. Consistent with regulations established by the federal, state and local governments, and 

once a College plan is implemented to ensure, to the greatest extent possible, a safe work 

environment, the College will implement a plan to return employees to on-campus work.  

When directed, employees are expected to resume on-campus work.  Should an employee 

not be able to return to on-campus work when directed, the College will address those 

situations as noted below. 

 

B. Situations involving Regular Status or Temporary Status Employees with a disease 

diagnosis or exposure.  

1. Employee with a positive test for the virus. 

a. If an employee tests positive, the employee must report the positive test to the 

Human Resources Office immediately. 

b. An employee with a positive test may not return to work until return to work 

is approved by the employee’s medical provider or a governmental entity with 

authority to approve return to work. 

c. If an employee is subject to a mandatory or a precautionary self-isolation 

order issued by New York State, the department of health, a local board of 

health or from any governmental entity with authority to issue such an order, 

the employee is able to use up to 14 days of Quarantine-Related Paid Sick 

Leave as provided by New York State law.  This paid leave is in addition to 

any paid sick leave provided by the College. 

d. Should an employee need to be away from work for a longer period than 

provided by New York State law, the employee will use College provided 
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paid time off, if available. Otherwise, the employee will be granted an unpaid 

leave of absence.  

2. Employee required to Self-Isolate. 

a. If an employee is subject to a mandatory Self-Isolation order issued by New 

York State, the department of health, a local board of health or from any 

governmental entity with authority to issue such an order due to COVID-19, 

the employee is able to use up to 14 days of Quarantine-Related Paid Sick 

Leave by New York State law.  This paid leave is in addition to any paid sick 

leave provided by the College.   

b. Should an employee need to be away from work for a longer period than 

provided by New York State law, the employee may use College provided 

paid time off, if available. Otherwise, the employee will be granted an unpaid 

leave of absence.  

3. Employee with probable Close Exposure to the virus. 

a. If an employee believes that s/he has had Close Exposure to the virus, the 

employee must report this possible exposure and the date of possible exposure 

to the Human Resources Office immediately. 

b. If the employee does not have symptoms and is able to work, the employee 

will be approved to work at home, if the employee’s position may be 

effectively worked remotely.  The work at home option will not extend 

beyond 14 calendar days. 

c. If an employee’s position may not be effectively worked at home, the 

employee must remain away from work for 14 calendar days from the date of 

exposure.   During the time away, the employee will be eligible for Special 

Leave Time of no greater than 14 days.   

d. This process may be utilized whether or not a medical provider directs the 

employee to Quarentine. 

4. Employee with symptoms of the virus. 

a. If an employee demonstrates symptoms consistent with the virus, the 

employee must report their status to the Human Resources Office 

immediately.   

b. The employee will be encouraged to obtain the appropriate diagnostic test.  

c. If the employee tests positive for the virus, the result must be reported to the 

Human Resources Office.  See Section B1 of this policy for further direction. 

d. If the employee tests negative, the result must be reported to the Human 

Resources Office.  The employee will be required to return to work, unless 

the  employee continues with symptoms which prevents the employee from 

working. In this situation, the employee will remain out of work and use their 

sick time, if available, to continue pay. 

e. If the employee chooses not to get tested for the virus and the employee is 

able to work, the employee will be required to work at home for up to 10 days, 

if the employee’s position may be effectively worked remotely.   

f. If the employee is not able to work from home, the employee will remain out 

of work for 10 days, using their available paid time off to maintain pay.  
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g. The employee may return to work on campus after:         

•     10 days since symptoms first appeared and 

•     24 hours with no fever without the use of fever-reducing medications and 

•     Other symptoms of COVID-19 are improving (loss of taste and smell may 

persist for weeks or months after recovery and need not delay the end of 

isolation) 

h.  Faculty/Administrators:   If the employee does not have sufficient paid time 

off equivalent to 10 days, pay will continue as required for exempt 

employees.  Time when the employee is paid but not working will be 

considered Special Leave Time. 

i.  Staff:  If the employee does not have sufficient paid time off equivalent to 10 

days, pay will be discontinued and the employee will be considered to be on 

an unpaid leave.   

4. The Employee must contact the Human Resources Office prior to returning to on-

campus work, or to indicate that they are not able to return to work within the 5 

calendar days.  

5. An employee is not able to return to work unless the employee provides evidence of a 

negative test for the disease or certifies that symptoms have abated.  The Human 

Resources Office may approve an extension of the 5-day period. 

 

C. Situations involving Regular Status Employees with requests to work remotely due to a 

pandemic related condition 

1.  A Regular Status Employee may not be able to return to on-campus work 

immediately upon request by the College.  The College anticipates and has 

contingency plans for the following situations. These options do not pertain to 

Temporary Status Employees. 

a. Employee with need to provide child care or employee with responsibility to 

care for another.  

i. An employee with a need to provide child care when the current child 

care provider is closed due to a pandemic-related cause or an 

employee with a responsibility to care for another and current care 

option is not available due to a pandemic-related reason, may request 

to work remotely or receive a Work Adjustment on a temporary basis.  

A request must be made to the Human Resources Office. The request 

must be accompanied by documentation which evidences that the child 

care or other provider is not available due to the pandemic.  

ii. The Human Resources Office and the employee’s manager or dean 

will investigate with the employee whether a Work Adjustment could 

address the employee’s need without unreasonably impacting the 

objectives for the position and department.  See Section D of this 

policy for further guidance. 

iii. As a form of a Work Adjustment, the employee may be approved to 

work at home, if the employee’s request is accompanied by supporting 

documentation and if the employee’s position may be effectively 
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worked remotely.  If approved, the work at home option will be 

approved for a defined period of time. 

iv. If an employee’s position may not be effectively worked at home, the 

employee may apply for the Paid Family Leave benefit (applicable 

when the employee is taking care of a family member with serious 

health condition), use appropriate categories of paid leave time or 

request an unpaid leave of absence. 

b. Employee living with an individual in a high risk category for the virus. 

i. An employee living with an individual in a high risk category for 

contracting the virus and/or with a high risk of death if the virus is 

contracted may request to work remotely on a temporary basis.  A 

request must be made to the Human Resources Office. The request 

must be accompanied by documentation from the individual’s medical 

provider, in which the medical provider recommends that the 

individual not be in contact with others, who have been in contact with 

the general population.   

ii. The Human Resources Office and the employee’s manager or dean 

will investigate with the employee whether a Work Adjustment could 

address the employee’s need without unreasonably impacting the 

objectives for the position and department.  See Section D of this 

policy for further guidance. 

iii. As a form of a Work Adjustment, the employee may be approved to 

work at home, if the employee’s request is accompanied by supporting 

documentation and if the employee’s position may be effectively 

worked remotely.  If approved, the work at home option will be 

approved for a defined period of time.  

iv. If an employee’s position may not be effectively worked at home, the 

employee may apply for the Paid Family Leave benefit (applicable 

when the employee is taking care of a family member with serious 

health condition), use appropriate categories of paid leave time or 

request an unpaid leave of absence.  

c. Employee has a medical condition that puts them at an increased risk of 

contracting the virus. 

i. An employee with a medical condition that puts them in an increased 

risk of contracting the virus and/or of having a greater risk of death if 

the virus is contracted may request to work remotely or receive 

another Work Adjustment on a temporary basis.  A request must be 

made to the Human Resources Office. The request must be 

accompanied by documentation from the employee’s medical 

provider, which states that the employee may not return to on-campus 

work during the pandemic period.  If approved, the work at home 

option will be approved for a defined period of time. 

ii. The Human Resources Office and the employee’s manager or dean 

will investigate with the employee whether a Work Adjustment could 

address the employee’s need without unreasonably impacting the 
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objectives for the position and department.  See Section D of this 

policy for further guidance. 

iii. If an employee’s position may not be effectively worked at home, the 

employee may apply for the Short-Term Disability benefit, Family and 

Medical Leave (FMLA), use appropriate categories of paid leave time 

or apply for an unpaid leave of absence.  

d. Employee is concerned about the possibility of contracting the virus at the 

workplace.  

i. Employees, who have concerns about returning to work for a reason 

other than those noted previously in this policy, may discuss those 

concerns with the Human Resources Office.  The Human Resources 

Office will work with managers and within the policies of the College 

to consider addressing the situation through a Work Adjustment so that 

the Employee returns. 

ii. If the employee continues to have concerns about returning to work, 

the employee may use vacation, floating holiday and/or personal leave, 

if available, to delay the employee’s return to work. 

iii. Unless allowed to work remotely as provided for in this policy or 

using leave time, an employee is expected to resume on-campus work 

when directed.   

 

D. If an employee is approved for a Work Adjustment that is remote work as per this policy, 

the assignment will subject to the following conditions. 

a. The assignment must be approved by the employee’s manager or dean and the 

Human Resources Office.  The assignment will only be approved if the 

Employee’s work may be completed remotely.  The approved assignment will be 

documented. 

b. Factors considered when determining whether a remote work arrangement will be 

approved are, but are not limited to:  

i. A review of the written job description and identification of the essential 

functions of the position. 

ii. The amount of time the employee has previously performed the funtion 

remotely. 

iii. Work experience of peole who have performaed a job in the past and work 

experience of people who currently perform similar jobs. 

iv. Whether being present on campus is an essential function of the position. 

v. Percentage of work that can be completed remotely. 

vi. Significance of tasks that can be completed remotely. 

vii. Expected duration of the remote work. 

viii. The department's ability to absorb unfulfilled work.  

c. The assignment will be temporary and will be approved for the minimum amount 

of time, which is appropriate to address the employee’s situation.  For example, 

an employee who needs to care for a child at home for 3 weeks may be approved 

to work remotely for 3 weeks. 
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d. An approved remote work assignment may include another Work Adjustment, 

such as a reduction of hours. The employee must have the necessary at-home 

technology (computer, internet access, telephone) to complete the assigned work.  

The College will provide all supplies (paper, paper clips, etc.).  The College will 

not pay internet or cell phone costs. A remote work assignment will not be 

approved, if an Employee does not have the at-home technology required to 

complete the assignment. 

e. While on a remote work assignment, the employee is required to work their full  

regular schedule or the schedule approved for remote work.  As with any 

assignment, an employee working remotely may use leave time (vacation, floating 

holiday, sick, personal) and will not be expected to work while on paid leave.   

 

E.  For bargaining unit employees, if a specific compenent of this policy conflicts with a 

bargaininng unit agreement, the respective bargaining unit agreement will prevail.   
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