
Does	the	employee	have	childcare/school	closure
issues?

Is	the	school	currently 
in	a	remote	only 

learning	environment?

Has	the	parent	chosen	a	remote
learning	option,	but	schools	are

open?

REMEMBER: every situation is 
unique. Be creative in finding 

ways to ensure work is 
completed.

Is the school on a hybrid learning
model where some days are online
and some days are on-ground?

See	remote	work
document	to

determine	if	remote
work	is	an	option.

The	parent	is	responsible	for	childcare
during	the	working	hours;	leave	is	not
available	under	the	FFCRA.	Remote	work

options	are	at	the	supervisor's
discretion.

Work with the employee to
accommodate online
learning days. Consider
flexible schedules, remote
work, or weekend work.

Guidelines for allowing children in the workplace
• Children should only come to work with their parents in emergency situations.

Examples:
o My child's daycare must close immediately and I have no other childcare

options.
o My child's school is transitioning to remote only learning, and I do not

have childcare the first day.
• Parents should work to ensure they obtain childcare as quickly as possible.
• Parents who have chosen a remote learning option, when on-ground learning is

available, may not bring their children to work.
• Children should remain under the parent's supervision at all times, and may

not disrupt the work environment.  If a parent cannot maintain appropriate
control of their child, the supervisor may ask the employee to use annual leave
or work remotely until other childcare arrangements can be made.

• Children cannot be left in public buildings, such as the Sherrod Library or Culp
Center, while a parent works.



Does	the	employee	or	an	immediate	family
member	have	health	issues	that	makes	them

high	risk	for	COVID-19?

Is	remote	work
available	for	the

position?

The	employee
should	report	to

work.

NoYes

Allow	the
employee	to	work

remotely.

Can	an	alternative	work
scheduled	be	developed	(e.g.,
evening	hours,	weekend	shifts,

etc.)?

Allow	the	employee	to
work	an	alternate

schedule.

Is	a	private	office
space	available	for
the	employee	to

use?

Yes No

Yes No

Allow	the	employee	to	work	in	a
the	private	office	space	with	the

door	closed.

Can	safety	measures	be	taken	to
protect	the	employee	(plexiglass
shields,	social	distancing)?

Yes No

Employee	may	need	to	use	EPSL,
SL,	AL,	or	FMLA;	department
should	explore	remote	work

options	again	or	assign	other	work
that	can	be	done	remotely.

NoYes

Install safety measures
and have the employee

report to work.



Maybe

Does	the	POSITION	support	remote	work? Does	the	employee
have	health	or

childcare	concerns?

No

Allow	the
employee	to	work

remotely.

Does	the	employee	have	a
private	office

Report	to	work.		Allow
employee	to	work	with
door	closed	if	possible.

Is	a	private	office
space	available	for
the	employee	to

use?

Allow	the	employee	to	work	in	a
the	private	office	space	with	the

door	closed.

Employee	may	need	to	use	EPSL,
SL,	AL,	or	FMLA;	department
should	explore	remote	work

options	again	or	assign	other	work
that	can	be	done	remotely.

No

Install safety measures
and have the employee

report to work.

See	decisions	trees
for	health	and
childcare.

Yes Yes

Does	the	employee
meet	with	students
and/or	staff?

Maybe

No
Yes No

Can	the	meetings
be	done	remotely
via	Zoom	or	other
technology?

Allow	the
employee	to	work

remotely

Can	safety	measures	be
taken	to	protect	the

employee	(plexiglass	shields,
social	distancing)?

Yes No

Are	proper	safety	measures
in	place	to	protect	the

employee?	(plexigalss,	social
distancing	stickers,	etc.)

Report	to	work

Yes

Can safety measures
be implemented?

Report to work with
safety measures in

place..

Yes

Explore alternative
work arrangements

(weekend or evening
work). Are they

available?

No

Implement alternative
work schedules.

Employee should
report to work or use
Sick/Annual leave.

No

Yes

Yes No

Yes

Yes

Alternative Work Options

Off schedule shifts
Alternative days in the office
Sharing private office space
Installing Plexiglas
Split shifts - 1/2 time working
remote; 1/2 time in office
Work on weekends

REMEMBER: every situation is unique.
Get creative in finding ways to ensure

work is completed.
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