City of Newport News
HUMAN RESOURCES
COVID-19 FAQs-#1
TELEWORK AND MODIFIED SCHEDULES
Q: What is the COVID-19 Telework Process?
A: The process was put in place to provide guidelines to employees who will be teleworking during the COVID19 Pandemic.

Q: What is the difference between scheduled work and a “modified schedule” during the COVID-19 situation?
A: Scheduled Work: Includes all work time that an employee is required to be on duty and performing work
(includes teleworking hours under a modified schedule approval).
Modified Schedule 3/18/20 - 3/29/20: Under current social distancing guidelines, certain employees may be
directed to work a modified schedule (reporting to their assigned worksite on a limited or reduced basis), or to
not report to work. In this case, the goal is that employees (Full-time, Part-time and Temporary) will not forfeit
regular compensation. Therefore, on the LTS timesheet employees should enter any hours needed to ensure the
employee is paid for all regularly scheduled work under the modified schedule line. No time should be entered
here which causes an employee to enter into an Overtime status. Employees who are on a modified schedule are
expected to be available during their regularly scheduled business hours. Modified schedules are subject to
change at any time. The description of modified schedule is effective until March 29, 2020 and is subject to
change as the situation evolves.

Q: What if I can’t get in contact with an employee who is on a modified schedule or the employee is unable to remain
available to me (ex. Employee has a college student and was directed by the university to pick up their belongings
on a specific date/time)?

A: Liberal leave is still in effect and the employee may submit a leave request for the time that they are unavailable.
Leave for employees who are teleworking should be approved based on essential functions as determined by the
Department Director.

Q: Do all employees need to complete the Telework acknowledgment?
A: All employees, non-exempt and exempt, who will be teleworking will need to complete the acknowledgement.
This includes employees who had previously been afforded VPN access, or had an approval to work from a
location outside of their assigned job site(s).

Q: How do hours actually worked on Standby get calculated when an employee is on a modified schedule?
A: As noted above, the goal is that a modified schedule allows employees to be paid for their regularly scheduled
work. If an employee is on Standby and is called in to work during their non-regularly scheduled hours, the
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number of hours actually worked on that day should be listed in LTS under the scheduled work line. In addition,
the number of hours worked as a result of being called in should be deducted from one or more days of the time
noted in LTS in the modified schedule line. If an employee is called in for Standby work and the timesheet
reflects overtime hours, Payroll Representatives should ensure that the employee was physically present and/or
teleworking for more than forty (40) hours during the city’s established workweek.

Q: What should I do if I have an employee on a modified schedule who has also earned overtime in the same period?
A: Payroll representatives should identify employees earning overtime and ensure that no hours are listed in the
modified schedule line. If hours are listed on modified schedule and the employee has OT hours, the Payroll
Representative should reduce the hours listed under modified schedule until the modified line is no longer
resulting in Overtime.

Q: Can part-time and temporary employees be approved for a modified schedule?
A: Yes. If no work is available for the employee, they should be compensated based on their average regularly
worked schedule. The average regularly worked schedule should be determined based on the number of hours
the individual employee has worked each week for the last year. The Part-Time Weekly Schedule Report is
available for Payroll Representatives in LTS which shows the number of hours each PT and Temporary
employee in your Department has worked each week for the last year as well as an average over that time period
to assist in determining regularly scheduled hours if needed.

Q: What do I do if my part-time or temporary employees have not submitted a timesheet?
A: Payroll representatives should review the Timesheet Summary Report to identify regularly scheduled PT and
Temporary employees who have not entered hours for the week. Once those employees are identified,
Supervisors should be contacted to determine the number of regularly scheduled hours for the employee and
Payroll representatives should enter this on the timesheet. Payroll Representatives should then submit the
timesheet to the employee’s supervisor for approval.

PUBLIC HEALTH EMERGENCY LEAVE
Please refer to the Matrix previously provided to department directors and contact Human
Resources for any questions not addressed in that document or by the FAQ’s.
Q: If an employee travelled to an identified “hot spot” before it was designated a “hot spot” by the Center for
Disease Control and Prevention, should they be sent home on Public Health Leave?

A: No. This is an emergent situation and as conditions change, Human Resources will continue to update all
Department Directors. As outlined in the Pandemic Coronavirus process provided to all employees on March13,
2020, Human Resources should be contacted with any situations related to Public Health Emergency leave.
Departments should review the COVID-19 Matrix, along with Human Resources updates (and can check the
CDC information page) to determine the relevant areas of potential exposure that could impact an employee’s
work/leave status.
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Q: There is no line on LTS for employees to enter Public Health Emergency Leave. How should employees request
this leave type?

A: Public Health Emergency leave requires the approval of an employee’s supervisor and their Director/Assistant
Director, as well as Human Resources. When an employee has been notified that their leave should be
designated as Public Health Emergency leave, they should be directed to enter the leave request through the
LTS system.

GENERAL COVID-19 QUESTIONS
Q: My gym is closed and I can’t attend the required number of times to receive my reimbursement. Will the City
reimburse me for this month anyway?

A: The City has elected to stop all employee gym membership deductions for the current pay period. We are
working through a process on how next year’s reimbursements will be managed and will send out
communication to all impacted employees when finalized.

Q: How will I know if/when I have been directed to stay at home or shelter in place?
A: The City is closely monitoring all federal and state directives related to social distancing and closures. We will
continue to communicate cancellations, postponements, closings or similar actions through messages and/or
announcements as outlined in the City’s Personnel Administrative Manual policy 611-Emergency Status.
Employees should regularly check their email, the City’s website, and the City’s emergency hotline for updated
information.

City of Newport News
HUMAN RESOURCES
COVID-19 FAQs-#2
COVID-19 HEALTH AND SAFETY PRIORITIES
Q:

Why do employees still have to work if the Governor has issued a Stay-At-Home order?

A:

While the Governor has issued this order, nothing in this Order shall limit: (a) the provision of health care
or medical services; (b) access to essential services for low-income residents, such as food banks; (c) the
operations of the media; (d) law enforcement agencies; or (e) the operation of government. As Public
Servants, we must still serve the citizens of the City and provide essential services to them.

Q:

What is the City doing to ensure the employees that are working are protected and healthy?

A:

The City is encouraging social distancing and teleworking whenever possible. In addition, the City offices
remain closed to the public until further notice. City Management has asked each Department Director to
create a plan for their department that includes sanitizing work stations and equipment daily and providing
personal protective equipment when applicable. The custodial staff is also mission-essential and have placed
a higher emphasis on daily cleaning and sanitizing of work and common spaces.

FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA)
Q:

I’ve heard about the FFCRA, but what is this and how does it pertain to me or my employees?

A:

The FFCRA provides two different types of paid leave:
 Emergency Family and Medical Leave Expansion Act (EFMLA) providing coverage for employees
caring for family members as a result of COVID-19 implications. This leave is counted as part of
your annual 12 week FMLA designation.
 Emergency Paid Sick Leave Act (EPSL) providing coverage for employees who are subject to
quarantine isolation order, advised by health professional to self-quarantine, is experiencing
COVID-19 symptoms and seeking diagnosis, or is experiencing any other substantially similar
condition specified by the US Department of Health and Human Services.

Q:

Who is eligible for leave?

A:

In general, any non-emergency responder employees who are unable to work or telework may be eligible
for up to two weeks of full or partial EPSL for COVID-19 related reasons AND employees who have been
employed for at least 30 days prior to their leave request may be eligible for up to 12 weeks of partially paid
expanded family and medical leave if the employee is caring for his or her child whose school or place of
care is closed (or child care provider is unavailable) due to COVID-19 related reasons.
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Q:

Who is not eligible for this leave?

A:

Emergency Responders and Essential Personnel are not eligible for this leave. For the COVID-19 Pandemic,
Emergency Responders/Essential personnel are defined as: law enforcement officers, correctional institution
personnel, fire fighters, emergency medical services personnel, emergency medical technicians, paramedics,
emergency management personnel, 911 operators, select public works, waterworks and storm water
personnel, persons with skills or training in operating specialized equipment or other skills needed to provide
aid in a declared emergency as well as individuals who work for such facilities employing these individuals
and whose work is necessary to maintain the operation of the facility such as engineering, vehicle and
building services. This also includes other administrative departments that support mission-essential
services.
The Human Resources Department is developing a list of positions qualified and not qualified for coverage
under the FFCRA and will share with Directors.

Q:

As an emergency responder, what leave am I eligible for?

A:

Emergency responders are eligible for the City’s PHE leave for COVID-19 high risk exposure, subject to
quarantine isolation order, advised by health professional to self-quarantine, is experiencing COVID-19
symptoms and seeking diagnosis, or is experiencing any other substantially similar condition specified by
the US Department of Health and Human Services. Emergency responders are not eligible for coverage
under the FFCRA.

Q:

What is the difference between FFCRA leave and the City’s PHE Leave for COVID-19 high risk exposure,
quarantine order, or symptoms requiring testing?

A:

These two distinctive leave types were created because each are treated differently for FICA purposes. Both
leaves provide up to two weeks or 80 hours of paid sick leave for high risk exposure, subject to quarantine
isolation order, advised by health professional to self-quarantine, is experiencing COVID-19 symptoms and
seeking diagnosis, or is experiencing any other substantially similar condition specified by the US
Department of Health and Human Services. The City’s PHE paid leave is designated for emergency
responders only. All other employees will have this type of leave designated as EPSL in accordance with the
FFCRA.

Q:

If I have already taken the City’s PHE leave due to high-risk exposure or quarantine order, do I qualify for
EPSL through the FFCRA?

A:

Yes if you are not an emergency responder, you would qualify for up to two weeks or 80 hours EPSL effective
April 1, 2020. EPSL and medical leave requirements are not retroactive and are in effect through
December 31, 2020.

Q:

May I take EPSL intermittently while working at my usual worksite (as opposed to teleworking)?
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A:

No, EPSL for qualifying reasons related to COVID-19 must be taken in full-day increments. It cannot be
taken intermittently if the leave is being taken because:
o
o
o
o

o

You are subject to a Federal, State, or local quarantine or isolation order related to COVID-19;
You have been advised by a health care provider to self-quarantine due to concerns related to
COVID-19;
You are experiencing symptoms of COVID-19 and seeking a medical diagnosis;
You are caring for an individual who either is subject to a quarantine or isolation order related to
COVID-19 or has been advised by a health care provider to self-quarantine due to concerns related
to COVID-19; o
You are experiencing any other substantially similar condition specified by the Secretary of Health
and Human Services.

Q:

May I take EPSL in half day or hourly increments?

A:

No, EPSL must be taken in full-day increments

Q:

How does EPSL or EFMLA affect the 12 weeks I get for FMLA annually?

A:

You may take a total of 12 workweeks of leave during a 12-month period under the FMLA, including the
Emergency Family and Medical Leave Expansion Act. You could be eligible for an additional 2 weeks of
EPSL which does not count against your 12 weeks of FMLA.

Please refer to the Department of Labor Website for further clarification and detailed Q&A:
https://www.dol.gov/agencies/whd/pandemic/ffcra-questions

GENERAL LEAVE QUESTIONS
Q:

As an Emergency Responder, can I request PPL?

A:

Should there be a need for an Emergency Responder to take PPL, the employee should discuss the need for
leave, duration and coverage with their supervisor for operational planning purposes.
Keep in mind, during this designated state of emergency and pandemic, requests for leave may be denied and
previously approved leave requests may be rescinded due to the emergent situation. While management
would like to avoid this, supervisors should discuss leave requests with their Division Managers and
Department Directors on a case-by-case basis.

Q:

As an Emergency Responder, what happens if I am unable to use the required 80 hours and/or I go over my
annual max of PPL accrual prior to June 30, 2020?

A:

The City recognizes the ability for emergency responders and essential personnel to take leave has been
impacted by the emergency. Based on the duration of the declared state of emergency, the City will determine
options to suspend, waive, or extend the June 30 deadline date for the use of PPL. Communication will be
sent to impacted employees when this decision has been reached.
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Q:

How will leave requests for all other employees be impacted?

A:

Employees not identified as emergency responders under the COVID-19 pandemic are encouraged to request
and use leave in accordance with PAM 701.
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COVID-19 FAQs-#3
Thank you for reviewing these Frequently Asked Questions. Please note the guidance provided in these
or a previous edition of FAQs is subject to change based on the most up-to-date information
provided by the Centers for Disease Control and/or Virginia Department of Health.

COVID-19 EMPLOYEE DAILY SCREENING AND FACE MASK PROTOCOL
Q:

What is HIPAA and what should be briefed to staff performing screenings:

A:

The Heath Insurance Portability and Accountability Act – This Act offers protections to all individuals and
maintains privacy and confidentiality of any personal health information of each individual. In response to
the COVID-19 pandemic, anyone who has access to PHI such as screening and temperature results,
quarantine order or test results must take precautions to keep that information confidential and share ONLY
with the medical services division.

Q:

How do the thermometers work and how can we ensure the screeners stay safe and minimize exposure
risk?

A:

The temporal thermometers are typically TOUCHLESS with few exceptions. The thermometers come with
instructions and with the screener wearing appropriate PPE including face mask and gloves, this should
minimize exposure for all individuals. If your department or facility does not have one yet, please follow
symptom checklist and ensure employees are wearing face masks. Temp checks will begin as soon as
thermometers arrive and are distributed.

Q:

What do I do if I have a chronic condition that causes higher than normal temperature?

A:

Employees who have conditions that frequently cause their temperature to run higher than normal should
self-monitor prior to going to work. Should a fever be present, the recommendation is to telecommute for
the day if applicable. Should this not be an option, the employee should self-monitor until their temperature
drops to below 100 degrees and then can report to work and get screened.

Q:

What do I do if someone is symptomatic or temp 100 degrees or higher?

A:

Any information on an employee who is experiencing COVID-19 symptoms or 100 degree temp or higher
should be sent to medical services. After the information is sent to medical services, it should be shredded
or deleted. Please do not keep a log or checklist.

Q:

As a screener, do I send a checklist or spreadsheet to medical services every day for every person?

A:

No, the screener need only report those who are symptomatic or running a fever 100 degrees or higher.
Employee name, department, symptom or fever info should be sent daily at the end of the day or shift. Please
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do not record a checklist for every employee every day or maintain a spreadsheet. Only record information
and send to medical services if the employee is symptomatic or running a fever.

Q:

Who notifies management if an employee is symptomatic or is running a fever?

A:

The employee should follow up with their supervisor that they are unable to report to work that day due to
the presence of screening symptoms/temperature. The employee is not required to inform the supervisor of
the specific results, only that due to screening, they cannot work that day. The employee should enter PML
request and self-monitor before returning to work.

Q:

As a screener, how do I ensure I am screened daily prior to screening others?

A:

The recommended practice for all screeners is to self-monitor daily, and arrange pre-shift screening with
another party prior to the start of their shift. Either a secondary member of management or another person
that can be designated to screen the screener. Screeners can report to a central location or another
supervisor as appropriate. Each department and facility will have protocol in place to ensure the safety of
all involved.

Q:

As an employee, can I decline the daily screening?

A:

During the COVID-19 pandemic and until further notice, daily employee screening/temperature check and
face mask protocol is City Newport News policy. Non-essential personnel may exercise their right to take
liberal leave or telecommute (if available) if they do not want to submit to daily screening. Essential
personnel that do not qualify for telecommute work must submit to daily screening and face mask protocol
as part of the City’s commitment to reducing the spread of COVID-19 and adherence to the CDC’s
recommendation to wear face masks while in public areas.

Q:

If I am exposed to a COVID-19 positive individual while wearing PPE, is that an exposure situation that
should be recorded on the symptomatic spreadsheet?

A:

No, if an employee is wearing PPE, and is exposed to a known COVID-19 positive person, as long as the
employee has donned and doffed the PPE in the recommended manner, this would not “count” as exposure
to prevent an employee from working the next day.

Q:

If I am exposed to a COVID-19 positive individual while social distancing, (such as being present in a
building with a known COVID-19 positive individual, but not being anywhere near them or their workspace)
is that an exposure situation that should be recorded on the symptomatic spreadsheet?

A:

No, if an employee is exposed to a known COVID-19 positive person, but maintained the appropriate social
distancing guidelines per CDC recommendation, this would not “count” as exposure to prevent an employee
from working the next day. The chances are, the employee would have a greater risk of exposure in their
outside day-to-day activities.
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EMPLOYEE DEVELOPMENT AND RECOGNITION COVID-19 QUESTIONS
Q:

If I’m teleworking or on a modified schedule, should I still have a FUEL Check-In:

A:

Yes! Regardless of whether work is being performed at your normal worksite, or in a remote capacity, it is
just as important as ever for supervisors and employees to check in with each other. Connecting and
discussing the status of ongoing assignments, getting regular updates on the COVID-19 emergency situation,
ensuring you have all of the resources you need, and simply touching base on how everyone in your
workgroup is doing is important and necessary to your professional and personal well-being. Supervisors
should make every effort to continue setting an intentional quarterly meeting with each employee.

Q:

How will I have a FUEL meeting with my supervisor if I’ve been directed to telework, and we have also
been directed to practice social distancing?

A:

You and your supervisor can be creative! In some cases, employees may still be able to have face-to-face
meetings with their supervisors, while following the City’s guidelines for social distancing and wearing cloth
facemasks, if applicable. In addition, there are many options available for conducting virtual meetings
between supervisors and employees. Some options have been made available through the IT Department
such as contacting each other through Microsoft Teams, or downloading free online meeting software such
as ZOOM at https://ZOOM.us. But there are also tried and true telephonic meeting options such as FaceTime
for those with iPhones, “WhatsApp” for people who use Android phones, and always possible is a simple
phone call between supervisors and employees.

Q:

What is iPROPEL and why is that important to me right now?

A:

iPROPEL is the City’s online employee recognition platform that is available to all full-time and part-time
employees. It is a great way to connect with other City employees and to recognize each other for all of the
things that we have been doing to keep the City running smoothly, protecting our citizens, putting ourselves
on the front line during this crisis, and continuing to prove that the City of Newport News has the best
employees anywhere! You can log onto the system at https://www.mtmcarousel.com/cityofnewportnews
and send your co-workers recognition through badges, messages and “likes,” birthday greetings, or cards
to acknowledge their employment anniversaries. iPROPEL is an acronym that identifies the values
exemplified by our employees: Integrity, Partnerships, Respect, Opportunities, Performance, Ethics, and
Leadership and the platform lets us all join together to celebrate and acknowledge our achievements!

Q:

What are the prizes I see on the iPROPEL website?

A:

When supervisors or Department Directors award recognition badges in the iPROPEL system, employees
will be eligible to receive system points that can be used to select the items available in the online catalog.
Different badges have different points associated with them, based on the level of achievement. Director
badges immediately award points to the employee upon receipt of the recognition. Badges given by
supervisors will enter those employees into a quarterly drawing. Each quarter, all employees who received
a recognition badge from a supervisor will be entered into the drawing and up to 300 employees will be
selected to receive points that can be used to select items from the catalog.

