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Background on COVID-19 
 
COVID-19 is a disease caused by a new strain of coronavirus. Symptoms most          
commonly include fever, dry cough, fatigue, body aches, headaches, and shortness of            
breath. Other less common symptoms may include loss of smell or taste, sore throat,              
runny nose, nasal congestion, rashes and diarrhea. In more severe cases, the infection             
can cause pneumonia or breathing difficulties. More rarely, the disease can be fatal,             
mainly among older people with pre-existing medical conditions such as diabetes,           
asthma, respiratory disease, cardiac disease, etc. The early symptoms of COVID-19 are            
similar to the flu (influenza) or the common cold, which are a lot more common than                
COVID-19. Testing is required to confirm if someone has COVID-19. 
 
The virus attacks by spreading through respiratory transmission or in some cases            
through the transmission on other objects. Person-to-person respiratory transmission         
occurs through direct contact with respiratory droplets when small droplets from the            
nose or mouth of a person infected with COVID-19 are spread by coughing, sneezing,              
exhaling and some research has shown through talking. Transmission happens most           
frequently among close contacts, usually within about 6 feet. The virus droplets can also              
land on objects and surfaces around the person infected with COVID-19. Individuals            
can then develop COVID-19 by touching these objects or surfaces (fomites) and then             
touching their eyes, nose, or mouth. The COVID-19 virus may survive on surfaces for              
many hours or days (3-72 hours depending on the type of surface), but simple              
disinfectants and soap and water can inactivate it. The incubation period, the time             
between exposure to the virus and the development of first symptoms, is between 1-14              
days, but most commonly about five days. 
 
Additionally, some people remain asymptomatic but are still able to spread the virus. 
As with other respiratory infections like the flu or the common cold, public health              
measures are critical to slow the spread of COVID-19.  
 
Everyday preventive actions include: 

● staying home when sick 
● covering mouth and nose with flexed elbow or tissue when coughing or sneezing             

(dispose of used tissue immediately) 
● washing hands often with soap and water 
● disinfecting frequently touched surfaces and objects 

 
As we learn more about COVID-19 public health officials may recommend additional            
preventative actions. For additional resources on COVID-19 or Missouri specific          
measures, please see the following resources: 
 
https://www.cdc.gov/coronavirus/2019-ncov/index.html 
https://health.mo.gov/living/healthcondiseases/communicable/novel-coronavirus/ 
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https://health.mo.gov/living/healthcondiseases/communicable/novel-coronavirus/prevent
ion.php 

Employee Responsibilities 
 

As we begin to open our doors and continue to educate children in some traditional and                
non-traditional means, we will have a requirement for staff to report and assist in this               
goal. At any time, the district may choose to adjust plans based on need and based on                 
the changing environmental conditions of COVID-19. All information in planning will           
continue to be based on local health department guidance. If your position is required to               
report to work, you will need to report.  
 
The district acknowledges that each individual may have their own views on what             
school should look like and what their reporting responsibility should be. However, the             
district will continue to take guidance from the local health department and CDC. It is               
also the district’s recommendation to staff that outside of Hallsville R-IV contact hours,             
they also adhere to local health department guidelines and do their part to recognize the               
experience and education of health professionals in making determinations for our           
community, staff, and students. 
 

Employee Self-Check 
Students and employees should complete a daily self-check of COVID-19 symptoms 
prior to arriving at school. If you have been in close contact with a confirmed case within 
the last 14 days, you should stay home. If you have experienced one of the following 
symptoms, that otherwise can not be explained within the last 14 days, you are 
recommended to stay home: 

● Fever or chills 
● Cough 
● Shortness of breath or difficulty breathing 
● Fatigue 
● Muscle or body aches 
● Headache 
● New loss of taste or smell 
● Sore throat 
● Congestion or runny nose 
● Nausea or vomiting 
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● Diarrhea 
Employees should not come to work under any circumstances if they are sick and they               
should leave work immediately if they start to feel ill. Please contact your administrator if               
you feel ill or have questions. 
 

Responsibilities for Communication and Dignity 
It is the employee’s responsibility to maintain the confidentiality of medical information            
regarding staff and students. If employees send students to the office regarding            
COVID-19 related symptoms or any medically related symptoms, this is not information            
that the employee should share with individuals. The same is to be said about              
employees. The district does not promote gossip or discourteous treatment of staff, as             
stated in staff conduct policy. All positive cases will be communicated and/or addressed             
at the recommendations of both the CDC and our local health officials. 
 
We must remember that during a regular school year, many similar symptoms are             
related to the standard flu, cold, and allergy seasons that coincide with the COVID-19              
pandemic. We should not assume that someone has COVID-19 and discuss symptoms            
with others. We will leave any diagnosis to our local health authorities and will not               
establish ourselves as such in the school buildings. 

 
 

COVID-19 Related Leave 
 

Family First Coronavirus Response Act (FFCRA) – Emergency Paid Sick Leave 
 
The FFCRA requires the Hallsville School District to provide employees with paid sick             
leave or expanded family and medical leave for specified reasons related to COVID-19.             
These provisions will apply from the effective date through December 31, 2020. The Act              
states that employees are eligible for: 

● Two weeks (up to 80 hours) of paid sick leave at the employee’s regular rate of                
pay where the employee is unable to work because the employee is quarantined             
(pursuant to Federal, State, or local government order or advice of a healthcare             
provider), and/or experiencing COVID-19 symptoms and seeking a medical         
diagnosis; or 

○ Caps under the Paid Sick Leave Law are in place for payment.  
● Two weeks (up to 80 hours) of paid sick leave at two-thirds the employee’s              

regular rate of pay because the employee is unable to work because of a bona               
fide need to care for an individual subject to quarantine (pursuant to Federal,             
State, or local government order or advice of a healthcare provider) or care for a               

Updated August 2020 
 



child (under 18 years of age) whose school or child care provider is closed or               
unavailable for reasons related to COVID-19. 

○ Caps under the Paid Sick Leave Law are in place for payment. 
 
Employees who believe they may have symptoms due to COVID-19, have tested            
positive, are caring for someone in their home that has tested positive, or are caring for                
a child (under 18 years of age) whose school or child care provider is closed or                
unavailable for reasons related to COVID-19, must contact the central office and            
Administrator and follow their guidance. Administrators should also follow up with the            
central office. The central office staff may have conversations related to symptoms and             
medical treatment, as defined under Equal Employment Opportunity Commission         
guidance 
https://www.jdsupra.com/legalnews/eeoc-issues-updated-guidance-regarding-14394/. 
 
 

Family First Coronavirus Response Act (FFCRA) – Expanded Family Medical 
Leave 
 
The FFCRA – Family Medical Leave Expansion allows employees to care for a child              
(under 18 years of age), whose school or child-care provider is closed or unavailable for               
reasons related to COVID-19.  

● FFCRA provides up to 10 weeks of paid expanded family and medical leave at              
two-thirds pay. Employees must have been employed for at least 30 calendar            
days, are unable to work due to a bona fide need for leave to care for a child                  
whose school or childcare provider is closed or unavailable for other related            
reasons to COVID-19.  

● Employees can use this leave intermittently. This means that employees’          
expanded FMLA leave regarding COVID-19 must be communicated with your          
Administrator and the Business and Office Manager. Pay at only two thirds (2/3)             
rate of their regular pay. 

○ Caps under the Expanded Leave Law are in place for payment. 
● Employees using FMLA Expanded Leave related to COVID-19 will be entitled to            

12 weeks total, 10 of which will be paid under the FFCRA. 
○ It shall not be an additional 12 weeks to the 12 weeks provided under              

FMLA, but may be ran concurrently by the district. 
○ District-provided leave will be required to be used concurrently with          

expanded FMLA leave, except for when an employee is using emergency           
paid sick leave under the FFCRA concurrently with expanded FMLA          
during the first two weeks. 

 
Notice: Where leave is foreseeable, an employee should provide notice of leave to             

the employer as is practicable. After the first workday of paid sick time, an              
employer may require employees to follow reasonable notice procedures in order           

Updated August 2020 
 

https://www.jdsupra.com/legalnews/eeoc-issues-updated-guidance-regarding-14394/


to continue receiving paid sick time. Employees and supervisors should contact           
the central office for guidance. 

 

Qualifying Reasons for Leave 
Under the FFCRA, an employee qualifies for emergency paid sick leave if the  
employee is unable to work (or unable to telework) due to a need for leave because the                 
employee: 

1. is subject to a Federal, State, or local quarantine or isolation order related to               
COVID-19; 

2. has been advised by a health care provider to self-quarantine related to             
COVID-19; 

3. is experiencing COVID-19 symptoms and is seeking a medical diagnosis; 
4. is caring for an individual subject to an order described in (1) or self-quarantine as                

described in (2); 
5. is caring for a child whose school or place of care is closed (or childcare provider                 

is unavailable) for reasons related to COVID-19; or 
6. is experiencing any other substantially-similar condition specified by the Secretary           

of Health and Human Services, in consultation with the Secretaries of Labor and             
Treasury. 

 
The Hallsville School District offers employees, based on their workday and FTE,            
personal paid leave, paid sick leave and emergency leave options. Additionally, the            
district has policies related to Family Medical Leave Act, as long as employees meet the               
minimum requirements and documentation requirements outlined under policy. For         
more information related to these policies and more, please visit the Hallsville School             
District website. 
 

Procedure for Requesting Leave 
 
All employees requesting Extended FMLA leave must provide notice of the need for             
leave to the Business and Office Manager as soon as practicable. We will provide you               
with a google form to fill out regarding your request for leave. Verbal notice will               
otherwise be accepted until the google form can be provided and filled out.  

 
Notice of the need for leave must include but is not limited to:  

● The name and age of the child or children being cared for. 
● The name of the school, place of care, or child care provider that closed or               

became unavailable due to COVID-19 reasons. 
● A statement representing that no other suitable person is available to care for the              

child or children during the period of requested leave. For children over the age              
of 14, a statement indicating the special circumstances that require the employee            
to provide care during daylight hours. 
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On a basis that does not discriminate against employees on FMLA leave, the Hallsville 
School District will require an employee on FMLA leave to report periodically on the 
employee's status and intent to return to work. 

 
 

Employee Status After Leave 
 

Generally, an employee who takes FMLA leave will be able to return to the same 
position or a position with equivalent status, pay, benefits, and other employment terms. 
The school district may choose to exempt certain key employees from this requirement 
and not return them to the same or similar position when doing so will cause substantial 
and grievous economic injury to school operations. Key employees will be given written 
notice at the time FMLA leave is requested of their status as a key employee. 
 
Please contact the central office with any questions.  
 

Interaction with Other Paid Leave 
The employee may use emergency paid sick leave under this policy before using any              
other accrued paid time off for the qualifying reasons stated above.  

 
Employees on expanded FMLA leave under this policy may use emergency paid sick             
leave concurrently with that leave. Emergency paid sick leave may also be used when              
an employee is on leave under traditional FMLA for his or her own COVID-19-related              
serious health condition or to care for a qualified family member with such a condition.  

 

Procedure for Requesting Emergency Paid Sick Leave 
Employees must notify their administrator and the business and office manager of the             
need and specific reason for leave under this policy. A google form will be provided to                
all employees on the school district website. Verbal notification will be accepted until             
practicable to provide written notice. 
 
Documentation supporting the need for leave must be included with the leave request             
form, such as: 

● A copy of the federal, state or local quarantine or isolation order related to              
COVID-19 applicable to the employee or the name of the government entity that             
issued the order. 

● Written documentation by a health care provider advising the employee to           
self-quarantine due to concerns related to COVID-19 or the name of the provider             
who advised the employee. 
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● The name and relation of the individual the employee is taking leave to care for               
who is subject to a quarantine or isolation order or is advised to self-quarantine. 

● The name and age of the child or children being cared for; the name of the                
school, place of care, or child care provider that closed or became unavailable;             
and a statement that no other suitable person is available to care for the child               
during the period of requested leave.  

o For children over age 14, a statement indicating the special          
circumstances that require the employee to provide care during daylight          
hours. 

Once emergency paid sick leave has begun, the employee and his or her administrator              
must determine reasonable procedures for the employee to report periodically on the            
employee’s status and intent to continue to receive paid sick time. 

 

Carryover 
Paid emergency sick leave under this policy will not be provided beyond December 31,              
2020. Any unused paid sick leave will not carry over to the next year or be paid out to                   
employees.  

If Work Is Not Available (regular positions and extra duty)  
If the district should have to close again in either a full model or partial model, full time                  
positions and activities may be impacted. The district’s intent is to pay all individuals or               
re-assign duties to ensure that services are still provided to all students and that pay               
remains as budget allows. Should the budget be impacted in a way that the district               
cannot afford standard operating procedures, employees will be communicated with          
well in advance. 

Benefits 
For information related to your benefits or questions related to benefits during 
COVID-19 or anytime during employment with Hallsville R-IV Schools, please direct 
your questions to Business and Office Manager, Ada Tharp at atharp@hallsville.org  
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Frequently Asked Questions (FAQ) 
 
 
What if I don’t feel well? 
If you believe your symptoms are COVID-19 related, additional leave may be available             
pursuant to the Families First Coronavirus Response Act (FFCRA). You will still need to              
report your absence in accordance with policy, and you will need to contact the central               
office for immediate guidance by phone. Also, you will need to contact your             
administrator so that they are aware and can assist you in the process. 
 
What if I am sick but it’s not COVID related? 
If you are sick but it is not COVID-19 related, you will use your sick leave in accordance                  
with policy. This process will not change from our previous standard process. 
 
How long do I have to be away from work if I test positive for Covid-19?  
You can be return to work after: 

1. 10 days since symptoms first appeared and 
2. 24 hours with no fever without the use of fever-reducing medications and 
3. other symptoms of COVID-19 are improving* 

 
How long do I have to be away from work if I’m a close contact to someone who                  
has tested positive for Covid-19? 
If you have been identified as a close contact with someone with COVID-19 you should               
stay home for 14 days after the last exposure to that person.  
However, anyone who has  had close contact with someone with Covid-19 and who: 

1. developed COVID-19 illness within the previous 3 months and  
2. has recovered and 
3. remains without COVID-19 symptoms (for example, cough, shortness of breath) 

Does not need to stay home 
 
What if I use all of my emergency paid sick leave (generally 2 weeks for full FTE                 
employees) to care for a family member but then get COVID symptoms? Do I get               
more emergency paid sick leave? 
No. If you use all your allotted emergency paid sick leave under the FFCRA, then you                
do not receive additional emergency paid sick leave for a different qualifying reason.             
However, you could use your district-provided paid leave, or you may be eligible for              
EFMLA. 
 
Can I use my district-provided leave to offset the 2/3 pay rate during a period of                
leave I must take for caring for my child (under 18 years of age) whose school or                 
child care provider is closed or unavailable for reasons related to COVID-19? 
When an employee is taking emergency paid sick leave, he or she may use existing               
district-provided leave to supplement their leave benefits but must inform payroll on            
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ore before the 16th of each month to do so. When an employee is using expanded                
FMLA, the first two weeks of expanded FMLA the employee may not use existing              
district-provided leave if they are also receiving emergency paid sick leave. If the             
employee is not using emergency paid sick leave during the first two weeks of unpaid               
expanded FMLA, and for any expanded FMLA after the first two weeks, the employee              
will be required to use existing district-provided leave concurrently with expanded FMLA            
pursuant to Board Policy, except that the district-provided leave that must be used will              
be limited to the same type of leave that the employee would be permitted to use if he                  
or she were not using expanded FMLA. 
 
How do I report my leave? 
You will enter any leave not run through Kelly Services into the employee portal for               
approval by your administrator. You will enter your absence online with Kelly Services             
and report your leave normally, if non-COVID related. If it is COVID related, you will also                
need to be in contact with Ada Tharp, so that we can direct you to the type of leave that                    
is required/allowed for the absence. If you are out for COVID or non-COVID related              
reasons, you will need to let your administrator know. 
 
Do I need to contact the Central Office regarding my COVID-related leave? 
Yes, CO will direct you to the type of leave that is required/allowed under federal law                
and/or policy. You may not have to use your own personal paid or sick leave if it is                  
COVID related. However, there will be a process to determine this and you will want to                
work with the central office through that process. 
 
Can my supervisor or Central Office send me home? If so, do I have to use my                 
leave? 
The district may send you home if it is believed you have symptoms related to COVID.                
For the day that the district sends you home paid administrative leave will be provided.               
Training to each building level or program level administrator will be provided by CO in               
terms of ability to send an employee home. There will be expectations for employees to               
pursue treatment or medical consultation. If you do not pursue this responsibility, you             
will then be required to use your own leave for any time missed. If you continue to be                  
gone for COVID related reasons and are seeking treatment through a medical provider             
including testing, then you may be eligible for the emergency sick leave through             
FFCRA. Please consult the central office. 
 
Can my supervisor or central office ask me about my symptoms if they are              
related to COVID? 
Yes, the Equal Employment Opportunity Commission has weighed in on COVID related            
conversations in the workplace. Normally an employer may not ask you specific            
questions related to symptoms without medical documentation. However, as COVID is a            
medical condition that affects others and has been deemed a public health concern,             
employers may ask employees if they are experiencing COVID-related symptoms, even           
prior to the employee working at the facility/location. 
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What if I don’t feel comfortable coming into work? 
The district recognizes that every employee is feeling something different right now and             
there is a lot of information circulating regarding COVID-19. What we know for certain is               
that our local health officials are guiding us through the process based on science and               
data. They are implementing guidelines to ensure that our staff and students are safe.              
Although you may have fears about returning, we will be directing employees to return              
to their positions based on those guidelines. If at any time the guidelines are relaxed or                
tightened based on the data, then Hallsville R-IV Schools will adjust to those changes. If               
you have a medical condition that prevents you from returning, you will need to contact               
your administrator/supervisor and Central Office. 
 
If I am a benefit earning employee and use COVID related leave, will I still get my                 
benefits? 
Yes, as long as you are a benefit eligible employee, and remain in paid status, your                
district-provided and paid benefits will continue. If you are no longer in paid status and               
are using some form of approved non-paid leave, you may be responsible for a portion               
of your benefits premium. Contact the central office regarding this information.           
atharp@hallsville.org. 
 
If I am caring for my child who has COVID, do I get the 2/3 emergency paid sick                  
leave for two weeks and then up to 10 weeks of 2/3 paid leave for the expanded                 
FMLA? 
You could. For situations that are specific to COVID, please contact the Central Office              
for direct guidance. 
 
If I am caring for my child, can I use the leave every other day or every other                  
week? 
Leave provided under the Family First Coronavirus Response Act (FFCRA) can only be             
used intermittently upon agreement between the employee and the employer.  
 
If I am using 12 total weeks to care for my child, why do I only get 10 weeks at 2/3                     
pay? Does this mean the first two weeks are unpaid? 
Correct. The first two weeks are unpaid, as outlined in the Family First Coronavirus              
Response Act. However, you may be entitled to emergency paid sick leave during these              
first two weeks, or you may be required to use existing district-provided leave during              
that time. 
 
What if I or my child have a compromised immune system? 
If you are eligible for either FMLA or expanded FMLA provided under the FFCRA, you               
may have the opportunity to receive paid or unpaid leave. Please contact the Central              
Office and work through all scenarios. 
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