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Aitkin County
Interim Policy: COVID-l9 Program for Employees

Article I. PURPOSE:

Section 1. Aitkin County believes in the importance of a healthy workplace and wellness and wants to
work together with employees to ensure essential functions are operational, services can be provided,
and employees are supported. In order to assist employees with health concerns and issues related to the
current public health environment, this COVID-19 Policy will be in place until abolished by the County
Administrator.

We recognize that the evolving nature of the pandemic will likely create the need for this policy to be
amended, updated, and replaced. This policy is dated in order to identify the most current policy.

Section 2.Paid Leave under the Federal Families First Coronavirus Response Act (FFCRA)
Aitkin County is charged with implementing the requirements of the Families First Coronavirus
Response Act, which includes the Emergency Paid Sick Leave Act and the Emergency Family and
Medical Leave Expansion Act. The following are a general summary of each of the Acts.

These provisions go into effect April 1,2020.

(A) Emergency Paid Sick Leave Act:

Emergency Paid Sick Leave is available for employees who are unable to work (or telework) due
to a need for leave because:

1) The employee is subject to a Federal, State, or local quarantine or isolation order related to
COVID_I9.
2) The employee has been advised by a health caie provider to self-quarantine due to concerns
related to COVID-I9.
3) The employee is experiencing COVID-I9 symptoms and seeking a medical diagnosis.
4) The FFCRA also provides up to two weeks of paid sick leave atpartialpay, up to a specified
cap, when an employee is unable to work because of a need to care for an individual subject to a
Federal, State, or local quarantine or isolation order related to COVID-l9 or who has been
advised by a health care provider to self-quarantine due to concerns related to COVID-I9.
5) The FFCRA also provides up to two weeks of paid sick leave atpartialpay, up to a specified
cap, when an employee needs to care for the employee's son or daughter whose school or place
of care is closed, or whose child care provider is unavailable, due to COVID-I9 related reasons.
6) The employee is experiencing a substantially similar condition, as specified by the Secretary
of Health and Human Services.
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Full-time employees will be paid for up to 80 hours of work. Part-time employees who have a

normal weekly schedule are entitled up to the number of hours of Paid Sick Leave equal to the
number of hours that the employee is normally scheduled to work over two workweeks. Part-

time employees who lack a normal weekly schedule will be paid in accordance with calculations
found in the FFCRA federal regulations.

Paid emergency sick leave is paid at 100% for an employee's own isolation, diagnosis, or
treatment and at 213 pay for any other qualifying reason under EPSLA. An employee may
choose to supplement their paycheck with available paid leave hours. Payment is not to exceed
$511 per day or $5,1l0 in the aggregate for self-care. An employee who takes emergency paid
sick leave for any other qualifring reason under EPSLA is entitled to be paid two-thirds of that
amount, up to $200 per day or $2,000 in the aggregate.

Emergency Paid Sick Leave will be utilized prior to other leaves that may be available.
Intermittent Emergency Paid Sick Leave may be authorized with approval of the department
head.

(B) Expanded Family and Medical Leave Act:

The Expanded Family and Medical Leave Act is available for employees who are unable to work
(or telework) to take care of children due to school or childcare closings. Prior to approval of this
leave, every effort will be made to allow the employee to work from home. The Bill expanded
application of the Family and Medical Leave Act to cover employees who have been employed
for the previous 30 days. This expansion of FMLA allows up to 12 weeks of paid time off for an
employee caring for a son or daughter if the school or place of care of the son or daughter has
been closed. In the event that the employee takes time off for a school closing, the first 10 days is
unpaid, but the employee may elect to use Emergency Paid Sick Leave (213 pay), as stated
above, or with available paid leave hours. The remaining leave must be paid at2l3 of the
employee's hourly salary up to $200 per day and $10,000 in the aggregate.

An employee may choose to supplement their paycheck with available paid leave hours.
Please note that these benefits and requirements as outlined in federal law are intended to be
limited in time. They are intended to expire at the end of the year, December 31, 2020. Pursuant
to federal law, these benefits do not vest, will not be paid out upon separation and may not be
canied over from year to year except as required by federal law.

Intermittent Expanded Family and Medical Leave will not be authorized.

See Appendix A for a list of emergency responders and healthcare providers exempt from the
Expanded Family and Medical Leave Act under this policy.
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ATticIe il.ATILIZATION OF.PAID LEAVE DURING A PUBLIC HEALTH EMERGENCY
Board adopted 3/18/2020. County Administrator Jessica Seibert declared this policy to be active on
March 18, 2020.

Section 1. Policy
Conditions may occur where a disease, such as influenza, respiratory illness or other contagious disease,
has been declared by the World Health Organization (WHO), Centers for Disease Control (CDC), or
Minnesota Department of Health (MDH) to be a public health emergency, indicating widespread human
infection. When one or more of the above declarations have been enacted, the County Administrator
shall have discretion to declare this policy as active.

If the County Administrator declares this policy to be active, exceptions to the collectively bargained
paid leave benefits and related county policies would be permitted to the benefit of employees, as
follows:

A. Full-time employees who have exhausted all paid leave will be allowed to go into the negative
of up to 15 days of paid leave (up to a maximum of 120 hours, unless a greater amount is
approved at the discretion of the County Administrator) for absence from work due to an
infection of the public health emergency or to care for an immediate family member due to an
infection of the public health emergency. Pro-rated for part-time employees, see attached form.
Refer to the policy manual or applicable contract for definition of immediate family member
under the sick leave provision.

B. Full-time employees may use any available paid leave (and go into the negative up to 120 hours),
in the event where a child's school or place of daycare has been closed due to public health
emergency and their presence is required to provide care for the family member. Pro-rated for
part-time employees, see attached form.

C. Up to a maximum of 120 hours negative balance may be arrived at in combination between
reasons (A) and (B) above, but shall not exceed 120 hours when combined for a full-time
employee. Pro-rated for part-time employees.

All other provisions of the collective bargaining agreements remain intact, including but not limited
to those pertaining to paid leave benefits.

Section 2. Scope
This policy applies to all County employees and is only in effect upon declaration by the County
Administrator and it will remain in effect until the County Administrator declares it to be inactive. In
making the decisions to invoke and end this policy, the County Administrator will consult with the
Directors of Public Health & Human Services and Human Resources.

Section 3. Responsibilities
Employees will receive a copy of this policy at the time that a declaration is made by the County
Administrator that the policy is being activated. Supervisors will be asked to discuss the policy with
their employees.
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Section 4. Background
Among prevention strategies associated with influenza and respiratory illnesses, some of the best ways
to prevent infection is to avoid being exposed to the virus that causes it. The Minnesota Department of
Health strongly encourages people to stay home if they are feeling sick, especially if they are
experiencing influenza-like or respiratory symptoms associates with widespread transmission.

Unique circumstances may exist during a declared public health emergency that our collectively
bargained agreements and policies do not provide adequate guidance. An example of this may be an
immediate family member's school or care provider being closed due to a declared public health
emergency.

Section 5. Procedures
An employee can go into the negative up to 15 days (120 hours) of paid leave who meet the criteria
below. The actual number of paid leave hours will be based on the employee's usual work schedule
exclusive of overtime and may not exceed 120 hours, unless a higher level is approved by the County
Administrator.

A. County Administrator has declared activation of this policy consistent with a public health
emergency declaration by the World Health Organization, Centers for Disease Control or by the
Minnesota Department of Health; and

B. Employee has an immediate family member affected as a result when a school or place of care
has been closed due to public health emergency and their presence is required to provide care
for the family member; or

C. Employee is experiencing symptoms consistent with the public health emergency, or is caring
for an immediate family member experiencing these symptoms; and

D. Employee is within the time period the County Administrator has declared this policy to be
active; and

E. Employee has exhausted all of his/her accumulated sick leave, vacation leave, personal leave,
PTO, and compensatory time; and

F. Employee has not already received the maximum balance allowed under this policy; and
G. Employee has requested the paid leave hours to go into the negative in writing using the attached

form.

The negative hours will automatically be taken from the employee's future accruals. This shall be
accomplished by employees receiving half their paid leave accrual for available use while the
other half is applied towards the advanced paid leave hours. Once the negative hours are paid
back, all leave accruals will again be credited to the employee's balance at their full accrual rate.
In the event the employee separates from Aitkin County before the negative hours have been
repaid, the county will deduct the value of the remaining hours (number of hours owed times the
employee's hourly rate of pay at separation) from the employee's last pay check.
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ITHIS SECTION INTENTIONALLY BLANK _ SEE FORM ON NEXT PAGE]
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Aitkin County
Request for Negative Sick Leave (or PTO) during a declared Public Health Emergency

Name (print): Department:

I am requesting negative sick leave (or PTO) accrual because:
. I am experiencing symptoms consistent with the declared public health emergency, or am

needed to care for an immediate family member experiencing these symptoms; or my child's
school or daycare has been closed and I am needed to provide care; and,

. f am within the period the County Administrator has declared this policy to be active;and

. I have exhausted all of my accumulated sick leave, vacation leave, personal leave, PTO,
extended sick leave, and compensatory time; and

. Ihave not already received the maximum allowedof 120 hours (or pro-rated hours,
if a part-time employee) based on my regular work schedule.

The number of negative sick leave hours I am requesting is:
Select one:

n A maximum of 120 hours. I normally work full-time, 40 hours per week on average, excluding
overtime, or 80 hours per pay period.

! A maximum of 

- 

pro-rated hours based on Policy / Union Contract. I normally work part-
time. E.g. A maximum of 87 hours for an employee who works 29 hours per week on average, or a
maximum of 60 hours for an employee who works 20 hours per week on average.

I Other, specify: A maximum of 

- 

hours (not to exceed 120 hours for full-time employees,
or pro-rated for part-time employees).

I agreethat the actual number of hours within the maximum specified above will be limited to
the actual number of hours needed for this purpose and that they may not be accumulated,
transferred, or used for any other purpose.

I agree that negative hours will automatically be taken from my paid leave (vacation/sick or PTO)
accruals. This shall be accomplished by having half of my paid leave accruals available for use
while the other half is applied towards the advanced paid leave hours. Once the negative hours are
paid back, all leave accruals will again be credited to my balance at the fullaccrual rate.

I agree that if I separate from Aitkin County employment before the negative hours are fully paid
back, Payroll will deduct the value of those hours (number of hours owed times my hourly rate of
pay at separation) from my last pay check(s). I agree to immediately pay any additional amount owed
that is not covered by the final payroll wittrholding to Aitkin County.

Employee's Signature: Date
Supervisor Approved
Department Head: ! Approved
Internal Use Only: HR/Payroll Comments:

[Full Paid leave accruals: Vac, _Sick, PTO]
[Half applied towards pay back: Vac, _Sick, PTO]

Denied, reason
Denied, reason
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Article III. SCHEDULE CHANGES AND WORKING REMOTELY FROM HOME

Section 1.

Department Heads will make arrangements to ensure critical/essential functions will continue.
Telecommuting and working from home is not appropriate for all positions, and no employee is
guaranteed the opportunity to work from home. Based on business need, staff will be given assignments
and may be required to have Virtual Private Network (VPN) access in order to work from home or
another remote location when assigned by their supervisor. This may include staff who are subject to
quarantine. Staff may be reassigned to perform other duties remotely as needed. Schedules, approved
leave, and other situations may require changes or adjustments based on essential business needs.

Any work done remotely must meet business needs, follow the Aitkin County Personnel
Policies, Remote Access Agreement, and any applicable departmental policies, and be approved in
advance by the Supervisor, Department Head, and/or designee. (Remote Access requires approval of IT
and the County Administrator.)

Article IV. SENDING EMPLOYEES HOME WHO APPEAR TO BE SICK
Board adopted 3/18/2020. Revised below.

Section I

A. To minimize the spread of the COVID-l9 virus, supervisors may send employees home who
exhibit COVID-19 symptoms at work, after consultation between the employee, supervisor
or department head, HR Director, and a health care professional. To be elieible for

must be consulted. If the
does not wish to contact a healthcare provider. they mav consult with an Aitkin County
Public Health Nurse who will conduct a screening of symptoms prior to making a final
determination. When the oublic health nurse is utilized. the emplovee is not
elisible for naid emersencv sick leave- but utilize their accrued time as stated below
See also Appendix B.

B. Aitkin County Public Health Nurses or healthcare providers who conduct the screening will
state to the employer whether their assessment indicates the employee can remain at work or
should go home.

C. Remote work may be available to employees who are sent home, but are still well enough to
work, or the employee may use paid leave until authorized by an Aitkin County Public
Health Nurse or healthcare provider to return to work. For the purposes of this section (c),
paid leave is defined as comp time, PTO, vacation, sick leave, or personal leave. Retum to
work will be dependent on duration and severity of the employee's symptoms, and could be 7
calendar days or more. This retum-to-work determination will be made in consultation with
the employee, supervisor or department head, HR Director and a health care provider (eI
public health nurse as noted in Section 1A above). Household members who work for Aitkin
County may also be required to isolate for 14 calendar days (includes incubation period).
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Article V. POST-TRAVEL MONITORING
Board adopted 3/18/2020. This revised policy will be in e.{fect until declared inactive by the Countv
Adminis

Section I
A.

B.

Non-essential out-of-state travel is not recommended. Employees who travel out-of-state by
airline will be required to remain at home for 14 calendar days after return, for post-travel
monitoring. Every effort will be made to allow for remote work. If remote work is not an
option, the employee shall utilize paid leave balances. For the purposes of this section (b),
paid leave is defined as comp time, PTO, vacation, or personal leave. Utilization of sick
leave is not authorized under this section (b), unless or until the sick leave utilization criteria
contained in policy or collective bargaining agreement language is met.
Department heads may make exceptions to this post-travel monitoring policy in instances
where employees need to drive out-of-state and they will be in limited contact with others.

Article VI. NOTIFYING OTHER EMPLOYEES OF A CONFIRMED CASE OF'COVD-l9

Section 1

As recommended by the CDC, if an employee is confirmed to have COVID-l9, Aitkin County will
inform fellow employees of their possible exposure to COVID-I9 in the workplace, but protect privacy
as required by state and federal law. Aitkin County will not identify by name an individual who has
contracted the disease. Employees exposed to co-worker with confirmed COVID-19 should refer to
CDC guidance for how to conduct a risk assessment of their potential exposure. Aitkin County will
work closely with healthcare providers and rely on guidance from federal and local authorities about
transmission risk and containment.

Article VII. WORKERS COMPENSATION

Section 1

COVID-I9 will be treated the same as other illness or injury. If an employee contracts COVID-19 from
exposure at work, the supervisor must be notified and a First Report of Injury will be filed and
submitted. The insurer will review the information to make a compensability determination.

BY:Aitkin County COVID-l9 Unified Command Center

William Pratt, Chair
Aitkin County Boord of Commissioners

Date

Jessica Seibert
Aitkin C ounty Administr ator

Date
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Appendix A
EMERGENCY RESPONDER AND HEALTHCARE PROVIDER LIST

Emergency responders and healthcare providers are critical to the Stateos response to COVID-19. The
MN Governor's Executive Order 20-02 and US Department of Labor issued guidance on the definition
these, see Appendix C.

List of emergency responders and healthcare providers exempt from the Expanded Family and Medical
Leave Act under this policy include:

Aitkin County has opted not to exempt any job classifications from the FFCRA paid emergency
sick leave provision.

Aitkin County has opted to exempt all job classifications from the FFCRA Expanded Family and
Medical Leave at this time because child care is available for workers in the Critical Sectors,
covering the majority of county employees. In situations where child care services are not
available to the employee and telework is deemed not viable, the County Administrator may
authorize use of the expanded Family and Medical Leave on a case-by-case basis.

o

o
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Appendix B
FFCRA AND ORDER 20.02 DEFINITION OF EMERGENCY RESPONDER AND

HEALTHCARE PROVIDER

FFCRA definition of emergency responder and healthcare provider fas of 41812020]

.57. Who is an €ilrrEehcy responder?

Fsrthe puryose$ of Emp[ayees wl'lo may *e *xct*ded fr*m Paid Sick Leaue *r Erpended Farr'rily and Medical Leave by

their Employer under the FFCR{ an emerge*ey respcnder is ar':ya*e necessany far t}'re provisi*n of transport, care.

healthcaren rourfort and nutrition of such patients, sr stilers needed fortlre resp*rrse to CO1/!$-1.9. This inclsdes tlut is

not limited to minitary or nat{onal guard, law enforcer er:t *fficers, c*rrectional institutisn personnel, fire fighterq

ernergencli rfiedical servi€es personnel, Bhysicians, r-rrlrs€s, public hea[t{r pers*nnel, emefgen{y snedicat tecLrnicians.

parame,dicso emergency mnnagennext perxonnel,9ll op*:ators, child weifare wsrkers end service provide;=. pu,bEic

works personnet, and persorrs with skitls *r tlaining i* aperati*g :pecialized equipnre*rt or etfier skills needed tc prcvide

aid in a declared emergency. as wetl as individuels who wurk fsrsuch facitities emplcying ihese indivicli*a*s and whase

lvor* is necessntj tc maintain the operation of tFre facitity. This nlsa includes any individual whor* the l'lighest offic**[ of *
State er territony, incluc{ing the Dlstrict sf Ce[*mhia, deter*r:ines is an ernergency responder lrecessarg for that Statek or

teritory's sr the District pf fs[umtriat respanse t* {*VlD-lS"

To rninir*ize the spread af the virus *ssociated with CSVf*-19, the Departmernt encsurages emp*oyers t+ be jr.rdicieus

when using this definition to exempt emergencs responders fr-qrr* the provisions of the FFCR{"

56"Whsi** n*heelth rare provid*r"who may he excluded bytheiremptoy*rfrem paid *ick leave andforexp*ndad
{arnily und medical laave?

Far the purpeses of E*rployees irulro nray be exempted fron'r Pa*d Sick Leave or Expa*d*d Farni'ly and &4edical Leave by

their Employer under the FFCRA, a health care provider is anyone ernployed at a*y d*ctar's affice, hospital, health care

center, clinic, p+st-secondary educational institxtion offering healtl'r care instructi*no medical schoel, lccal health

department or agency; nursing fucitity, rellrernent faci[itg nur:ing hame, home health care pr*vider, eny facility that
performs taboratorj or medlcal testing, pharrnacy, nr any slmilar institutlonn Employer, *r entig. This includes any

permanent or temporary institution, facility, t*cation, oii sitervhene +ned*ca[ serulces are prcvided tfrat ar"e similarts such

institutlsns"

This definition includes any individual rnrplayed by an entity that c*ntracts with any *f these institutipns descrlbed

ahsve tp provlde services or to maintain the operatian *f the facilitywhere that individ*al"s servires supp*rt the

operation of the facitlty" This also includes anyone emrployed by any entity tlrat prcrides r*edica[ selicesn prodt"rces

nT edical products. er is stherwise invslved in the rnaking $f COVID-19 related medic*l equipn:ent, test*, drugs, vaccines,

dlagnosticvehicles, artreatnrents. This alsq inciudes any individurl tEratthe highest official af a State orterrEtory,

ineluding the District cf Columbia, determi*es is a lrealtlr care providernecessary for that Statek srterritory's or the

Sistrict of Cclurnbia's response to CQ\IIO-!.9"

Te minirnize the spread af the virus xssociated with COVI&-l$, the Oepartrrent enrcourrage* emplnyens to be judicious

when usi*gthis definition to exempt health care providers fronr the pr*visions of tFre FFCRA"
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MN Governor's Executive Order 20-02 definition of emergency workers:

B t" Srnergen$y wcrksrs {ineBuding prnviders sf kselttrmsrs, Fmcryeary n*edicnl $er-v;sra,

l*ng-t*rm rud p*ot*aeutn cere; larff e.nfiirs$me*tt p*rs*nnnl; perx*nnet praviding

Eorrectiorlsl $ervise$i publi* healtle *mpl*yees; l}r*Sghter* snd *tirer dir*t r'*rponder*;

c*d c.*urt perxemne$ ars *ritiasl t* the $tnte'x rnspon$* go *OV[S-1$- Suri*g the
Clo*urcFori**, snd nubjn*t t* p*r*grqpk tr?. ssho*Es *r* dirs.+ted to pn*vide cars tc, at

x ruininaryn. disfrict-enrslleS studen* ag*d 33 nruJ urts{tlr w}:s #r* chitdrerr *f
sffisrgens$ wsrkers. In prnviding this e*rc, sckacls mast pra*liue.hygi**e *nd s*cinf
Sistmrcing bm{ prac-titcs- $ch$$ls ilE not require'rl t* prnvidc this esr*.during
previuustry nsh*dulsd breeks rcSeeted pn a schcol-h,oar:d oppr*ved calendsr" I
$ncswe&r schssl* and nch**l district* ts als* prcvid* *xtendd Eare-hef.ore and
qftsr sehesl hqur**ta stude*ts whe tre *trrildr*n of*mergenvy workelx. MDI1 wilE

provide firrtker grdr*nnce to ssho$lx end scheol distri*ts sb*:ut this prwici*n.
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