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COVID-19 Information for Supervisors and Employees 

 

TIME & ATTENDANCE/SICK LEAVE 

1. If I’m not feeling well, how do I know whether to stay home? What if a family 

member is ill?   

If you are not feeling well, please stay home. Paid sick leave is available for use by most 

employees during these circumstances. It is also available if you need to stay home to 

care for a family member who is not feeling well. Please notify your direct supervisor as 

soon as possible and make sure that the time away is accounted for/recorded in Paycor.  

 

2. What if my child’s school or care provider is closed due to health concerns - can I 

use sick leave? 

Effective 4/1/20, the Families First Coronavirus Response Act (FFCRA) provides paid 

sick leave or expanded family and medical leave for specified reasons related to COVID-

19.   Qualifying reasons for COVID-19 leave are found on the Leave Chart.  

 

3. What is my FVCC employee paid sick leave benefit? 

The College's paid sick leave benefit complies with Montana Code Annotated 2-18-618 

for eligible employees.  Sick leave credits are earned at the rate of 12 working days for 

each year of service without restriction as to the number of sick days that may be 

accumulated. Eligible employees are not entitled to be paid sick leave until they have 

been continuously employed 90 days.   

 

4. How many hours of sick leave have I accrued? 

Your current sick leave hours are accessible in Paycor.  Select Me > Time and 

Attendance > Benefits.  Scroll to the bottom of the screen to find your current balance.  

 

5. What if I am out of sick leave accruals and need to care for myself or a family 

member or my child’s school is closed? 

Effective 4/1/20, the Families First Coronavirus Response Act (FFCRA) provides paid 

sick leave or expanded family and medical leave for specified reasons related to COVID-

19.   Qualifying reasons for COVID-19 leave are found on the Leave Chart.  

 

6. What if my family members and I are healthy and my child’s school/care provider is 

open, but I am still concerned about coming to work - can I use sick leave accruals? 

Can I use vacation accruals? 

You may not use sick accruals in this instance. You may use vacation accruals, but the 

normal process for requesting vacation leave would still apply (you would need to secure 

prior approval from your supervisor to use vacation leave, and you would need to account 

for the time in Paycor. 

 

https://www.paycor.com/
https://www.dol.gov/agencies/whd/pandemic/ffcra-employer-paid-leave
https://hr.fvcc.edu/
https://www.paycor.com/
https://www.paycor.com/
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7. I am not on direct deposit.  Will my check be mailed to me?   

If the College or other national services are under Stay-at-Home or other orders, mailed 

payroll checks may experience delays.  To ensure timely delivery of your pay, employees 

are highly encouraged to elect direct deposit. This can be completed online by going to 

your Paycor account, Me > Profile Summary > Compensation > Direct Deposit.   

 

WORKPLACE 

8. What should I do if an employee is exhibiting symptoms of a respiratory illness 

comes into work?  

We need to be sensitive and respectful toward the person who could feel singled out. 

Most of us are deeply committed to our work, and this employee would likely not be an 

exception. More significant though, is our obligation to provide a safe environment for 

coworkers and students and to do our part in slowing the spread of the virus.  

Employees who have symptoms of acute respiratory illness are recommended to stay 

home and not come to work until they are free of fever (100.4° F or greater), signs of a 

fever, and any other symptoms for at least 24 hours, without the use of fever-reducing or 

other symptom-altering medicines (e.g. cough suppressants).  

 

o Actively encourage sick employees to stay home 

o Identify whether you or the direct supervisor should discuss it with the 

employee.  Promptly have a conversation in a confidential environment away 

from others. Let the employee know of concerns that he/she is ill, and that you are 

requesting the employee to go home promptly.  

o The College, in alignment with CDC guidelines, is requesting people to stay home 

if they are ill. The employee may be reluctant to stay home due to a lack of leave 

accruals and the resulting negative financial impact. While this is a difficult 

situation, the employee must not be in the workplace for the safe working and 

learning environment of others.  Please have him/her contact HR for available 

resources.  

o It will not be necessary for employees with acute respiratory illness to provide a 

healthcare provider’s note to validate their illness, as medical facilities may be 

extremely busy and not able to provide such documentation in a timely way.   

o Supervisors should request employees to regularly check-in to determine when it 

might be advisable to return to campus.  

o Respect the employee's privacy and limit what is shared with others who may be 

curious.  
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9. What can I do to minimize risk in the workplace? 

o Urge anyone who is sick to stay home. 

o Try to find ways to give people more physical space (social distancing) so that 

they aren’t in close contact as much as possible. 

o Discourage employees from using other employee’s phones, desks, pens, 

keyboards, etc., when possible. 

o Encourage employees to maintain good health habits, such as frequent hand 

washing. 

o Clean surfaces with standard cleaners. 

 

10. How will I be informed if FVCC is closed? 

o Employees and students will be notified of closure through the E2 alert system.  

o The Human Resources website will be updated with further information for 

employees regarding the closure.  Public and student information will be available 

on the FVCC website.  

 

11. If FVCC is closed due to an outbreak, will employees be paid? 

While the College is under Stay-at-Home orders March 30-April 10, regular employees 

who are scheduled to work are paid up to 80 hours of Emergency Leave without charging 

the absence to vacation or sick leave accruals.  Staff who were not scheduled to work due 

to prearranged time off such as vacation, holiday, bereavement, sick or other leaves, will 

continue in that status.  

 

12. If asked by the public about how the campus is handling the COVID-19, how should 

I respond?   

o Public perception is important, and people need to be reassured that we are following 

CDC guidelines.   

o Our custodial and food service operations are taking additional precautions with 

environmental cleaning at this time. 

o We are in active collaboration with Flathead City County Health department 

(FCCHD) and the Montana University System (MUS) and coordinating efforts in the 

event of a community outbreak.   

o Events and meetings are not being cancelled at this time; however, we encourage at 

risk people to stay informed of CDC advisories.  

 

STUDENT EMPLOYEES 

13. Do my student employees continue to work? 

This is determined by supervisors on a case-by-case basis.  With classes cancelled March 

16-20 and Spring Break March 23-27, supervisors may not have work for students to 

perform.  However, if there is productive work available then students may work.  

 

https://hr.fvcc.edu/
https://www.fvcc.edu/
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14.  My student employee relies on this income.  If the college shuts down, will student 

employees get paid?  

There are three types of student employees:  federal work-study (FWS), state work-study 

(SWS) and non-work-study (NWS).  It is important to know the type of student 

employment since they fall under different guidelines.   

 Federal work-study (FWS):  According to guidance from the US Department of 

Education, if a FWS employee is unable to work due to FVCC’s closure, then 

he/she will receive pay for scheduled work.  

 State work-study (SWS): SWS student employees will receive pay for scheduled 

work. 

 Non work-study (NWS):  NWS employees will only be paid for work 

performed.  

 

15. I am not on direct deposit.  Will my check be mailed to me?   

If the College or other national services are shut down, mailed payroll checks could be 

delayed.  To ensure timely delivery of your pay, employees are highly encouraged to 

elect direct deposit. This can be completed online by going to your Paycor account > Me 

> Profile Summary > Compensation > Direct Deposit.  The election of direct deposit 

must be completed four business days prior to the pay date. For example, for the March 

31 pay date, direct deposit elections must be completed in Paycor by March 24.  

 

TRAVEL 

16. What if I am scheduled to travel for work?  

All work-related travel is cancelled until further notice.  Work with appropriate college 

personnel on financial reimbursements for tickets and registrations.  Travel restriction 

will be revaluated at the end of summer. 

 

17. I have personal travel plans.  Could that impact my work?  

You should notify your supervisor of personal travel plans solely for awareness purposes 

and be fully informed of CDC travel resources and advisories. Any travel at this time will 

require you to self-isolate for 14 days.  In the event of this type of absence, personal leave 

must be reported. 

 

BENEFITS 

18. How will COVID-19 testing be covered for participants of the MUS health plan?  

Testing and treatment for COVID-19 is available under the regular terms of the Medical 

Plan.  

 

19. Are there telehealth services available?  

https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
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For BlueCross/Blue Shield insurance participants, a 24/7 Nurseline is staffed by 

registered nurses who are available 24 hours a day, seven days a week at 1-877-213-

2565. The 24/7 Nurseline can help answer your health questions, day or night.  This 

service is, unfortunately, not available for Allegiance and Pacific Source participants. 

20. Is there mental health support available? 

Employee Assistance Plan (EAP) benefits are available to all employees and their 

families at no cost. The EAP offers confidential advice, support, and practical solutions to 

issues.  

 

WORK FROM HOME 

21. Can I work from home?  

Employees must request authorization from their supervisor to work from home. Not all 

roles lend themselves to work from home, so communication with their supervisor is key. 

If approved, the arrangement is only intended as a temporary measure. A supervisor will 

consider a number of factors, including: 

o The nature of the work performed; 

o The service needs of the College; 

o Whether your position is classified as exempt or nonexempt (eligible for overtime 

pay);  

o The feasibility of using the home environment for work; and 

o Whether campus health and safety or the health and safety of the employee is at risk. 

 

22. If I need to stay home to care for myself or a family member, can I also do work and 

not use my sick leave? 

The priority in any situation requiring sick leave is to attend to your own or a family 

member’s needs. This time should be accounted for through the utilization of leave 

accruals. In most cases, this means that working from home would not be feasible. 

 

23. How do I access my work phone messages remotely?  

Call 756-3377, enter your extension #, and then enter your password.   

 

24. How do I set up a temporary phone greeting?  

Go to your voicemail, press 82, choose option 3, and follow prompts. 

 

QUESTIONS 

25. Who do I contact if I have other questions? 

Your supervisor should be your first resource for questions.  Others can be submitted to 

HR@fvcc.edu.   

https://choices.mus.edu/eap-work-life.asp
mailto:HR@fvcc.edu

