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Returning to The Workplace: A Guide

Goal & Key Guiding Assumptions

Goal
Provide key information to enable decision making
around how we might reopen offices as safely as possible
and handle associated challenges.
Key guiding Assumptions
Flagler College is first and foremost committed to being
good stewards of our Flagler family by implementing
processes and protocols designed to protect the campus
environment and our students, staff and faculty.
The guidelines below are built on current
recommendations from the Center for Disease Control
and Prevention, World Health Organization, the White
House coronavirus task force and aligning with state
and local guidance and ordinances. It is assumed that
these recommendations will continue to be updated
and evolve as more information becomes available from
these entities.
The guidelines implemented on campus for the safety
and well-being of our community may be more stringent
than mandated by local and state guidelines.
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Expectations of Employees &
Guidelines in the Workplace

As we return to the workplace, all employees are expected
to follow procedures and protocols that protect their own
safety and well-being and the safety and well-being of
everyone in the Flagler family. By doing this as a whole,
we control our environment and can move back to our
roles with confidence.
Before you come to campus:
Three initiatives have been implemented for all
employees who come to campus and are outlined below:

1.

Social distancing must be adhered to at all times. This
requires maintaining a 6’ distance between yourself and
others.

2.

Masks are required at all times while on campus and
outside of your own personal work space. Supervisors
will supply employees with masks, but personal
masks may be used. See Appendix B for additional
information.

3.

Anyone who comes to campus must complete a health
assessment form and submit it to their immediate
supervisor.

Continued to next page
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Health Assessment Form
The health assessment form for employees and vendors
can be found on My Flagler under the employee tab and
at the end of the appendices of this document.
In the form you will be required to assert that you
do not have a temperature above 100.4 and are not
presenting any of the following symptoms.
Cough or Shortness of Breath
OR at least TWO of these symptoms
Fever
Chills
Repeated shaking with chills
Muscle pain
Headache
Sore throat
New loss of taste or smell
Vomiting
Diarrhea
You will also need to assert that you have a mask and
will wear it outside of your own personal work space
and/or when around others.

Continued to next page
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Employees who exhibit symptoms or test positive for
COVID-19 must work with their supervisor and the Office
of Human Resources to develop a plan that outlines the
number of days to self-isolate away from campus and the
appropriate documentation needed to return to work. If
necessary, the College will direct such employees to leave
the campus immediately and not return until sufficient
time and/or sufficient documentation is received by
the Office of Human Resources demonstrating that the
employee may safely return to work and is not a threat to
himself/herself or others.
At-risk employees considering coming to the office
should consult with their supervisor prior to returning to
campus. See Appendix C for additional information.
Contact tracing and isolation
In the event an employee contracts COVID-19, Flagler
College will take the appropriate steps of:
Step 1 Once a supervisor is notified that his/her
employee has tested positive for the coronavirus,
then the supervisor should send the employee
home immediately (or tell the employee to
stay home). Per HIPPA, the supervisor is not
allowed to share this information with any other
employees, except as noted below.

Continued to next page
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Step 2 Within minutes, the supervisor is to contact the
respective Divisional Leader (DL) and Chief HR
Officer (CHRO) to disclose that their employee
has notified them that they have tested positive
for the coronavirus.
Step 3 The CHRO will contact the Director of Risk
Management (DRM) to notify them of a positive
case.
Step 4 The CHRO and DRM will notify the President of
the College (PC), the Assistant to the President
(AP), and the Vice President of Marketing and
Communications (VPMC) of the positive case.
Step 5 The CHRO and DRM will work with the DL
and supervisor to identify close contacts and
determine who needs to be quarantined. The
CHRO and DRM will handle communication to
identified employees; not the supervisor.
Step 6 The CHRO & DRM will contact the employees
on the “close contact” list to notify them that
they should remain home. The employees on
the close contact list should be sent home for a
mandatory fourteen-day period to ensure that
the infection does not spread. The College will
arrange paying for testing if necessary.
The employee will be instructed to contact their
immediate supervisor to discuss the transition of work
if needed. If an employee is unable to work from home
while under quarantine they must utilize PTO.
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Phased Staffing
The return to work implementation will happen over a
period of time as the College progresses through three
different phases, each with its own set of criteria. All
guidelines mentioned above in the Before You Come to
Campus section remain in place until the College deems
they are no longer necessary.
Phase 1: Offices open for all critical employees and
maintenance and custodial employees. All
other employees should continue to work from
home during this phase.
Complete Office Assessment for furniture,
signage and cleaning supplies. Link to this
formhttps://flagler.co1.qualtrics.com/jfe/form/
SV_8CHWs1wEpntBC17
Survey facility and notify housekeeping of any
area that needs to be cleaned prior to staff
returning.
This includes sanitizing and disinfecting all
areas of the office such as:
Office Responsibility

Employee Desks

Walls & Glass

Housekeeping

Kitchen & Pantry

Common
Surface area

Bathrooms

Floors

Continued to next page
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Follow good hygiene protocols - wash hands
frequently, wipe down workstation including
the desk, monitor, keyboard, laptop, chair, etc.
multiple times during the day.
Travel restrictions are in place as referenced in
Appendix D.
Required Use of PTO
If an employee is unable to work from home
and is unable to return back to work due to
child care closures, then the employee will
be required to utilize PTO and/or FMLA. See
Appendix E for the FMLA policy.
If an employee is 65 or over in age/has a preexisting medical condition and is unable to work
from home due to heightened risk, then the
employee will be required to follow and apply
for FMLA. See Appendix E for the FMLA policy.
If an employee lives with a person who is over
65 years of age/has a pre-existing medical
condition and is concerned about returning
back to work due to potential exposure to this
household member is unable to work from home
then the employee will be required to follow and
apply for FMLA. See Appendix E for the FMLA
policy.
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Phase 2: Offices open with limited capacity
Working from the office begins in a staggered
approach. Each division determines a
schedule that works for their building capacity
and job duties.
Reach out to Larry Weeks, Director of
Business Services and Campus Planning,
and the facility director of your building for
assistance in development of plans.
Office areas frequently cleaned as determined
in Phase 1.
Employees should be encouraged to wipe
down their workstation including the desk,
monitor, keyboard, laptop, chair, etc. multiple
times during the day.
A priority should be made to hold meetings via
Zoom to adhere to social distancing practices.
When an in-person meeting is necessary,
chairs should be placed at least 6-feet apart,
and all participants have the option to attend
virtually. Host is responsible for proper
sanitization of the space prior to and at the
conclusion of the meeting. Please refer to
Appendix A.

Continued to next page
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Travel restrictions are in place as referenced
in Appendix D.
Required Use of PTO
Employees who are unable to work from home
are required to follow guidance in Phase 1 as it
relates to PTO and the FMLA process.
Employees who have been identified as essential
by their Divisional VP are able to volunteer
to return back to work during Phase 2. Since
essential employees are capable of working
from home, then they are not required to utilize
PTO unless they are taking time off and/or
unavailable to work.
Divisional VPs will work with their employees
to determine the appropriate number of people
allowed in the office at a given time. Staggered
schedules and shifts will be considered where
appropriate.
Phase 3: Offices open with Full capacity
There are no government limitations or
restrictions in place.

Continued to next page
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The number of people allowed in the office is
no longer limited, exclusive of the regular legal
limitations. However, staggered shifts will still
be supported if the work aligns with the needs of
students.
Student Workers may return to their positions
in the office. Exceptions for an earlier return can
be determined by the divisional leader for each
department.
We aim to make the office an enticing
environment to attract those comfortable to
work there, but will accommodate personal
needs and comfort-levels in consultation with
the divisional leader and the Chief Human
Resources Officer.
Only measures and procedures from above
that are determined to be needed and are
communicated are still in effect.
The College will monitor travel restrictions
and follow CDC guidelines as referenced in
Appendix D.
All employees will follow the College’s PTO
policy.
Final decisions to open offices will be made by the
President.
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Personal Safety
All offices should provide enough space for employees to
be able to distance themselves from each other and share
the following instructions with employees:
Employees should be staying at least 6 feet away
from others at all times, taking care if using
meeting rooms, etc.
Using video chat services such as Zoom,
Business Skype, or Microsoft Teams
whenever the 6-foot social distancing spacing
requirements cannot be satisfied for the inperson meeting. (See more specific information
below).
Masks are required at all times while on campus
and outside of own personal work space.
Employees should eliminate contact with others,
such as handshakes or embracing coworkers,
etc.
Employees should avoid touching surfaces
touched by others, to the extent feasible.
Employees should avoid being in proximity
to anyone who appears to be sick, or who is
coughing or sneezing - if an employee is showing
any such symptoms, they should refrain from
coming to the office. See more under Health
self-screening.
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Office Procedures
Food and beverage safety measures
All offices should review food and beverage
options and its handling to avoid crosscontamination.
Snacks such as nuts/fruits/vegetables need to be
individually packaged vs in bulk and not shared
with anyone.
There should be no bread/pastries/cookies
offered unless they’re individually packed.
ARAMARK will adhere to their guidelines for
food service.
Office Deliveries Procedures
Office deliveries should be kept at a minimum
and focus on essential deliveries only.
Signage Around the Office
All offices should consider providing signage
to help with social distancing and sanitary
measures.
For more information please refer to the Return to Work FAQs.
https://www.flagler.edu/campus-community/news/coronavirus/
coronavirus-faqs/
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Appendix A
SANITIZATION AND DISINFECTION POLICY
Flagler College is deeply committed to keeping its
employees safe and healthy during this unprecedented
global pandemic. In furtherance of this goal, Flagler
College has established a new Sanitization and
Disinfection Policy to mitigate against the spread of
COVID-19 in the workplace.
According to CDC guidance, the virus that causes
COVID-19 can remain viable on surfaces for several
days depending on the type of material. Flagler
College believes that routine cleaning and disinfection
of common areas and frequently touched surfaces
is an essential part of any plan to curb the spread of
COVID-19.
Flagler College will use an EPA-registered household
disinfectant or a bleach or alcohol-based solution
consistent with CDC guidance. Employees performing
cleaning and disinfection procedures will be required to
wear gloves, face masks, and other appropriate PPE.
Sanitization and disinfection of common areas as well
as frequently touched surfaces will take place at the
following intervals:
If someone in your office is sick:
Facilities staff will need to consider factors such as
the size of the room and the ventilation system design
(including flowrate [air changes per hour] and location
of supply and exhaust vents) when deciding how long
to close off rooms or areas used by ill persons before
beginning disinfection.

Continued to next page
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Area

Objects/Surfaces

Disinfectant

Doorknobs, tables, chairs,

EPA-registered

and other commonly

household

touched surfaces

disinfectant or a

Main Lobby

Method
Spray or wipe

Frequency
At least four
times per day

bleach or alcoholbased solution

Doorknobs, lockers, water
fountains, and other
commonly touched surfaces

EPA-registered

Spray or wipe

household

At least four
times per day

disinfectant or a
bleach or alcoholbased solution

Hallways
Doorknobs, tables, chairs,

EPA-registered

and other commonly

household

touched surfaces

disinfectant or a

Spray or wipe

At least four
times per day

bleach or alcoholbased solution

Cafeteria
Faucet, toilet, doorknobs,
dispenser, and other
commonly touched surfaces

EPA-registered
household

Spray or wipe

At least four
times per day

disinfectant or a
bleach or alcoholbased solution

Bathrooms
Desks, chairs, keyboard, and

EPA-registered

other commonly touched

household

surfaces

disinfectant or a

Spray or wipe

Daily

Mop

Daily

bleach or alcoholbased solution

Workstations
Floors

EPA-registered
household
disinfectant or a
bleach or alcohol-

All

based solution
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Appendix B
CLOTH FACE COVERINGS POLICY
The CDC has learned that asymptomatic and presymptomatic individuals can be highly contagious
and spread the disease when “interacting in close
proximity—for example, speaking, coughing, or
sneezing—even if those people are not exhibiting
symptoms.” Face coverings may capture droplets and
minimize some exposures to the virus. Accordingly, the
CDC “advises the use of simple cloth face coverings to
slow the spread of the virus and help people who may
have the virus and do not know it from transmitting it to
others.”
The CDC recommends wearing cloth face coverings in
public settings where other social distancing measures
are difficult to maintain, and especially in areas of
significant community-based transmission.
In addition, numerous states and jurisdictions have
ordered business to provide face coverings to employees
to wear when interacting with the public
Fit:
Cloth face coverings should:
Fit snugly but comfortably against the side of
the face;
Be secured with ties or ear loops;
Include multiple layers of fabric;
Allow for breathing without restriction;
Be able to be laundered and machine-dried
without damage or change to shape

Continued to next page
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Paper Coverings:
Single-use paper-based face coverings may be an option,
but their effectiveness varies and the CDC has not issued
any specific recommendations with regard to their use.
Individuals should be careful not to touch their eyes,
nose, and mouth when removing a face covering and
wash hands immediately after removing.
Flagler College Provision of Cloth
Face Coverings:
Flagler College will be making and documenting goodfaith efforts to secure face coverings as a required
element of doing business.
The CDC’s website includes do-it-yourself (DIY) options
for making one’s own face covering using materials
such as T-shirts, bandanas, and hair ties, and numerous
similar tutorials can be found online.
Employee-Provided Face Coverings:
Employee-provided face coverings may be desirable
where Flagler College is having difficulty sourcing face
coverings. Employees who are using their own face
coverings must make sure that these coverings meet
the CDC’s recommendations and that they clean them
correctly.
Washing:
Cloth face coverings should be routinely washed
depending on frequency of use.

Continued to next page
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Storage:
Face masks shall be stored in a paper bag, to wick
moisture. Note that plastic bags retain moisture and
create an environment to propagate infectious material.
Fitting and maintenance.
All employees shall be trained on proper fitting and
maintenance of face masks, including replacement if
they become saturated from exhalation.
Contraindications:
Cloth face coverings should not be placed on young
children under age 2, anyone who has trouble breathing,
or is unconscious, incapacitated or otherwise unable to
remove the mask without assistance.
Refusal to Wear:
Face coverings are considered protective equipment. An
employee who fails to bring their face covering to work,
after having been provided a face covering or providing
their own, should not be permitted to work on-site until
they are able to obtain a face covering.
Where an employee is unable or unwilling to wear
a face covering due to a medical condition such as
claustrophobia, asthma, or COPD, Flagler College will
engage in the interactive process as required by the
Americans with Disabilities Act (ADA) and similar state
and local provisions. An employee who cannot breathe
through a face covering will not be required to wear
one, but may need to be temporarily removed from
customer-facing responsibilities, provided with leave or
accommodated in some other fashion.
Continued to next page
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Where an employee is unable or unwilling to wear a face
covering due to a religious objection, the objection will
be evaluated in light of all of the relevant circumstances
and the College should engage in the interactive process
as required by Title VII and similar state and local
provisions.
Obstruction Hazards:
Employees must take care not to use a face mask that
obstructs their vision or “steams up” their safety glasses.
Employees should not use a face mask that obstructs
their vision while operating vehicles or machinery.
Asphyxiation Hazards:
Tight, homemade face masks made of impermeable
materials or face masks covered with saliva or mucous
may excessively limit an employee’s breathing. This can
cause rebreathing of carbon dioxide or other infectious
material.
Entanglement Hazards:
Employees working near machinery that presents an
entanglement hazard should consult their supervisor to
ensure that the hazard of wearing a face mask does not
exceed that of not wearing one.
Sources:

Centers for Disease Control, Use of Cloth Face Coverings to Help Slow the
Spread of COVID-19, https://www.cdc.gov/coronavirus/2019-ncov/preventgetting-sick/diy-cloth-face-coverings.html.
Centers for Disease Control, Recommendation Regarding the Use of Cloth Face coverings,
Especially in Areas of Significant Community-Based Transmission, https://www.cdc.gov/
coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover.html
https://www.littler.com/publication-press/publication/masks-and-face-coverings-whatFlagler Colleges-need-know
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Appendix C
EMPLOYEES AT HEIGHTENED RISK FOR
COVID-19
Employees at Higher Risk.
According to the latest guidance from the Centers
for Disease Control and Prevention (CDC), certain
individuals are at higher risk of getting very sick from
COVID-19 include older adults and people who have
serious chronic medical conditions including:
Heart disease
Diabetes
Lung disease
Employee Protection Measures.
Given this risk, Flagler College encourages higher risk
employees to take all the following steps recommended
by the CDC for those at higher risk:
Take everyday precautions to keep space
between oneself and others;
When in public, keep away from others who
are sick, limit close contact and wash hands
often;
Avoid crowds as much as possible; and
During a COVID-19 outbreak in one’s
community, the CDC recommends that at-risk
individuals stay home as much as possible.

Continued to next page
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Additionally, Flagler College has the following measures
in place to protect all employees and in particular those
at higher risk:
All employees, but especially higher risk
individuals, are to wash their hands often
with soap and water for at least 20 seconds,
especially after blowing one’s nose, coughing,
or sneezing, or having been in a public place.
Higher risk employees will not be penalized
for taking more breaks to engage in hygiene
related measures.
Flagler College will provide a supply of hand
sanitizer and tissues to each higher risk
employee to keep in their workspace (at least
60 percent alcohol).
Flagler College will adopt a higher frequency
schedule of cleaning and disinfection for
surfaces with which higher risk individuals
may come in contact (e.g., desks, tables,
doorknobs, light switches, handles, toilets,
faucets, sinks, etc.).
Flagler College will suggest that the higher
risk individual advise coworkers to maintain
a distance of at least six feet from their
workspace, if feasible.
Flagler College will consider whether the
higher risk individual’s workspace can be
reconfigured or relocated to limit exposure to
coworkers within six feet.
Flagler College will not require higher risk
individuals to meet or work in and around
crowded spaces, especially those that are
poorly ventilated or closed-in settings with
Continued to next page
little air circulation.
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Flagler College will provide workforce
education and training that some people may
be at higher risk for severe illness, such as
older adults and those with chronic medical
conditions, and that higher risk individual
may maintain a distance from coworkers for
this reason.
An employee with symptoms of COVID-19
will be sent home to avoid contact with other
employees, including higher risk individuals.
Refusal to Work.
The Occupational Safety and Health Administration
(OSHA) regulations address when an employee may
refuse to work due to concerns about health and
safety issues. 29 C.F.R. § 1977.12(b)(2). OSHA permits
employees to refuse to engage in “dangerous work” if
the following conditions are met:
Where possible, the employee has asked
Flagler College to eliminate the danger, and
the Flagler College failed to do so;
The employee refused to work in “good faith”
(the employee genuinely believes an imminent
danger exists);
A reasonable person would agree that there is
a real danger of death or serious injury; and
There isn’t enough time, due to the urgency of
the hazard, to get it corrected through regular
enforcement channels, such as requesting an
OSHA inspection.
Continued to next page
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This is a fact-specific assessment which depends on
the higher risk individual’s situation, the nature of the
job and the work, and the measures Flagler College has
taken to address potential workplace exposures.
If higher risk employees have concerns about exposure
at work, they should speak to the Office of Human
Resources. Human Resources can facilitate a dialogue
with the employee about their concerns and options.
The assessment should include consideration of
OSHA implications, Americans with Disabilities Act
(ADA) reasonable accommodation and leave options,
including Family and Medical Leave Act (FMLA).
Accommodations that may be afforded to employees
may include, as appropriate:
Flexible work arrangements
Telework
Additional steps to limit exposure in the
workplace
After following the above OSHA guidance, if the
employee continues to refuse to return to work the
provisions of the Flagler College faculty and staff
handbooks will apply.
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Appendix D
SOCIAL DISTANCING IN THE
WORKPLACE POLICY
Flagler College is deeply committed to keeping its
employees safe and healthy during this unprecedented
global pandemic. In furtherance of that goal, Flagler
College has established a new Social Distancing in the
Workplace Policy to mitigate against the spread of
COVID-19.
Where possible and until further notice, all employees
must follow the following steps when physically present
in the workplace:
Entry and Exit:
Employees should maintain a six-foot distance
from all others when entering and exiting the
workplace.
Employees should proceed directly to their
work station or designated work area.
Employees should remain at their work
stations or designated work areas for the
duration of the time they are in the workplace,
with the exception of meal and rest breaks
or as otherwise required to perform their job
functions.
Work Stations and Equipment:
Employees should only work in their own
work stations or designated work areas. If
employees share work space, employees
should not begin work until all proper
sanitizing protocols have been followed. See
Appendix A.
Continued to next page
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Employees should not share equipment. If
employees have to share equipment as part
of their work, employees should not begin
to use the shared equipment until all proper
sanitizing protocols have been followed.
Shared Spaces:
Employees should remain at their work
stations or designated work areas when
working.
Employees should not congregate in the
hallways, restrooms, or other common spaces
that remain open.
When moving around the workplace,
employees should maintain a six-foot distance
from all others when possible.
Employees are encouraged to take their
breaks outside, in their vehicles, or other nonshared spaces where they can maintain social
distancing.
The following shared spaces will be
temporarily closed if the ability to properly
sanitize is not available: kitchen, break room,
conference rooms.
Contact with Others:
Where possible, all meetings and conferences
must be conducted via telephone, Skype for
Business, or Zoom.
If in-person contact is essential to the
performance of the job, the employee should
maintain a six-foot distance from all other
individuals present, not to exceed 10 people.

Continued to next page
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Commuting and Travel:
If possible, avoid public transportation and
shared-ride services when traveling to or from
the workplace.
If the employee must take public
transportation to travel to or from the
workplace, consider adjusting schedule to
travel before and after rush hour in order to
maintain social distancing.
Avoid all non-essential business travel.
Flagler College will follow travel guidelines
from the Centers for Disease Control and
Prevention.
If traveling to an area designated as highrisk, consult with your divisional leader and
the Chief Human Resources Officer to discuss
need for quarantine or isolation procedures.
Essential travel is defined as travel which
is essential to Flagler College’s mission and
operation that can only be completed by
physically being present and doesn’t create an
unacceptable health hazard. Essential travel
includes traveling to a workshop linked to
ensuring accreditation, attending a conference
where you are a presenter on behalf of Flagler
College or any other travel associated with
ensuring the successful delivery of a critical
mission area of the College.
Any exceptions to the requirement that
College travel be deemed essential will be at
the discretion of the president and divisional
leader.
Continued to next page
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Flagler College Travel Restrictions
All outbound international-related travel is
suspended.
All new domestic travel will require preapproval by the president, and divisional
leader before expenditures/commitments are
to be made. The approving authority should
determine that the proposed travel is essential
before it is approved.
Personal travel to areas of with wide-spread
or ongoing community spread of COVID-19
should be limited. If an employee travels to
one of these locations, quaratining for 14 days
may be required before returning to work.
Individuals returning from international
travel or a cruise must self-quarantine for 14
days from the date of return to the United
States.
Employees must disclose if they have traveled
internationally or taken a cruise within
the last 14 days. If an employee confirms
international or cruise travel, the employee
will be mandated to self-quarantine for 14
days from the date of return to the U.S.

If you cannot comply with any of the directives in
this policy because of a disability, please contact the
Office of Human Resources to discuss a reasonable
accommodation.
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Appendix E
Federal Family and Medical Leave Policy
An employee may be eligible to take unpaid family and
medical leave under the federal Family and Medical
Leave Act (FMLA). This introduces the rights and
provisions of the federal FMLA. If an employee has
questions regarding the FMLA, please contact the Office
of Human Resources.
Eligibility
To be eligible for leave, an employee must have been
employed by the College for at least 12 months. In
the 12 months immediately preceding the beginning
of the leave, the employee must also have worked at
least 1,250 hours to qualify for federal FMLA. Flagler
College has chosen to include all employees regardless
of location, negating the 50 employee or 75 mile rule
that is included in the federal law.
Amount of Leave Available
Eligible employees may take up to a total of 12 weeks of
FMLA leave within a rolling 12-month period, measured
backward from the date an employee uses any FMLA
leave, for any combination of the following reasons:
The birth of an employee’s newborn child or
the placement of a child with the employee for
adoption or foster care
To care for the employee’s spouse, child or
parent with a serious health condition
The employee has a serious health condition
that makes the him or her unable to perform
the functions of their job
Continued to next page
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A qualifying exigency that arises because
the employee’s spouse, child or parent is a
covered military member on covered active
duty (or has been notified of an impending
call or order to covered active duty)
Where leave is taken to care for a covered service
member with a serious injury or illness, a spouse, child,
parent or next of kin may take up to 26 weeks of unpaid
FMLA leave during a single 12-month period. Eligible
employees are limited to a total of 26 workweeks of
FMLA-protected leave during that 12-month period.
For example, an employee cannot take 26 workweeks
of FMLA leave to care for a covered service member
and then take 12 more weeks for other FMLA qualifying
reasons.
Under the federal FMLA, spouses employed by the
College are jointly entitled to a combined total of 12
weeks of leave for the birth of a newborn child, for the
placement of a child for adoption or foster care and to
care for a parent who has a serious health condition.
The federal FMLA does not cover care for parentsin-law. Spouses employed by the College are jointly
entitled to a combined total of 26 weeks of leave to care
for a covered service member.

Continued to next page
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Notifying the Company of the Need for
Family or Medical Leave
Generally, an application for leave must be completed
for all leave taken under this policy. A non-emergency
leave should generally be requested from the Office
of Human Resources at least 30 days, or as soon as
practical, in advance of the date the leave is expected
to begin. In cases of emergency, an employee (or
the employee’s representative, if the employee is
incapacitated) should give verbal notice as soon as
possible, and the application form should be completed
as soon as practical. Failure to provide adequate notice
may, in the case of foreseeable leave, result in a delay
or denial of leave. It is the employee’s responsibility
to notify their supervisor and the Office of Human
Resources of absences that may be covered by the
FMLA.
The employee must provide sufficient information
regarding the reason for an absence for the College
to know that protection may exist under this policy.
Failure to provide this information will result in delay
or forfeiture of rights under this policy. This means the
absence may then be counted against the employee’s
record for purposes of discipline for attendance or
similar matters. Moreover, when appropriate, the
College may designate time off as FMLA leave even if an
employee does not return FMLA paperwork.

Continued to next page
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Medical Certification Process
In addition to an application for leave, the employee
will be required to complete a medical certification form
when leave is for a family member’s or the employee’s
own serious health condition. The certification form
needs to be signed by the health care provider. The
forms are available from the Office of Human Resources.
Second or third certifications from health care providers
and periodic recertification at the College’s or the
employee’s expense may be required under certain
circumstances.
The College may also require periodic reports during
federal FMLA leave regarding your status and intent to
return to work.
Substituting Paid Leave for Unpaid Leave
(FMLA)
Federal FMLA leave is unpaid. The College requires
you to use all accrued PTO\EEF at the time of the
initial absence in conjunction with FMLA leave. An
employee will go on unpaid leave once they have used
up their PTO if they are not a member of the Employee
Emergency Fund.
When the employee uses PTO or the EEF leave,
the absence will be counted against the employee’s
entitlement to FMLA leave under this policy and will
not extend the employee’s leave. In other words, any
paid leave is used concurrently with FMLA leave.

Continued to next page
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When an employee is absent due to a work-related
illness or injury that meets the definition of a serious
health condition, the absence will be counted against
the employee’s entitlement under this policy. In other
words, the employee is using FMLA leave concurrently
with the workers’ compensation absence. An employee
is not required to substitute paid time off for an absence
covered under workers’ compensation.
Non-Continuous Leave
Intermittent or reduced leave will be permitted only
when it is medically necessary or for a qualifying
exigency, as explained above. In all cases, the total
amount of leave taken in a calendar year should not
exceed an employee’s total allotment as defined earlier
in this policy.
If an employee request non-continuous federal
FMLA leave which is foreseeable based on planned
medical treatment for themselves, a family member
or a covered service member, the employee may
be required to transfer temporarily to an available
alternative position offered by the College for which the
employee is qualified and which better accommodates
recurring periods of leave than the employee’s regular
employment position. The employee will be entitled to
equivalent pay and benefits, but will not necessarily be
assigned the same duties in the alternative position.
This provision may also apply if the College approves
a non-continuous leave for the birth of a child or the
placement of a child for adoption or foster care.
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Benefit Continuation during Leave
The College will maintain the employee’s group health
plan coverage and certain other employment benefits
(such as group life insurance, AD&D insurance and
health and dependent flexible spending accounts)
during the employee’s FMLA leave on the same terms
as if the employee had continued to work, if these
benefits were provided to the employee before the leave
was taken. The employee will be required to pay their
regular portion of premiums.
Benefits that are accumulated based upon hours worked
will not accumulate during the period of FMLA leave.
In some instances, the College may recover premiums it
paid to maintain health plan coverage for an employee
who fails to return to work from FMLA leave.
Benefit Continuation during Leave
If the reason for FMLA leave is for the employee’s own
serious health condition, the employee will be required
to present a fitness-for-duty certification immediately
upon return to work.
If you wish to return to work before the scheduled
expiration of FMLA leave, you must notify the College of
the change in circumstances as soon as possible, but no
later than two working days prior to the desired return
date.
If the employee exhaust all leave under this policy and
are still unable to return to work, the employee must
notify the Office of Human Resources within 3 days
of the approved FMLA leave ending. The employee’s
situation will be reviewed to determine what rights and
protections might exist under other College policies.
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Rights upon Return from Leave
Upon return from family or medical leave, the employee
will be returned to the position the employee held
immediately prior to the leave, if the position is vacant.
Certain exceptions exist for key employees, as defined
by law. If the position is not vacant, the employee will
be placed in an equivalent employment position with
equivalent pay, benefits and other terms and conditions
of employment.
The law provides that an employee on leave has no
greater rights than the employee would have had if
the employee had continued to work. Therefore, an
employee may be affected by a layoff, termination or
other job change if the action would have occurred had
the employee remained actively at work.
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COVID-19 Vendor/Visitor Self-Certification Screening Form

I, _______________________, attest to the following:
�I do not exhibit any of these symptoms:
Cough or Shortness of Breath

OR at least TWO of these symptoms
•Fever •Chills •Repeated shaking with chills
•Muscle pain •Headache •Sore throat
•New loss of taste or smell • Vomiting
•Diarrhea

�I have taken my temperature prior to arriving to campus and I have no fever without taking
fever-reducing medicines (a temperature at or above 100.4)
� Flagler College has notified me that I am required to wear a mask at all times while on
campus.

Vendor/Visitor name: ______________________________________________
Vendor/Visitor signature: ___________________________________________
Today’s date: _________________________________________________
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COVID-19 Employee Self-Certification Screening Form

I, _______________________, attest to the following:
�I do not exhibit any of these symptoms:
Cough or Shortness of Breath

OR at least TWO of these symptoms
•Fever •Chills •Repeated shaking with chills
•Muscle pain •Headache •Sore throat
•New loss of taste or smell • Vomiting
•Diarrhea

�I have taken my temperature prior to arriving to campus and I have no fever (a temperature at
or above 100.3) without taking fever-reducing medicines.
� Flagler College has notified me that masks are required at all on times while on campus and
outside of own personal work space. If I do not have a mask, Flagler College will provide one to
me.

Employee name: ______________________________________________
Employee signature: ___________________________________________
Today’s date: _________________________________________________
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*The following is provided for an Employee’s personal use to document his or her symptoms and
temperature. This page should not be provided to the employer but kept for the Employee’s
personal records.

Date

Temperature

Respiratory
symptoms?
(Y/N)

Other symptoms or notes
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