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In consideration of operational changes related to COVID-19, the City of Shreveport has approved
paid Administrative Leave for all employees until April 30, 2020. This does not mean that all
employees are being placed on paid Administrative Leave. Instead, this means that any employee
who is sent home due to reasons related to the COVID-19 are eligible to receive paid
Administrative Leave upon approval. This paid Administrative Leave is subject to extension,
depending upon circumstances. Our policy requires that when an employee is positively diagnosed
with COVID-19 by a medical provider, this leave will be changed to sick leave until such time
they recover, or their sick leave is depleted, after which they will continue to be paid using
Administrative Paid Leave. Employees who are out sick for any reason other than COVID-19 will
be required to use their accrued sick time and must follow their departmental/City of Shreveport
Persormel Rules and Procedures for doing so.

In light of the current pandemic, Congress took steps to assist employees who are affected by the
pandemic. One of those steps was the passage of the Families First Coronavirus Response Act.
This act provides two (2) kinds of paid leave for employees.

The first kind of leave is Emergency Paid Sick Leave, which includes the equivalent of two weeks
of paid leave for employees who are sick related to the COVID-19 virus. In order to qualify for
this leave, employees must have one of the six (6) qualifying reasons below:
(1) The employee is subject to a Federal, State, or local quarantine or isolation order related to
COVID-19.

(2) The employee has been advised by a health care provider to self-quarantine due to concerns
related to COVID-19.

(3) The employee is experiencing symptoms of covID-19 and seeking a medical diagnosis.
(4) The employee is caring for an individual who is subject to a quarantine or isolation order as
described in (1) above, above, or has been advised as described in (2) above.

(5) The employee is caring for a son or daughter whose school or place of care has been closed,
or the child care provider is unavailable, due to COVD-19 precautions.

(6) The employee is experiencing any other substantially similar condition specified by the
Secretary of Health and Human Services in consultation with the Secretary of the Treasury and

the Secretary of Labor.
The second kind of leave is Public Health Emergency Leave, which includes up to twelve (12)
weeks of leave for employees who need time off to care for their child who is under 18 years of
age because the child's school or place of care has been closed, or the child's care provider is
unavailable, due to a public health emergency. The first ten (10) days are unpaid, but the employee
may substitute paid leave, if they have paid leave time available. After the first ten (10) days, the
remainder of the leave is paid leave. The Act limits the amount of required paid leave to no more
than $200.00 per day and $10,000.00 total. In order to qualify for this leave, employees must be
employed by the employer for at least thirty (30) calendar days.

In consideration of this new Act, during this pandemic, we are amending how we will handle leave
for employees who are diagnosed with COVID-19. Any employee who is positively diagnosed
with COVID-19 must contact their immediate supervisor to inform them of that diagnosis. The
supervisor will then notify the employee's timekeeper, who will record the employee's leave on
an Absence Request and Report Corm P24). For the first two (2) weeks of their illness, the
employee will be paid for their regularly scheduled hours using Emergency Paid Sick Leave. If
the employee is still sick after being absent for two (2) weeks, they will then be required to contact
their timekeeper to advise the status of their leave, and to use any available compensatory time and
paid sick leave they have. If that leave is, or becomes depleted before they are well, or they have
no available sick leave, they will continue to be paid using Administrative Paid Leave until April
30, 2020.

For the purpose of notifying other potentially affected employees, between now and April 30th,
any employee who becomes ill, who is quarantined for suspected infection, or who has been in
close contact with someone who becomes ill with COVID-19 must contact their immediate
supervisor to inform them of that diagnosis, quarantine or contact. By doing so, this will allow the
employee's department to caution any other employees who might have been in contact with that
affected employee to take the necessary precautions, such as self-quarantining or contacting their
health care provider.

The City of Shreveport will continue to do all that we can to keep you informed of all changes that
are occurring at the City and we encourage all of you to follow the directions of our local, state,
and federal officials regarding this pandemic. Please do not hesitate to reach out to Human
Resources via email oersonnel@,shreveoortla. gov, should you have any questions.

Director of Human Resources

