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On March 29, the federal government’s guidelines urging Americans to stay at 
home, practice social distancing and take other steps to prevent Covid-19 from 
spreading were extended until April 30.  This extension is causing us to change 
our treatment of Covid-19 related unpaid leave of absences (LOA).  Given the 
total duration of the Covid-19 period and potential to be extended further, the 
company cannot continue to allow an employee to take an unpaid LOA without 
consuming any PTO or Vacation.  The accommodation was an exception to our 
current LOA policy so we must consider fairness given the potential duration of 
the leave.  In addition, we are hopeful that business will recover in the second 
half of the year.  As such, we expect to consume approximately 50% of the 
overall PTO / Vacation accrual by end of July as normal to ensure that we don’t 
have operational issues at the end of the year.  Effective March 29, consistent 
with the government extension, the following change will be made to our 
Covid-19 LOA treatment:

Covid-19 Unpaid LOA Treatment Update

Covid-19 Unpaid LOA Treatment:  An employee utilizing an unpaid LOA due to 
Covid-19 related issues including “high risk”, “caring for high risk”, “concern for 
well-being”, “child care issues” and “quarantined for being suspect” will be 
required to utilize up to 50% of their vacation as of the start of 2020 year (carry-
over plus 2020 load) and any PTO in their current balance.  

An employee diagnosed with a documented confirmed case of Covid-19 will be 
allowed to take an unpaid LOA without being required to consume Vacation or 
PTO until the approved return to work date.

Example 1:  An employee has 80 hours of Vacation (40 hours loaded plus 40 
hours carry-over) at the start of the 2020.  Currently, the employee has zero PTO 
and 70 hours of available vacation.  The employee is currently on an approved 
unpaid LOA linked to Covid-19 (not due to a documented confirmed case) and 
not able to return before April 30 corresponding to the federal government 
communication.  Starting on the week of March 29, the employee will be forced 
to utilize 40 hours (50% of 80) of vacation.
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Example 2:  An employee has 80 hours of Vacation (40 hours loaded plus 40 
hours carry-over) at the start of the 2020.  Currently, the employee has 24 
hours PTO and 70 hours of available vacation.  The employee is currently on 
an approved unpaid LOA linked to Covid-19 (not due to a documented 
confirmed case) and not able to return before April 30 corresponding to the 
federal government communication.  Starting on the week of March 29, the 
employee will be forced to utilize 24 hours of PTO and 40 hours (50% of 80) 
of vacation.

Example 3:  An employee has 80 hours of Vacation (40 hours loaded plus 40 
hours carry-over) at the start of the 2020.  Currently, the employee has 24 
hours PTO and 10 hours of available vacation.  The employee is currently on 
an approved unpaid LOA linked to Covid-19 (not due to a documented 
confirmed case) and not able to return before April 30 corresponding to the 
federal government communication.  Starting on the week of March 29, the 
employee will be forced to utilize 24 hours of PTO and 10 hours (all remaining 
hours since less than 40) of vacation.

Example 4:  An employee has 120 hours of Vacation (80 hours loaded plus 40 
hours carry-over) at the start of the 2020.  Currently, the employee has 24 
hours PTO and 80 hours of available vacation.  The employee is currently on 
an approved unpaid LOA linked to Covid-19 (not due to a documented 
confirmed case) and not able to return before April 30 corresponding to the 
federal government communication.  Starting on the week of March 29, the 
employee will be forced to utilize 24 hours of PTO and 60 hours (50% of 120) 
of vacation.

The updated treatment is still a concession to our normal LOA policy.  

We appreciate your understanding as we continue to work through this 
difficult period.  

Please contact your HR Business Partner if you have any questions or 
concerns.  




