
Are you
physically needed

on campus
(essential)? 

NoYes

Can you work
remotely?Yes

Have you
been reassigned

to alternate
duties?

Are you unable
to perform your full
duties due to the

pandemic?

Yes

Is this prior to
May 1, 2020 (or the
end of the pandemic

declaration,
if earlier)?

No

No Yes

No

I am an employee of
the University, but not
a student employee
and I want or need

time off.

Yes

Do you want
to use COVID-

19 Leave?
Yes

Request
COVID-19

Leave.

Was COVID-
19 Leave approved

by your Vice
Chancellor?

Yes

No

No

No

Yes

Are you
requesting leave

for a qualifying need
related to the
pandemic?

Yes

You may
request

Extended
FMLA Leave.

Yes

Do you have
at least 30 days

employment with the
University prior to

requesting
leave?

Is this prior
to December 31,

2020?

No

Do you
have earned

Sick Leave that you
would want to

use?

You are not eligible for leave until your
essential status or ability to work remotely
is revised or until your hours have been
reduced due to the pandemic. You may

request regular leave.

Enter COVID-19
Leave on your Timesheet
or Leave Report for time
you've not worked due to

the pandemic.

Follow the
process

outlined in
Extended

FMLA Leave.

This process
remains

undefined at
this time.

No

Yes

Enter Sick Leave
on your

Timesheet or
Leave Report for
the time you've
not worked due

to the pandemic.

Do you have
Vacation or Paid

Holiday time?

No

No

You may request
vacation or paid

holiday time.

Enter Vacation or
Paid Holiday time on

your Timesheet or
Leave Report for

time taken.

Yes No

You will need to
consult with your

supervisor on
unpaid leave

options.

If this request is
related to federal or

Wisconsin FMLA
(not extended

FMLA), you will
need to go through
the FMLA request

processes unrelated
to COVID-19.
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Is the Safer
at Home Order
still in place?

YesNo
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UWSP Pandemic Leave Request Decision Tree 
 

 
Created:  April 5, 2020 

This decision tree is not policy, but a guidance instrument to assist with the complexity of leave requests during this 
health crisis.  UW System policies control the actual decisions and govern over any perceived discrepancies between 
the actual policies and this guidance. 
 
 

If your request for leave meets the need for leave as outlined in UWSA Policy 1213, you may request 
conventional FMLA.  Conventional FMLA is not a pay status but affords job protection.  If you desire paid 
status, you will want to also select a leave that permits this. 
 
FMLA FAQs are available from the UW System Office of General Counsel. 
 
 
 
Unable to perform full duties is further described in UWSA Policy 1200-Interim 02 5.B.I.  Answering “no” 
would mean the employee is able to do their job without particular issues and only the more 
conventional leaves would apply.  However, there are times that there may not be a sufficient amount of 
work to fill the entire pay period and this would then change the response to “yes” for those particular 
times and continue through the decision tree. 
 
 
 
An employee that is physically needed on campus (this could be police, custodial, food service, and 
others as defined by the unit) is more fully understood within the UWSA Policy 1200-Interim 02 and 
guidance from UW System.  It is expected that managers and supervisors will work with employees who 
are otherwise adversely impacted by the incident to be as flexible as possible while continuing to meet 
the needs of the University. However, there are times that there may not be a sufficient amount of work 
to fill the entire pay period.  Insufficient amount of work would change the response for this question to 
“no” for those specific times and continue through the decision tree. 
 
 
 
When an employee is able to work remotely, they are expected to do so.  The use of COVID-19 Leave is 
not appropriate in such instances.  Employees who are in self-quarantine, caring for others, assisting 
children with home instruction, or other conditions that are given as simple examples in UWSA Policy 
1200-Interim 02 5.B.I. that are able to work remotely should be given as much flexibility with schedules 
and days of work to permit them to be effective in doing this.  It is expected that managers and 
supervisors will work with employees who are otherwise adversely impacted by the incident to be as 
flexible as possible while continuing to meet the needs of the University.  However, there are times that 
there may not be a sufficient amount of work to fill the entire pay period.  Insufficient amount of work 
would change the response for this question to “no” for those specific times and continue through the 
decision tree. 
 
 
 
 
 
 
 

1 

 

2 

 

3 

 

4 

 

https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/wisconsin-and-federal-family-and-medical-leave-acts/
https://www.wisconsin.edu/general-counsel/legal-topics/fmla/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-covid-19-leave-policy/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-covid-19-leave-policy/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-covid-19-leave-policy/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-covid-19-leave-policy/
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If the employee cannot work remotely, the unit may reassign employees to alternate duties that may be 
performed remotely.  In such instances, UWSA Policy 1200-Interim 02 5.B.II. is clear that the employee 
cannot refuse the reassignment in order to take COVID-19 Leave.  Units should be as flexible as possible 
to ensure the needs of the University and the employee are met.  There are times that there may not be 
a sufficient amount of work to fill the entire pay period.  Insufficient amount of work would change the 
response for this question to “no” for those specific times and continue through the decision tree. 
 

 
 

UWSA Policy 1200-Interim 02 expires on May 1, 2020. 
 
 
 
UWSA Policy 1200-Interim 02 5.B.IV. requires the approval of the Chancellor or their designee.  At UWSP, 
Chancellor Patterson designated the Vice Chancellors of each department as the approvers of their 
respective departments. 
 
 
 
UWSA Policy 1200-Interim 03 3. permits employees with 30 days of work service to the University prior 
to claiming leave to have access to FMLA Expansion.  Things to keep in mind with this leave is: 

• There is a ten-day exclusion period (5.1.), but other accrued leave, including COVID-19 Leave (if 
available) can be used to cover these ten days. 

• The pay rate for this leave is 2/3 of regular pay (or $200/day, whichever is less).  Other accrued 
leave can be used to bring the employee to full pay status. 

• The total paid amount for this leave is $10,000. 
 
 
 
UWSA Policy 1200-Interim 03 expires on December 31, 2020. 
 
 
 
UWSA Policy 1200-Interim 03 4. provides the definition for qualifying need related to a public 
emergency. 
 
 
 
It has been determined that UWSA Policy 1212 4.C.(1)i. permits the use of Sick Leave for absences as a 
result of exposure to contagious disease does fit the Safer at Home order issued by Governor Evers.  
Once the order expires, the use of Sick Leave will no longer be permitted for this pandemic. 
 
 
 
Employees on the paid leave status of COVID-19 Leave are subject to recall.  Supervisors will ensure that 
the recall time is reasonable (such as reporting to work within an hour).  This provides the University the 
ability to respond to urgent needs and emergencies. 
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https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-covid-19-leave-policy/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-covid-19-leave-policy/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-covid-19-leave-policy/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-fmla-expansion/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-fmla-expansion/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/interim-fmla-expansion/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/sick-leave/

