Coronavirus Supervisor Guidance for Staff and Student Employees
Updated March 10, 2020; this guidance will be updated as needed

Thank you for caring for each other and for rising to meet the many challenges that are
presented during this time. As previously communicated, campus remains open and most
operations continue as usual. This initial guidance is provided to help us all navigate this very
fluid situation in a way that is measured and that prioritizes care for individuals and community.

e Supervisors are to encourage employees to stay home if they have symptoms of a
respiratory illness. If an employee appears to have or develops acute respiratory illness
symptoms (i.e.severe cough, difficulty breathing, shortness of breath) while in the
workplace, supervisors should isolate the employee in an unused space if possible and
call 7911.

e Employees, including those who fall into the_higher risk categories identified by the
Centers for Disease Control and the Washington State Department of Health, should
communicate with their supervisors about specific situations that may influence their
ability to be present on campus. If you are not in a high risk category, taking care of
someone in a high risk category or impacted by other emerging situations due to the
Coronavirus, you are expected to be at work. Working remotely may be possible in
limited situations and is to be approved by individual supervisors in consultation with the
appropriate Vice President or Dean and Human Resources.

e For staff in high risk categories, vacation and/or sick leave can be used for absences
that occur when PLU is open but individual employees do not work. Refer to leave
policies in the benefits section of the Personnel Manual. Employees who have
exhausted their vacation and sick leave, and are not working remotely, will be
considered to be on leave without pay.

e Staff and student employees who are ill or caring for others will not be asked to provide a
healthcare provider’s note to validate their iliness or to return to work, as healthcare
provider offices and medical facilities may be busy and not able to provide timely
documentation.

e Itis important that employees communicate regularly with their supervisors concerning
work attendance.

e Employees may be assigned duties that are different than those for which they were
hired.

e Supervisors are encouraged to discuss alternate work assignments and can determine if
suggested arrangements are feasible. It is expected that supervisors will be working
together across divisions to meet needs across the university. If supervisors have a
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personnel need or surplus personnel resources, please email Human Resources at
humr@plu.edu with details.

e Student employees have been directed to reach out to their supervisors. Students may
continue to work as usual and supervisors may discuss alternate work assignments
when feasible. Student employees who choose not to work will not negatively impact
their current or future financial aid eligibility. Student employees are not required to work
their on campus jobs during this period. Student employees who choose not to work will
still have employment when on-campus classes resume.

e Students remain limited to working up to 20 hours a week.
e |If student employees have accrued sick leave they can use leave for certain absences.

Refer to the sick leave for student workers policy for guidance. If student employees do
not have any sick leave and are not working, it will be leave without pay.

e Students working in off campus state work study positions should communicate with
their supervisor about the policies at their employer. If the student or supervisor has any
questions please email the Student Employment Office at stuemp@plu.edu.

Again, thank you for all you do. Your continued flexibility is appreciated as the situation
continues to evolve. Please email Human Resources at humr@plu.edu if you have questions
not addressed. This document will be updated as needed.
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