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What is FFCRA? 
Due to COVID-19, the Families First Coronavirus Response Act (or FFCRA) was established to 
provide benefits for employees who experience negative effects from the virus. The legislation 
provides employer-paid emergency sick leave and expanded FMLA leave to all employees. The 
FFCRA leave provisions are in addition to leave entitlements provided under Clark County 
School District Negotiated Agreements.  

This Act became effective on April 1, 2020, and ends on December 31, 2020. Since its 
conception, the Clark County School District has worked diligently within HCM PeopleSoft to 
ensure that all Absence, Time & Labor, and Payroll systems can accommodate the types of 
employee leave outlined in the Act.  

Relief provided by the FFCRA provides employees employer-paid emergency sick leave for the 
following situations:  

• An employee contracting the virus;  
• An employee taking care of an individual who has contracted the virus; or  
• An employee caring for a child because the child’s care facility has been closed for public 

safety.  

FFCRA consists of two acts:  

• Emergency Paid Sick Leave Act (EPSLA):  
- This act is not related to FMLA. 
- All CCSD employees are found eligible under EPSLA. 
- Involves a two (2) workweek entitlement—ten (10) work days. 
- Paid at 100% rate of pay, if the COVID-19 qualifying event involves the employee’s 
health. 
- Paid at two-thirds rate of pay, if the COVID-19 qualifying event involves caring for an 
individual or caring for a child due to a closure of the childcare facility. 
    * An employee may choose to supplement one-third of rate of pay to equal 100% 
earnings with sick leave. 
    * An employer may not require the employee to use sick leave; this is the employee’s 
choice. 

• Emergency Family and Medical Leave Expansion Act (EFMLEA) 
- This act is related to FMLA. 
- Employees must have been employed for thirty (30) calendar days in order to be 
eligible for EFMLEA. 
    * Just as with FMLA, the Compliance Office determines an employee’s eligibility for 
EFMLEA. 
- Involves a twelve (12) workweek entitlement. 
- Initial two (2) workweeks are unpaid; could tie in with EPSLA if the employee has not 
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utilized it yet. 
    * If an employee utilizes EPSLA, the employee may utilize available sick leave. 
    * If an employee previously utilized EPSLA (for a reason other than childcare), they 
may supplement rate of pay by utilizing: 
        ○ Available vacation leave; 
        ○ Available comp leave;  
        ○ Available personal leave; or 
        ○ No Pay / No PERS.  
        ○ Available sick leave cannot be used to supplement rate of pay. 
- Remaining ten (10) workweeks are paid at two-thirds rate of pay. 
    * The District will require the employee to utilize available/applicable leave when on 
10 workweeks of paid EFMLEA. 
    * The employee must utilize: 
        ○ Available vacation leave; 
        ○ Available comp leave; or 
        ○ Available personal leave. 
        ○ Available sick leave cannot be used to supplement rate of pay.  
        ○ Once all available/applicable leave balances are depleted, the employee’s one-
third of FMLA leave is without pay.  

For any additional information regarding FFCRA, please see the memo and flyer attached to 
this document.  

 

Entering COVID-19 Absence Requests 
COVID-19-related Absence Requests cannot be submitted in the HCM system (by or on behalf 
of an employee) until MSS Level 1 Reviewer, MSS Level 2 Approver, or Timekeeper determines 
that the employee is eligible for the type of leave being requested.  

Just as with other types of Absence Requests in HCM, MSS users and Timekeepers have the 
ability to submit Absence Requests on behalf of the employees on their site. Employees should 
not enter their own COVID-19-related Absence Requests because they cannot determine 
themselves to be “eligible” for FFCRA. The Compliance Office should be contacted if/when an 
employee is attempting to use EFMLEA. 

  



HCM PEOPLESOFT: COVID-19 TIME/ABSENCE PROCEDURES (FFCRA) 4 
Revision 5/2020 

For MSS Users (Level 1 Reviewers or Level 2 Approvers) to do this: 

1. Log into hcm.ccsd.net using Active Directory (AD) credentials. 

 

2. Click the menu drop-down at the top of the page and select 
Manager Self Service. 

 

 

 

3. Click the Team Time/Absence tile. 

 

 

 

 

 

4. Select Request Absence from the menu on the left.  

 

 

 

 

 

5. Select the desired employee from the available list and click 
Continue. 

 

 

6. The Request Absence form displays. From the *Absence Name drop-down menu, choose the 
desired Absence Name: 

• COVID Childcare Closure; 
• COVID Employee; or 
• COVID Family. 

 



HCM PEOPLESOFT: COVID-19 TIME/ABSENCE PROCEDURES (FFCRA) 5 
Revision 5/2020 

7. Select the appropriate choice from the *Reason drop-
down menu. (See explanation in What is FFCRA? section 
for more information on appropriate Absence Reasons.) 

 

8. Enter the desired Start and End Date(s). 

 

 

 

9. If any days within the absence range are 
partial, click the Partial Days area to establish 
which days are partial (All Days, Start and End 
Days, etc.). 

 

10. The next step in the Absence Request process depends on the Absence Name that was 
chosen: 

A) If COVID Employee was selected, proceed to Step 11. 

B) If COVID Family was selected, the 
employee may choose to supplement rate 
of pay using sick leave. If the employee 
wishes to supplement rate of pay, enter Y 
in the *Use Sick (Y or N) field that appears.   

 

C) If COVID Childcare Closure was selected, the employee must choose personal leave or 
vacation leave to supplement rate of pay.  

 

 * If the employee is Licensed (i.e. a Teacher), then they may only utilize personal leave. This 
can be accomplished by entering Y in the *Use Personal (Y or N) field that appears. 
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 * If the employee is Administrative (i.e. a Principal or Director), Support Professional (i.e. an 
Office Specialist II or a Custodian), or School Police, then they may use personal leave or 
vacation leave (depending on the types of leave balance they have accrued). This can be 
accomplished by entering Y in either the *Use Personal (Y or N) field (if personal leave is 
chosen) or in the *Use Vacation (Y or N) field (if vacation leave is chosen).  

 

 

 

 

 

11. Enter “FMLA Absence” in the 
Comments box only if the absence is due 
to childcare facility closure. Otherwise, the 
Comments box may be left blank.  

 

12. Click Check Eligibility. (Note: Even though COVID-19-
related leave is not “accrued” into a balance like other leave 
types, the Check Eligibility process is still required. If Check 
Eligibility is not run, an error message will appear upon 
clicking the Submit button.) 

 

13. After the eligibility check runs successfully, click Submit. The 
Absence Request will now follow the standard route of approval 
(depending on whether it was submitted by a Level 1 Reviewer or 
Level 2 Approver) before being sent to Payroll for processing. 

For Timekeepers: 

1. Log into hcm.ccsd.net using Active Directory (AD) credentials. 

2. Click the menu drop-down at the top of the page and 
select Timekeeper Portal. 
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3. Click the Request Absence tile. 

 

  

 

 

 

4. Repeat Steps 4 through 13 from the previous section on how to enter a COVID-19 Absence 
Requests in MSS. 

 

Entering Retroactive COVID-19 Absence Requests for Employees 

Because the COVID-19-related Absence Names were not available in the HCM system until 
Monday, May 11th, 2020, it will sometimes be necessary for MSS users and/or Timekeepers to 
enter retroactive Absence Requests on behalf of any site employees that were affected by 
COVID-19 beforehand.  

The steps for entering a retroactive Absence Request are the same as entering any other 
COVID-19 Absence Request. However, because FFCRA went into effect on April 1st, 2020, 
Absence Requests using a COVID-19-related Absence Name cannot be entered for any date 
prior to April 1st, 2020. 

In some instances, it may also be necessary for MSS users or employees to cancel and re-submit 
COVID-19-related Absence Requests that were incorrectly reported. For example, if an 
employee who contracted COVID-19 submitted an Absence Request in early April (before the 
COVID-19-related Absence Names were available in the HCM system) and used Sick – Personal, 
this Request would need to be cancelled and re-submitted using the appropriate COVID 
Employee Absence Name. (Note: Timekeepers cannot complete the cancellation/re-submittal 
process on behalf of an employee.) If an employee initiated the incorrect Absence Request, 
they will require assistance from an MSS user or Timekeeper to re-submit the Request via their 
own ESS account.  

For more information on how to cancel and re-submit an Absence Request, please see the 
documents Cancelling and Re-submitting an Absence in ESS (if the Request was initiated by the 
employee) or Cancelling and Re-submitting an Absence in MSS (if the Request was initiated by 
an MSS user) available on the Training website via Resources > HCM – Human Capital 
Management. There is also a video available to assist with this process.   

 

http://training.ccsd.net/wp-content/uploads/2020/03/cancelling-and-re-submitting-in-ess-instructional-doc.pdf
http://training.ccsd.net/wp-content/uploads/2020/03/cancelling-and-re-submitting-in-mss-instructional-doc.pdf
https://0068-uss.eduvision.tv/Default.aspx?q=3SfVi13wT7TCFiTDgsJ4BHfJBhsJkHGrgMCnhjMlylQ%253d
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