Dear Insert Company Name Employees,
As many of you already know, the Federal Government passed the Families First Coronavirus Response Act on March 18th, 2020.  This bill is specifically aimed at helping small businesses and their employees through the current COVID-19 pandemic.  Effective on April 2nd, this bill provides two very valuable benefits to employees of companies with less than 500 employees: 1) Emergency Paid Sick Leave, and 2) Emergency Family Medical Leave.  These benefits will be available from April 2, 2020 through December 31, 2020. Please note, Employers with less than 50 employees may be exempted.
Emergency Paid Sick Leave (EPSL) offers paid leave for an employee’s personal COVID-19 impact and for employees to care for dependents under the age of 18.  The benefit is equivalent to the number of hours the employee would otherwise be normally scheduled to work in a two-week period.  The amount of pay is determined by the reason the employee is using the EPSL and will be capped at a maximum daily value.  
Emergency Family Medical Leave (EFML) offers leave for purposes of caring for dependents under the age of 18 due to school or childcare closures.  This benefit offers up to sixty days of job protected leave. The first ten days of this emergency leave are unpaid; however, an employee may elect to use accrued paid leave or available EPSL.  Please note, the leave must continue to qualify for an emergency leave reason.  For example, if using leave for a school closure, it may not qualify once the school resumes or goes into summer break.  Paid EFML leave is calculated based on two-thirds of an employee’s regular rate of pay and the number of hours the employee would otherwise be normally scheduled to work.
[bookmark: _GoBack]As an organization, we are drafting interim EPSL and EMFL policies that will outline how to request, report, and submit documentation for use of these two leave policies.  We will be working on setting up HR and payroll systems to properly track, report, and pay out these types of leave.  Additionally, we will review other related policies such as time off policies and usage increments, short-term disability bank, time reporting, attendance and call in procedures, and telecommuting.  We know that there will be a lot of questions and we are working hard to be prepared to answer as many of them as we can.  This is a very new law and we anticipate further clarification to come as organizations work to implement these new policies.  
Please remember, these paid leave benefits are effective from April 2, 2020 through December 31, 2020.   In the short-term, all current COVID-19 related absences fall under our existing time off policies.  
We appreciate your patience as we work to prepare our internal systems and policies to support the new employee leave provisions.  We will be sharing our new policies and any changes to procedures as soon as we have them ready.  Please look for an invitation to participate in an all employee meeting to review changes before the April 2, 2020 effective date. If you have questions, please do not hesitate to contact me.
 


