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PRPC Executive Committee,
 
I hope each of you and your communities are doing well and staying healthy.  At last week’s Board
Meeting, the Board authorized the Executive Director to take action on items on your behalf while
we work through the unknowns associated with COVID-19.  The first item that has come to my
attention of this nature is an update that probably needs to be made to the Personnel Policies
regarding the Families First Coronavirus Response Act (FFCRA).  Our leave policies do not clearly line
out an emergency leave category that extends beyond 3 days.  I am hopeful that our staff and their
families will all stay healthy during the crisis and our work-from-home solution helps in this area, but
in the event that someone does become ill or need to tend to a family member in accordance with
the FFCRA I think that our policies need to allow for it.  Trent and I have consulted with several
counterparts elsewhere in the state and our legal counsel to develop the attached proposed revision
to the Policies.  At the meeting last week I indicated that I will consult with the Executive Committee
to the extent possible on Board Level actions that the Executive Director is considering in this time,
and this is me reaching out for that consultation.  If there is anything that you have a question on or
suggest I would greatly appreciate your insight before tomorrow morning.

Thank you,
 
Kyle G. Ingham
Executive Director
Panhandle Regional Planning Commission
(806) 372-3381

415 SW. 8th (79101)
P.O. Box 9257
Amarillo, TX  79105
kingham@theprpc.org
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M E M O R A N D U M

DATE:		March 26, 2020

TO:		PRPC Board of Directors

FROM:	Trent Taylor, Finance Director

THROUGH:	Kyle Ingham, Executive Director

SUBJECT:	PRPC Personnel Policies Amendment

BACKGROUND

The PRPC Personnel Policies are an important guide for not only our employees but our business functions and the funding agencies. In light of the changing world we have as a result of COVID-19, we need to add a policy for Unexpected or Extraordinary Circumstances. This should put us in compliance with 2 C.F.R. § 200.302, 2 C.F.R. § 200.333, and 2 C.F.R. § 431(b)(1))

At the 3/20/20 board meeting, the PRPC Board of Directors granted emergency authorization to the Executive Director to take action on the Board’s behalf with consultation with the Executive Committee.  This item falls under the COVID-19 response in order to keep the continuity of services at the PRPC as strong as possible.

Staff is recommending that we add section 9.17 to our personnel policies. Below is the proposed policy:



 9.17 Unusual and Extraordinary Circumstances



9.17.01:  In the event of natural disaster, terrorist attack, pandemic, martial law, government advised shelter-in-place order, or other society disrupting event; emergency leave with pay may be granted to regular employees by the Executive Director for a part or entirety of the event of (1) an illness, injury, or death in an employee’s family; (2) an illness, injury, or quarantine of an employee; or (3) a directive of local, state, and or federal shelter-in-place (or similar) prevents an employee’s ability work inclusive of work-from-home scenarios.



9.17.02  COVID-19 RESPONSE:  PRPC shall comply with all federal, state and local laws and regulations addressing the COVID-19 pandemic, including but not limited to the Families First Coronavirus Response Act  and the Coronavirus Aid, Relief and Economic Security Act in effect and applicable at the time of an employee-related action regulated by those laws. 

[bookmark: _GoBack]In order to track compliance and reporting of the FFCRA the finance and human resource department will formally create pay codes specifically for the funds paid under the act and associated accounting procedures in the PRPC Accounting Policies. We acknowledge using these pay codes may exceed budgets for salaries and benefits under some of the funding streams.



RECOMMENDATION

Staff recommends that the Executive Director, on behalf of the PRPC Board of Directors, approve the updates to the PRPC Personnel Policy to reflect new language that updates PRPC’s Personnel Policies and associated Accounting Policies into alignment with the changing environment.




Employee Emergency Paid Leave Request 


(for leave on or after April 2, 2020) 


I am seeking emergency paid sick leave for one of the following reasons (check one): 


 I am subject to a government quarantine declared by: _____________________________ 


(name of a governmental agency); or 


 I have been advised by __________________ (name of your healthcare provider) to self-


quarantine for _____ days beginning on ________________, 2020; or 


 I am experiencing one of more of these symptoms: 


• Coughing; or 


• Fever of 100.4° of higher; or 


• Sore throat; or 


• Chills; or 


• Shortness of breath 
and I am consulting with a healthcare provider for a diagnosis (name of healthcare provider you 


have or will consult: _______________________); or 


 I am caring for an individual subject to quarantine or self-quarantine as advised by that 


individual’s healthcare provider. Name of individual you are caring for: 


______________________   Nature of relationship with that individual: 


_____________________________________________________________________; or 


 I am unable to work because I am caring for my child(ren) under 18 during a closure of a school 


or childcare provider. Name of school or childcare provider: ____________________________ 


and date it closed: __________________________; or 


 I am experiencing another condition that is substantially similar to COVID-19.   


I understand that emergency paid sick leave is available only for one of the six reasons listed above and 


only for a total of 80 hours (if I am a full-time employee) or my average hours over a two-week period 


of work (if I am a part-time employee). 


I also understand that I will be paid my normal hourly rate if I am requesting sick leave for one of the 


first three reasons listed above. If I have checked one of the final three reasons listed above, I 


understand that I will be paid at a rate of 2/3 of my normal hourly rate. I also understand that there are 


daily and total compensation caps on these amounts that I will be paid for emergency paid sick leave.  


I also understand that this emergency paid sick leave is granted to me in addition to any accrued but 


unused paid leave available to me under this company’s paid time off policies and that it is my choice of 


when to use that paid leave granted by company policy.  


I understand that my company will not retaliate against me for using this emergency paid sick leave and 


won’t discriminate, discipline or discharge me in connection with this emergency paid sick leave.  


 


___________________________________    ______________________ 


Employee        Date 







 


