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Timekeeping Flowchart: Restricted Operations - Covid-19 

You have been notified by management that 
there is work for you to perform

Are you 
available to 

work? 

RECORD WORK 
TIME (normal

timekeeping rules)

Reason for 
unavailability

Vacation, personal 
business, etc:  USE 

AVAILABLE CTO

Covid 19 reason 
NOT illness 

(school closure, 
compromised 

immunity, 
etc.)

USE AVAILABLE 
COVID-19 PAY

USE AVAILABLE  
CTO 

You are  ill or 
caring for 

someone who 
is ill

Contact HR for 
assistannce 
(STD, state 

disability, FMLA, 
etc. may apply)

USE AVAILABLE 
SLR

Non-CV-related
illness of self or 
family member:  
USE AVAILABLE 

SLR

Follow 
normal 
rules: 

contact HR 
if 3+ days 

Covid-
19 

Related


