
LCC Statement of Practice (SOP) 
LCC Employee Practices Related to Coronavirus Disease 2019 (COVID-19)  
Issuance Date: May 1, 2020 
Effective May 16, 2020, Through June 30, 2020 

Lansing Community College (LCC) continues to take proactive steps to protect 
our employees and students from exposure to COVID-19. It is the goal of LCC to 
continue to operate effectively and ensure that all essential services are 
continuously provided and that our campuses, students, and employees are safe. 

LCC is committed to providing authoritative information about the nature and 
spread of COVID-19, including symptoms and signs to watch for, as well as 
required steps to be taken in the event of an illness or outbreak. Therefore, 
updates will continue to be provided in College communications, including The 
Star, myLCC posts, and Operations email messages. 

Accordingly, please be aware of the following practices: 

1. Employees who are directly affected by the coronavirus or similar 
medical issues:
Employees should continue to follow CDC guidelines for keeping safe during 
the COVID-19 pandemic.
Employees who have tested positive for COVID-19 or have a household 
member who has been tested positive should report this information as soon 
as possible to the Employee.Concerns@star.lcc.edu email box.  Human 
Resources will receive these reports and will follow up with you to determine if 
any other notifications are necessary.

2. Time Reporting and Pay Practices for Pay Period Beginning May 17, 
2020:

A. Employees who are not *able to work remotely
All employees, including Student employees who continue to meet the 
requirements to be a student employee, who are not able to work remotely 
will be eligible to receive special Emergency Operations Pay for scheduled 
working time missed.  Hours of absence must be reported on timecards in 
conformance with applicable College collective bargaining agreements or 
policies, and such absences will not reduce any accumulated sick leave.

* employees may not be able to work due to a variety of reasons, such as 
lack of work assignments that are transferrable to a remote environment, 
lack of technology, lack of technology skills, etc.
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For the purposes of this SOP, Faculty with summer instructional 
assignments will not receive EOP for scheduled working time missed if a 
section is cancelled or if it is postponed or paused and will be rescheduled 
at a later date. Faculty assigned to postponed or paused sections will be 
given first preference for the rescheduled instructional assignments. 
These assignments that are rescheduled and accepted in a subsequent 
semester will not count against workload limits but will be counted for 
purposes of the annual clock hour limit for part-time Faculty.  

 
B. Employees who are able to work remotely  

All employees, including Student employees who continue to meet the 
requirements to be a student employee, who are able to work remotely will 
continue to record all time worked as regular hours worked. The only 
employees who will be required to continue to use the timesheet and 
exception log processes include non-exempt (hourly) employees as listed 
below: 

 
1. Any employee working overtime in direct relation to public health and 

safety. This includes our Public Safety officers, emergency management 
employees, and those employees in our divisions who may be working 
overtime in their efforts to compile, ready, document, etc. the medical 
supplies donated to local agencies and organizations. 

2. Any employee operating equipment and manufacturing masks, face 
shields, etc. for donation to local agencies and organizations. All regular 
and overtime time spent operating and overseeing the machines must 
be reported. 
 

 
C. Employees who are working remotely and are absent for COVID-

specific reasons  
Employees who are unable to work due to specific COVID-19 related 
reasons indicated below must report the absence using the appropriate 
time reporting code as explained in timesheet reporting instructions.  
Specific reasons for this reporting include that the employee: 

1. is subject to federal, state, or local quarantine or isolation order related 
to COVID-19; 

2. has been advised by a health care provider to self-quarantine related to 
COVID-19; 

3. is experiencing COVID-19 symptoms and is seeking a medical 
diagnosis; 

4. is caring for an individual subject to an order described in (1) or self-
quarantine as described in (2); 

5. is caring for a child whose school or place of care is closed (or child care 
provider is unavailable) for reasons related to COVID-19; or 



6. is experiencing any other substantially-similar condition specified by the 
Secretary of Health and Human Services, in consultation with the 
Secretaries of Labor and Treasury. 

D. Employees who are working remotely and are absent for other 
reasons  
Employees who are not working for reasons not related to COVID-19 must 
report their absence using the appropriate time reporting codes.  Examples 
of specific reasons for this reporting include: 

1. Employees requesting vacation days must use Vacation, PTO, 
compensatory time or Personal leave time available; 

2. Employees with non-COVID related illnesses must use Sick, PTO, 
compensatory time or other leave time available; 

3. Employees who have exhausted all leave time may request time through 
Sick Leave Bank requests available through employee Bargaining Units 
or through the Sick Leave Bank for non-bargaining employees; 

4. Employees who have no leave time available will not be paid for 
absences. 

 
E. In most cases, no medical verification for COVID-related absences will be 

required to return to work during the period this SOP is in effect. 
 

F. Effective May 17, 2020, in conformance with the Families First Coronavirus 
Response act and regulations, employees will receive leave banks for 
COVID 19-related absences as described above as follows: 
 
1. Full-time employees will receive a bank of 80 hours. 
2. Part-time employees will receive a bank of hours proportionate to their 

scheduled weekly hours. For example, those scheduled to work 20 
hours per week will receive a bank of 40 hours. 

 
 
3. Additional employee information: 

 
A. Employees who are working remotely must continue to adhere to all 

College policies, practices, and procedures in the remote environment, 
including confidentiality, time reporting, absence reporting, work 
schedules, etc. 
 

B. Employees with LCC medical benefits will be encouraged to consider 
using virtual medical services.  
 

C. All recipients of medical information must, in conformance with College 
policy, treat this information as confidential, taking appropriate steps to 
maintain the confidentiality of the records/email messages. 



 
4. Appeals 

 

In the event that an employee disagrees with a determination not to grant EOP 
pay, they may submit a written appeal to the Executive Director of Human 
Resources within 21 calendar days of the determination, detailing the basis for 
disagreement. The Executive Director of Human Resources shall make the final 
written determination within 14 calendar days of receipt of the written appeal. 

 
 
Example Timecard Reporting Scenarios 
 
1. I have been working remotely as an Academic Advisor but will be off work 

beginning May 1st for four weeks for hip replacement surgery. How will my 
time be reported? 

 
For the time period May 1st through May 15th, any time not worked due to 
disability will be reported using the Emergency Operations Pay code.  
Beginning with the pay period starting May 17th, time not worked due to 
illness or disability will be reported using the employee’s sick leave or other 
available employee leave. An employee missing more than three days of 
work must apply for a leave of absence by contacting Human Resources at 
483-1870. 
 

2. I am a receptionist and have not been working due to the College being in a 
remote work environment.  How will my time be reported? 

 
All hours which are normally scheduled as work hours will continue to be 
reported as Emergency Operations Pay through June 30th.  
 

3. I am a receptionist and have not been working due to the College being in a 
remote work environment.  I have hip replacement surgery on May 1st and am 
disabled from working for the full month of May.  How will my time be 
reported? 

 
For employees who are not able to work remotely, all hours which are 
normally scheduled as work hours will continue to be reported as Emergency 
Operations Pay through June 30th. This is applicable even for employees who 
have illness or disability which prevents them from doing work. 
 

4. I am a receptionist and have not been working but am assigned to work on a 
project remotely which requires ten hours of work each week through the end 
of May.  How will my time be reported? 

 



All hours that are worked must be reported on the timecard as Regular hours.  
Additional hours that are normally scheduled as work hours but cannot be 
worked due to the remote work environment will continue to be reported as 
Emergency Operations Pay through June 30th. 
 

5. I am a Systems Analyst and have been working remotely but need to provide 
care to my children due to their daycare being closed due to COVID-19 
beginning May 1st. How will I report my time? 

 
For the time period May 1st through May 15th, any time not worked due to 
COVID-19 reasons will be reported using the Emergency Operations Pay 
code.  Beginning with the pay period starting May 17th, time not worked due to 
daycare issues related to COVID-19 will be reported using new leave codes 
which will be provided prior to this pay period. 
 

6. I am a Student Employee and am re-enrolling as a student for Summer 
semester but am not able to work my job in a remote environment. How will I 
report my time? 

 
All hours which are normally scheduled as work hours will continue to be 
reported as Emergency Operations Pay through June 30th.  
 

7. I am a Student Employee and am not re-enrolling as a student for Summer 
semester. How will I report my time? 
 
If your status as a Student ends as of the end of Spring semester, your 
employment as a Student employee will not continue. 

 
8. How long will the FFCRA banks be available for COVID-19 related absences? 

 
They will be available until December 31, 2020. 

  
9. What options are available if my COVID-19 related absences exceed my 

FFCRA bank? 
 
Other leave banks, such as for vacation, personal, PTO, compensatory time 
(where applicable), and sick leave may be used. 

 


