Operations Flowchart for COVID Isolation or Quarantine*

Are you quarantined or isolated?

Are you feeling well and
able to work your
regular/full day?

Notify your building’s
contact tracer and your
supervisor. Does your
supervisor affirm the
majority of your job
obligations can be
completed from home?

Are you caring for a family member in your household who is isolated?

Are you caring for a family member in your household who is quarantined?

B

You may not work from home. Your supervisor
will put your absence in Workforce for days
missed (or AESOP for nurses) for you. After
three days of sick-self, you may be eligible for
up to a total maximum of 10 additional days of
paid COVID 19 Leave managed by Human
Resources.

Notify your building’s contact tracer and
your supervisor. Does your supervisor
affirm the majority of your job
obligations can be completed from
home?

COVID 19 Leave
does not apply.

If it is determined you are not able to
work from home, your absence will be
recorded in Workforce or AESOP as sick-
family. After 3 days of Sick-family you

your supervisor.

You may work from home until the expiration of
your quarantine or isolation. Check with your
supervisor to see if you will be using VPN to
access Workforce to clock in/out, or if you will be
using Form 411 to record your time worked for

Nurses to record time off in AESOP.

may be eligible for up to a total
maximum of 10 additional days of paid

*KEY:
Isolation: tested
positive for COVID, or
under an isolation order
by Parkway Health
Services/contact tracer
or a physician.

Quarantine: In close
contact with someone
that tested positive for
COVID and ordered to
guarantine by Parkway
Health Services/ contact
tracer or a physician.

COVID 19 Leave, paid at 2/3 of your
normal pay per the COVID 19 Leave
Resolution. COVID 19 Leave managed
by Human Resources.

allowed under
Resolution.

If sick-family days have been exhausted,

Intermittent or reduced schedules are not
the COVID 19 Leave

use Comp time, Personal, Vacation (if
applicable) or unpaid.
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If none of the above applies, and your child’s school or childcare is closed or unavailable due to COVID, click here for more information.



https://go.boarddocs.com/mo/pkysd/Board.nsf/files/BWDTXR7987CD/$file/Resolution%20-%202021%20COVID%2019%20Leave.pdf
https://go.boarddocs.com/mo/pkysd/Board.nsf/files/BWDTXR7987CD/$file/Resolution%20-%202021%20COVID%2019%20Leave.pdf
https://go.boarddocs.com/mo/pkysd/Board.nsf/files/BWDTXR7987CD/$file/Resolution%20-%202021%20COVID%2019%20Leave.pdf
https://go.boarddocs.com/mo/pkysd/Board.nsf/files/BWDTXR7987CD/$file/Resolution%20-%202021%20COVID%2019%20Leave.pdf
https://www.pkwy.k12.mo.us/forms/forms/TimeSheet411_3-26-18.pdf
https://www.parkwayschools.net/cms/lib/MO01931486/Centricity/Domain/784/Flowchart%20for%20School%20and%20Daycare%20Closures%20Feb%202021.pdf

