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 Office of Human Resources 
Coronavirus (COVID-19)  

Frequently Asked Questions for Supervisors 
 
 
 

For general information regarding the coronavirus (COVID-19), refer to the Centers for Disease Control (CDC) website at 
cdc.gov.  

 
Should an employee stay home even if they are sick with a common cold? 

Generally speaking, staying home when you are sick is good advice for all employees. This is to prevent the 
transmission of any illness. Supervisors are encouraged to get this message out to employees. If employees are sick, 
they should stay home until the symptoms have subsided for 24 hours and/or contact their physician for guidance. The 
normal protocol for notification of the absence to the supervisor and use of accrued sick leave would apply. 

Does the University have the right to send sick employees home? 

Yes. If an employee reports to work and presents with symptoms of being ill, we cannot diagnose what the illness is 
since we are not medical professionals. It is best to err on the side of caution and advise the employee that it is in their 
best interest to go home and suggest that they seek medical care. The employee should use their available sick leave 
for the absence. 

What should I do if I or one of my employees is exhibiting symptoms? 

Our best defense against the virus is prevention. If you are or one of your employees is exhibiting symptoms consistent 
with COVID-19 (fever, cough, shortness of breath), please contact your doctor and remain off campus until you have 
confirmed your diagnosis. Employees should notify their supervisor of the concern so that sick leave can be requested 
and approved.  

What do I do if an employee shows signs of illness but does not want to go home? 

If an employee does not want to go home, you can require them to provide medical documentation stating that they are 
fit for duty. You must contact Human Resources (HR) to discuss the situation and evaluate the circumstances on a case-
by-case basis. Decisions must be made in consultation with HR to ensure that the University is reviewing all cases fairly 
and systematically. 

How do I know if an employee needs to self-quarantine? 

The University has restricted travel to Level 2 and 3 countries, which currently include China, Iran, Italy, Japan, South 
Korea, and any layovers in these areas. If an employee is returning from one of these countries, even for personal 
travel, we request that they self-quarantine for 14 days and not return to campus until this time has elapsed. 

Is telecommuting an option for an employee who needs to self-quarantine? 

Telecommuting may be an option if an employee needs to self-quarantine but not for an employee who wants to 
avoid contact with the general public. If it is determined that a self-quarantine is appropriate and job duties can be 
completed by telecommuting, a formal telecommuting agreement is not required. The supervisor and department 
head, in consultation with HR, can develop work hours and a work plan for the impacted employee. 

How does the self-quarantine need to be reported for timekeeping purposes? 

If telecommuting is approved, the hours should be designated as time worked for any time spent performing work 
duties. If telecommuting is not appropriate, the employee can use their accrued annual leave for the quarantine period. 
If the employee develops symptoms during the quarantine period or requires medical care, they can use their available 
sick leave. If the employee does not have the sufficient leave available, the absence will need to be documented as leave 
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without pay on the timesheet. 

Since the self-quarantine period is over 10 days, do we need to request a doctor’s note to return to work? 

A doctor’s note would only be required if the employee develops symptoms during the quarantine period and/or requires 
medical care related to exposure. 

Can an employee stay home if he or she has a general concern about being exposed to the virus? 

The University understands the concern about potential exposure, but at this time the Centers for Disease Control (CDC) 
has advised that the overall immediate threat to the public remains low. The University will continue to evaluate the 
situation as information is made available. At this time, employees are expected to report to work, and are still required to 
follow their department’s attendance and leave procedures. If an employee believes they or an immediate family member 
has a specific medical reason impeding their ability to report to work, they are encouraged to contact the FMLA manager 
in Human Resources to initiate the FMLA application process. 

 

https://hr.fsu.edu/?page=eoc/eoc_fmla

	Office of Human Resources
	For general information regarding the coronavirus (COVID-19), refer to the Centers for Disease Control (CDC) website at cdc.gov.
	Does the University have the right to send sick employees home?
	What do I do if an employee shows signs of illness but does not want to go home?
	How do I know if an employee needs to self-quarantine?
	Is telecommuting an option for an employee who needs to self-quarantine?
	How does the self-quarantine need to be reported for timekeeping purposes?
	Since the self-quarantine period is over 10 days, do we need to request a doctor’s note to return to work?
	A doctor’s note would only be required if the employee develops symptoms during the quarantine period and/or requires medical care related to exposure.
	Can an employee stay home if he or she has a general concern about being exposed to the virus?
	The University understands the concern about potential exposure, but at this time the Centers for Disease Control (CDC) has advised that the overall immediate threat to the public remains low. The University will continue to evaluate the situation as ...


