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Supervisor FAQ: City of Tucson and COVID-19 

• If someone in the workplace may be infected with coronavirus, can I disclose the name of the 
affected employee to office personnel? 

o As a general rule, an employer should not disclose the identity of an employee diagnosed with (or 
suspected of having) coronavirus. Under the Americans with Disabilities Act (ADA), employee medical 
information must be kept confidential and may only be shared in very limited circumstances.  
Moreover, an inaccurate or false disclosure of someone’s suspected coronavirus status could expose  
an employer to liability. 

o Upon notification from an employee regarding exposure, notify Department Director  
 

• What is the process for using and posting the Sick Leave Advance? 
Department payroll clerk will submit ticket to HRSupport@tucsonaz.gov  with the following required info: 

1. Employee Name & ID number requesting sick leave advance 
2. Employee work schedule 
3. Approximate number of hours needed 
4. Justification for request (choose from the following: Employee (self) illness, Employee 

family/dependent care illness, Employee childcare needs, other)     
5. HRIS/HR Support will load the hours to employee's available leave balance and notify 

Department payroll clerk. Department payroll clerk or supervisor will populate hours to 
employee's time card. IMPORTANT: departments are required to send a follow-up ticket to 
HRSupport@tucsonaz.gov once the employee returns to work, so the NSL can be adjusted 
appropriately. 

• What is the procedure if an employee wishes to file a WC claim because they believe they have been 
exposed to COVID-19 while on the job? 

o Supervisors should have employees complete Form 100A if the employee wants to submit a workers 
compensation claim, and follow the normal WC procedure.  Per ICA, most "exposure" claims are not 
approved/accepted, but employees should not be discouraged from completing a claim if they feel they 
have an injury caused by or while on the job.  

o Supervisors are required to sign the form so that the employee can seek medical attention as needed. 
 
 

• Is Sick Leave Advance available to someone who is currently on approved FML or has a self-described 
immunocompromised and is placed in self-quarantine (per the recommendation of their health care 
professional) to prevent exposure (even if no contact with a confirmed positive person or symptoms 
of COVID-19 showing)?   

o Per the Memorandum from the City Manager, employees who have exhausted all accrued leave 
options, including those who require sick leave to recover or care for a family member, will be allowed a 
sick leave deficit in the form of Paid Negative Leave of up to 104 hours. If an employee is on FML for a 
diagnosis related to symptoms of COVID-19, the Paid Negative Leave will be in addition to their FML. 

o The recently passed Families First Coronavirus Response Act (FFCRA)  provides additional 
guidance to  employers. The FFCRA goes into effect on April 2, 2020. The guidance on FFCRA 
expanded FML through the City of Tucson will be shared when it becomes available. 
 

• For employees on self-isolation or imposed leave due to possible exposure, as their position permits, 
is telecommuting an acceptable option?  

o Yes, temporary telecommuting is preferred for employees who may have been exposed to COVID-19 
due to travel. Please refer to Telecommuting AD 2.01-19 for additional guidance.  

 

• How does a Supervisor know when to discontinue home isolation for their employees who have tested 
positive for COVID-19 or another illness? 
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o People with COVID-19 who have stayed home (home isolated) can stop home isolation (and return to 
work) under the following conditions (these are good procedures for anyone with the flu of any type). 
 

o WITHOUT A TEST to determine if the employee is contagious, the employee may return to work after 
these three things have happened: 

o The employee has not had a fever for at least 72 hours (that is three full days of no fever without 
the use of medicine that reduces fever AND 

o Other symptoms have improved (for example; cough or shortness of breath have improved) 
AND 

o At least 7 days have passed since the symptoms first appeared. 
 

o WITH A TEST to determine if the employee is still contagious, the employee can leave home after these 
three things happened: 

o The employee has not had a fever (without the use of medicine that reduces fever) AND 
o Other symptoms have improved (for example, cough or shortness of breath have improved) 

AND  
o A healthcare provider’s note for employees who are sick with acute respiratory illness (or flu) is 

NOT needed to validate the illness or allow a return to work, as healthcare provider offices and 
medical facilities may be extremely busy and unable to provide such documentation in a timely 
way. 

 
• What if your employee is feeling sick and they are worried they may have COVID-19? 

 
o If they are feeling sick, keep in mind that there are other strains of the flu going around as well as colds 

and allergies.  If they are experiencing a fever, dry cough, and shortness of breath, refer them to use 
the COVID-19 Self Checker--an interactive tool on the CDC website: (https://www.cdc.gov/COVID-19-
ncov/symptoms-testing/symptoms.html) to help determine if they need to see a doctor. 

o Have them seek medical care right away if their illness is worsening (for example, if they have difficulty 
breathing, shortness of breath, persistent pain or pressure in their chest, new confusion or inability to be 
awakened, or blush lips or face).  This is not an all-inclusive list, so they should talk to their doctor or 
medical provider if they are concerned about their symptoms. 

o Have them call their doctor before going to the doctor’s office or emergency room.  Their doctor will tell 
them what to do. 

o If possible, have them wear a facemask.  They should put on a facemask before they enter the building.  
If they can’t put on a facemask, they should try to keep a safe distance from other people (at least 6 feet 
away).  This will help protect the people in the office or waiting room. 

o Follow care instructions from your healthcare provider and local health department:  Your local health 
authorities will give instructions on checking your symptoms and reporting information. 

 
• If employees have tested positive for COVID-19, what should they do? 

 
o The employee should stay home except to get medical care. 
o Employees who are mildly ill with COVID-19 appear to be able to recover at home in many 

circumstances.  They should self-quarantine, except to get medical care.  They should not be visiting 
public areas. 

o Employees should stay in touch with their doctor.  They should call before they seek medical care, 
unless the employee feels worse or they think it is an emergency. 

o Avoid public Transportation.  Avoid using public transportation, ride sharing, or taxis. 
o Employees should separate themselves from other people in their home, this is known as home 

isolation. 
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o Stay away from others.  As much as possible, they should stay in a specific “sick room” and away 
from other people in their home.  Use a separate bathroom, if available. 

o Limit Contact with pets & animals.  They should restrict contact with pets and other animals, just like 
they would around other people.  Although there have not been reports of pets or other animals 
becoming sick with COVID-19, it is still recommended that people with the virus limit contact with 
animals until more information is known. 

 
 

• An employee had Close Contact* with someone who has/had the COVID-19 OR someone who was 
exposed to the virus, has flu symptoms, and who is getting (or who already got) the test.  What should 
the employee do? 

o If the employee had Close Contact* with someone who has tested positive or designated as 
presumptive positive for COVID-19, they should monitor their health and call their healthcare provider 
right way if they develop symptoms suggestive of COVID-19 (e.g. fever, cough, shortness of breath). 

o If you are in a non-public safety department, an employee who does not voluntarily take leave should 
be placed on leave for 7 days to see whether symptoms develop and the return to work guidelines 
established above should be followed.   
 
• For police: if close contact occurred during an arrest or similar interaction: 

o Clean and disinfect your duty belt and gear prior to reuse using a household cleaning spray or 
wipe, according to the protocol label. 

o Follow standard operating procedures for the containment and disposal of used PPE. 
o Follow standard operating procedures for containing and laundering clothes.  Avoid shaking 

the clothes. 
 

*Close Contact is defined as: 
a) being approximately 6 feet (2 meters) of a COVID-19 case for a prolonged period of time; close contact can 
occur while caring for, living with, vising, or sharing a health care waiting area or room with a COVID-19 patient. 
-OR- 
b) having direct contact with infectious secretions of a COVID-19 case (e.g., being coughed or spit on). 

 


