
 

COVID-19  State of Emergency Leave 
 

All full-time and part-time school employees are eligible for State of Emergency Leave if they 
cannot work due to one of the reasons outlined below.  

• Full-time employees (employees who work 37.5 - 40 hours per week or more): 
o April 1, 2020 through April 30, 2020 - Eligible for leave up to 168 hours (21 

days)  
o March 16, 2020 and March 30, 2020 (retroactively) – Eligible for leave up to 96 

hours (12 days)  

• Part-time employees:  
o The amount of leave available will be pro-rated based upon the employee's 

average hours per week over the course of the previous month 

• Substitute employees are not eligible for State of Emergency Leave 

• Employees that have already taken a pre-approved leave are NOT eligible for State of 
Emergency Leave during the time period of the pre-approved leave 

 
State of Emergency Leave is available through April 30, 2020 only and may not be rolled over 

beyond this date. State of Emergency Leave is in addition to, and not in lieu of, the employee’s 
existing leave. 
 

Supervisors/Principals are responsible for working with school employees to determine if they 
are needed on the worksite or if the employee can perform work remotely. This leave is available 

when an employee cannot work (whether at a work site or remotely) for one of the following 
covered reasons. 
 

Reason 1: Child Care or Elder Care. Employees may use State of Emergency Leave if they 
cannot work, whether on site or remotely, because they have childcare or eldercare needs due to 

COVID-19-related facility closings. Employees may work with their supervisors to design 
intermittent leave schedules to accommodate child care or elder care needs.  
 

Employee’s Responsibility: Notify Treasurer/Supervisor/Principal of status via email  

 

Reason 2: High Risk Employees. Employees who are “high risk” for COVID-19, as that term 
has been defined by the North Carolina State Board of Education, may use State of Emergency 
Leave if they cannot work because it is not feasible for them to work remotely. “High risk” is 

defined as: 

• over 65 years of age 

• having underlying health conditions 

• having a weakened immune system or 

• being identified by state health authorities or federal health authorities as “high risk” 
Employees who are high risk may choose to work and are not required to take State of 

Emergency Leave and are not required to disclose personal medical information unless using 
leave for this reason. 

 



 

Employee’s Responsibility: Notify Treasurer/Supervisor/Principal of “high risk” status via 

email and send medical documentation of ‘high risk’ status  to the GCS Benefits Office - 

battsp@gcsnc.com  

 

 

Reason 3: COVID-19 Symptoms Experienced by Employee or Dependent. Employees may 
use State of Emergency Leave if they cannot work (or work remotely) because they are 

experiencing COVID-19 symptoms themselves or are caring for a dependent person who is 
experiencing COVID-19 symptoms.  

 
In these cases, employees are not permitted at any work site and should take this State of 

Emergency Leave in lieu of coming to work to prevent spread of the virus. 

 
Employee’s Responsibility: Notify Treasurer/Supervisor/Principal of status via email and 

send medical documentation to the GCS Benefits Office - battsp@gcsnc.com  

 
 

Reason 4: Self-Quarantine on Advice of Healthcare Provider. Employees may use State of 
Emergency Leave if they cannot work or work remotely because a healthcare provider has 

advised that the employee self-quarantine. Unless the employee is experiencing symptoms or 
qualifies for some other leave, employees who are able to work remotely should not use leave 
under this reason. Information from the healthcare provider will be needed in order for GCS to 

grant this leave. 
 

Employee’s Responsibility: Notify Treasurer/Supervisor/Principal of status via email and 

send medical documentation to the GCS Benefits Office - battsp@gcsnc.com  

 

Reason 5: Lack of Available Work due to Pandemic. Employees who are unable to work 
remotely and have not been scheduled or authorized to work at a work site, and would otherwise 

be working if school were in session, may use State of Emergency Leave. This leave may be 
used intermittently during the periods when the employee is not scheduled to work but would 
otherwise have been scheduled to work. Employee who refuses work are not eligible for this 

leave. 
 

Employee’s Responsibility: No Action needed.  

 

Treasurers:   

• Additional State of Emergency Leave- Use Absence Code 24 for retroactive leave from 
March 16-March 31, 2020 (up to 96 hours) 

• State of Emergency Leave- Use Absence Code 44 for leave for April 1-30, 2020 (up to 
168 hours) 

 

Supervisor/Principal: 

• Identify employees who are unable to work onsite or remotely 

• Identify the dates your employee was or is unable to work consistent with the reasons 
listed above 
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• Work with your Treasurer to ensure that these individuals are coded for the State of 
Emergency Leave properly 

• Inform employees of their pay status 

 

 
 
 

State of Emergency Leave and Additional State of Emergency Leave 
Frequently Asked Questions 

 
 
 

1. What is State of Emergency Leave? 

 
In order to help protect the public health and safeguard the well-being of public school 
employees, the North Carolina State Board of Education authorized State of Emergency Leave 

in response to the pandemic.  
 
Up to 168 hours of paid State of Emergency Leave are available to employees in local 

education agencies from April 1 – April 30, 2020, and may be extended by the State Board of 
Education after which time unused leave expires. 
.  

 
2. What is Additional State of Emergency Leave? 

 

The North Carolina State Board of Education authorized Additional State of Emergency Leave 
available to employees in local education agencies from March 16 – March 31, 2020. Up to 
ninety-six (96) hours of State of Emergency Leave are available for all employees 

 
3. Who can use this leave? 

 

• Mandatory (essential) or non-mandatory employees who cannot work because 
they have childcare or eldercare needs due to COVID-19-related facility closings. 

 

• Mandatory or non-mandatory employees who are sick due to symptoms 
consistent with COVID-19 or who are caring for a dependent with such 
symptoms, or who have been advised by a health care provider to self-

quarantine due to concerns related to COVID-19. 
 

• Mandatory or non-mandatory employees who cannot work because they are 

high-risk and who have not been assigned alternate telework (work at home) 
duties. High-risk employees are those over 65 years of age, those who have 
underlying health conditions or a weakened immune system or who have been 

identified by state or federal health authorities as high risk.  
 

• Non-mandatory employees who are unable to work remotely and who have not 

been assigned alternate telework (work at home) duties. 
 



 

• Mandatory employees who have been assigned duties for only part of their 
regularly scheduled workday. 

 
4. What if I took my personal or sick leave for one of the mentioned reasons already? 

 

Up to ninety-six (96) hours of Additional State of Emergency Leave are available for all 
employees who requested leave during the school closure period of March 16 - March 31, 2020, 
for the reasons mentioned in Question Three. This leave shall be pro-rated for part-time 

employees and may be retroactively applied to employees who took leave during this closure 
period. 
 

5. What if I took personal or sick leave last month, but not for one of the mentioned 
reasons? 

 

The Additional State of Emergency Leave is only intended for those who were affected by 
COVID-19. 
 

6. What if I don’t fall into any of the categories listed in question three? 
 
The State of Emergency Leave is not available to you. You will need to use other forms of 

leave. 
 

7. Do I have to exhaust my other leave options first? 

 
No, you may use this leave in place of your annual, personal or sick leave. 
 

8. What do I need to do to ensure I can receive the State of Emergency Leave and/or 
the Additional State of Emergency Leave? 
 

Your supervisor, the Payroll office, and the Benefits office will work to ensure that all who qualify 
receive this leave. If you had previously taken leave prior to the State Board of Education’s 
decision, the leave taken will be restored by the district. 

 
9. What is the Families First Coronavirus Response Act? 

 

The federal government also authorized the Families First Coronavirus Response Act, effective 
on April 2, 2020, which includes paid sick leave of 80 hours for full-time employees and a pro-
rated number of hours for part-time employees. To qualify, employees must be under a doctor’s 

care for COVID-19 or be responsible for a child or family member who is affected. The act also 
authorized additional leave should you have exhausted your Family and Medical Leave Act 
(FMLA) time during the past 12 months. This additional leave is at two-thirds your current rate of 

pay, following 10 days of unpaid leave, and is available through Dec. 31, 2020. 
 

10. When can I take the Families First Coronavirus Response Act leave? 

 
The district will apply the State of Emergency Leave for employees who qualify from March 16 - 
April 30, 2020. The Families First Coronavirus Response Act leave will be available to 

employees through December 31, 2020. 
 


