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• Alt e rn a t e  W o rk  Lo c a t io n - t em p orary o f f -si t e locat ion , m ay b e 
t h e em p loyee's h om e or  an ot h er  ap p roved  locat ion

• Of f ic ial  D om ic i le - p erm an en t  o f f -cam p u s locat ion  w h ere w ork  
d u t ies are t yp ical ly p er fo rm ed , t yp ical ly t h e em p loyee's h om e

REMOTE WORK Allow s em p loyees t o  w ork  in  an  A l t ern at e W ork  
Locat ion or  t h eir  Of f ic ial  D om ic i le

Gu id el ines for Flexib i l i t y in  t h e Workp lace

MODIFIED SCHEDULE Allow s em p loyees t h e f lexib i l i t y t o  fu l f i l l  t h eir  
reg u lar  sch ed u le at  ad ju st ed  h ou rs

Al low s su p ervisors t o  d eleg at e t ask s t h at  m ay d i f fer  
f rom  n orm al job  d escr ip t ion s t o  em p loyees w it h in  
t h eir  d ep ar t m en t

TEMPORARY REDISTRIBUTION 
OF RESPONSIBILITIES



Guid el ines for Flexib i l i t y in  t h e Workp lace

"ROLL UP  YOUR SLEEVES UH" A w ork  exch an g e p rog ram  t h at  allow s elig ib le em p loyees 
t o w ork  w it h in  d if feren t  d ep art m en t s Un iversit y- w id e t h at  
d if fer from  t h eir  reg u lar job  resp on sib ilit ies (availab le 
t h rou g h  Oct ob er 31, 2020 )

FAMILY MEDICAL LEAVE M ay b e u sed   t o su p p lem en t  h ou rs w orked  for em p loyees 
w h o q u alify

• M ay req u ire p h ysician 's n ot e w h en  relat ed  t o a m ed ical con d it ion
• M ay b e req u est ed  w h en  car in g  for a ch ild  w h ose sch ool or p lace of 

care is closed  for reason s relat ed  t o COVID-19 (effect ive Ap ril 1, 2020  -
Decem b er 31, 2020 )

PROFESSIONAL DEVELOPMENT 
AND ADDITIONAL TRAINING

M ay b e availab le t o em p loyees w h ose job  resp on sib ilit ies 
can n ot  b e p erform ed

• M ay in clu d e w eb in ars, on lin e learn in g , an d  job  sh ad ow in g
• Sh ou ld  n ot  exceed  an  averag e of 5 h ou rs p er w eek



TALEO UPDATE: FLUID RECRUITER

Now  availab le!

Up c o m in g  Da te s :
Au g u s t  18 th

Se p te m b e r 16 th
Oc to b e r 14th

TRAINING

Ne w  m o b ile  d e s ig n !

Us e r d a s h b o a rd

Re q u is it io n  s u m m a ry

Ca n d id a te  s u m m a ry

New Features



VIRTUAL TRAINING

have participated in virtual training since March 2020.

530
OVER

EMPLOYEES

Visit uh.edu/hr/virtual-training for upcomming sessions!

Including:
CATALYST@Hom e

Taleo Flu id  Recru it er
M an ag in g  Em p loyees Rem ot ely

Creat ive Prob lem  Solvin g



HR SERVICE CENTER
RETURN TO W ORK OPERATIONS PLAN

• Re t u rn  t o  c a m p u s  b e g in n in g  o n  Au g u s t  18 t h

• O n s it e  h o u rs :
⚬ Tu e s d a y - Th u rs d a y, 8  AM - 4  P M
⚬ By a p p o in t m e n t  o n ly

• I-9  p ro c e s s  w ill c o n t in u e  t o  b e  c o m p le t e d  o n lin e



HR 
Op e ra t io n s  

Refreshment on Leave Types

• W h at  is covered ?
• H ow  d oes i t  w ork ?

ERS COVID-19 Testing

Temporary employment challenges and 
Limitations



• Leave can  b e t ak en  fo r  a ser iou s h ealt h  con d it ion  o r  t o  care fo r  a 
sp ou se, ch i ld  o r  p aren t  w it h  a ser iou s h ealt h  con d it ion

• M u st  b e em p loyed  fo r  1 year  /  1,250  h rs. b efo re t ak in g  FM LA 
• FM LA Ap p l icat ion  an d  Ph ysic ian  M ed ical cer t i f icat ion  req u ired
• Up  t o  12 w eek s o f  leave m axim u m  in  a calen d ar  year
• Em p loyee can  u se accru ed  t im e t o  rem ain  in  a p aid  st at u s

Fed eral  Med ical  Leave Act  
(FMLA)

Leave Typ es

Em ergen cy Fam ily an d  
Med ical  Leave Exp an sion  Act  
(EFML) 

• Leave can  b e t ak en  w h en  an  em p loyee is u n ab le t o  w ork  an d  m u st  
care fo r  a ch i ld  b ecau se t h e sch oo l o r  p lace o f  care h as b een  c losed  
d u e t o  COVID -19

• Em p loyees m u st  b e em p loyed  at  least  30  calen d ar  d ay
• Tot al  d u rat ion  is u p  t o  12 w eek s (t o  in c lu d e reg u lar  FM L)
• Can  b e t ak en  in t erm it t en t ly in  in crem en t s o f  2 h ou r  m in im u m s p er  

d ay  
• First  80  H rs. are u n p aid  h ow ever  em p loyee can  u se Em erg en cy Paid  

Sick  Leave (EPSL) i f  ap p l icab le o r  vacat ion  t o  su p p lem en t  p ay
• Rem ain in g  t im e is at  2/3 reg u lar  rat e o f  p ay, su b ject  t o  l im it s 

Fam il ies First  Coron aviru s Resp on se Act  Leave - On ly Avai lab le 
t h ru  D ecem b er  31, 20 20



Em ergen cy Paid  Sick  Leave 
(EP SL)

Le a ve  Typ e s  - c o n t in u e d

Fam il ies First  Coron aviru s Resp on se Act  Leave - On ly Avai lab le 
t h ru  D ecem b er  31, 20 20

• Em p loyees are el ig ib le f rom  t h e f i rst  d ay o f  em p loym en t
• Tot al  o f  80  H rs. o f  p aid  leave; su b ject  t o  l im it s
• Em p loyees can  t ak e leave fo r  t h e fo l low in g  COVID -19 relat ed  reason s:

• (a ) e m p lo ye e  is  s u b je c t  t o  a  fe d e ra l, s t a t e , o r  lo c a l q u a ra n t in e  o r  is o la t io n  
o rd e r  r e la t e d  t o  CO VID -19 ; 

• (b ) e m p lo ye e  h a s  b e e n  a d vis e d  b y a  h e a lt h  c a re  p ro vid e r  t o  s e lf-
q u a ra n t in e  d u e  t o  CO VID -19 ; 

• (c ) e m p lo ye e  is  e xp e r ie n c in g  s ym p t o m s  o f CO VID -19  a n d  is  s e e k in g  a  
m e d ic a l d ia g n o s is ; 

• (d ) e m p lo ye e  is  c a r in g  fo r  a n  in d ivid u a l w h o  is  s u b je c t  t o  a n  o rd e r  u n d e r  
(a ) a b o ve  o r  b e in g  a d vis e d  u n d e r  (b ) a b o ve ; 

• (e ) e m p lo ye e  is  c a r in g  fo r  a  s o n  o r  d a u g h t e r  u n d e r  18  ye a r s  o f a g e  (o r  18  
ye a r s  o f a g e  o r  o ld e r  a n d  in c a p a b le  o f s e lf-c a re  d u e  t o  a  m e n t a l o r  
p h ys ic a l d is a b ilit y) o f s u c h  e m p lo ye e  if t h e  s c h o o l (e le m e n t a ry o r  
s e c o n d a ry) o r  p la c e  o f c a re  o f t h e  s o n  o r  d a u g h t e r  h a s  b e e n  c lo s e d , o r  t h e  
c h ild  c a re  p ro vid e r  o f s u c h  s o n  o r  d a u g h t e r  is  u n a va ila b le  d u e  t o  CO VID -
19 ; 

• (f) e m p lo ye e  is  e xp e r ie n c in g  a n y o t h e r  s u b s t a n t ia lly s im ila r  c o n d it io n  
s p e c ifie d  b y t h e  Se c re t a ry o f H e a lt h  a n d  H u m a n  Se rvic e s  in  c o n s u lt a t io n  
w it h  t h e  Se c re t a ry o f t h e  Tre a s u ry a n d  t h e  Se c re t a ry o f La b o r .



Im p o rt a n t  Lin k s :

Fa m ilie s  F ir s t  
Co ro n a viru s  Re s p o n s e  

Ac t  (FFCRA)

Fe d e ra l Em e rg e n c y 
Le a ve  P o r t a l

FFCRA Required  Not ificat ion

FFCRA LEAVE FAQS

FMLA Ap p lica t io n  P o rt a l

https://www.uh.edu/human-resources/policies/posters/ffcra_poster_wh1422_non-federal.pdf
https://www.uh.edu/human-resources/covid-19-information/federal-emergency-leave-faq.pdf
https://uh.edu/human-resources/hr-service-center/fml/


Fre e  COVID-19  Te s t in g
COVID -19  La b  Te s t in g

• As  o f Ma rc h  6 , 20 20 , in -n e t w o rk  la b  t e s t in g  fo r  CO VID -19  is  a va ila b le  a t  n o  c o s t  

t o  H e a lt h Se le c t o f Te xa s , H e a lt h Se le c t O u t -o f-St a t e  a n d  H e a lt h Se le c t

Se c o n d a ry p a r t ic ip a n t s . 

• As  o f Ma rc h  11, 20 20 , t h is  a ls o  a p p lie s  t o  Co n s u m e r  D ire c t e d  H e a lt h Se le c t

p a r t ic ip a n t s . 

• As  o f Ap r il 23 , 20 20 , o u t -o f-n e t w o rk  la b  t e s t in g  fo r  CO VID -19  is  a ls o  a va ila b le  a t  

n o  c o s t  fo r  a ll p la n  p a r t ic ip a n t s . Th is  c o ve rs  o u t -o f-n e t w o rk  CO VID -19  la b  

t e s t in g  c la im s  re c e ive d  o n  o r  a ft e r  Ma rc h  18 , 20 20 .

• Le a rn  h o w  yo u  c a n  a vo id  e xt ra  CO VID -19  t e s t in g  c h a rg e s . 

https://tdi.texas.gov/news/2020/tdi07072020.html


Tem p orary Em p loym en t  – St a ff On ly
TRS D ef in i t ion  
TRS d ef in es t em p orary em p loym en t  as t o t al  em p loym en t  t h at  is exp ect ed  t o  last  less t h an  fou r  an d  on e-h al f  
m on t h s in  a sch oo l  year . For  t h e p u rp oses o f  t h is d ef in i t ion , TRS h as d et erm in ed  t h at  fou r  an d  on e-h al f  m on t h s 
is eq u al  t o  18  w eek s. 
It  is im p or t an t  t o  n o t e t h e d esig n at ion  o f  ‘t o t al  em p loym en t ’ m ean s t h e t o t al  am ou n t  o f  t im e a p erson  is 
em p loyed  w i t h  t h e TRS Covered  Em p loyer , n o t  ju st  t h e ac t u al  d at es t h ey w ork . Th erefo re, i f  t h ere are p er iod s 
b et w een  assig n m en t s w h en  t h e p erson  is n o t  w ork in g , b u t  t h e p erson  is st i l l  con sid ered  t o  b e an  em p loyee, 
t h at  t im e is cou n t ed  in  t h e t o t al  em p loym en t . 

UH Tem p orary Em p loym en t  
Al l  t em p orary em p loym en t  m u st  n o t  exceed  125 calen d ar  d ays (p reviou sly refer red  t o  as 4 .5 m on t h s o r  18  
w eek s; 125 calen d ar  d ays m eet s t h e TRS req u irem en t  o f  less t h an  4 .5 m on t h s) o f  t o t al  em p loym en t  f rom  d at e o f  
1st  h i re in t o  t h e t em p orary p osi t ion . Th e 125 d ays is an  ac t u al  cou n t  o f  al l  d ays (w eek en d s, h o l id ays an d  d ays n o t  
w ork ed ). 

TRS is t rack in g  al l  rep or t ed  t em p orary em p loym en t  t o  id en t i fy n on -com p lian ce. 

Tem p orary Em p loym en t  is em p loym en t  d ef in ed  2 w ays: 
1) Tem p orary (Casu al) Em p loym en t : 

a) Em p loyee M UST b e sch ed u led  an d  con sist en t ly w ork  LESS TH AN  20  h ou rs p er  w eek . 
b ) Last  an  in d ef in i t e p er iod . 

2) Tem p orary (Sh or t -Term ) Em p loym en t : 
a) Last  a t o t al  p er iod  o f  125 calen d ar  d ays o r  less f rom  d at e o f  1st  h i re in t o  t h e t em p orary p osi t ion . 
b ) Em p loyee m ay b e sch ed u led  an d  w ork  b et w een  20  – 4 0  h ou rs p er  w eek . 

Al l  t em p orary em p loym en t  m u st  h ave an  en d  d at e. Th e 125t h  d ay (f rom  d at e o f  1st  h i re) m u st  b e t h e last  d ay 
w ork ed  w i t h  t h e 126t h  d ay b ein g  t h e in ac t ive d at e. 



Tem p orary Em p loym en t  – St a ff On ly
Co n t in u e d

Key Poin t s t o  con sid er : 
• A b reak  in  service d oes n o t  reset  t em p orary (sh or t - t erm ) em p loyee 

st at u s. 
• An y em p loyee w h o is h ired  or  reh ired  in  a t em p orary (sh or t - t erm ) 

p osit ion  can n ot  exceed  125 calen d ar  d ays f rom  t h e d at e o f  1st  h ire. 
• An  em p loyee w h o h as reach ed  t h e 125-calen d ar  d ay m axim u m  

can n ot  b e reh ired  in  a t em p orary st at u s fo r  on e calen d ar  year  + 1 
d ay fo l low in g  t h e t erm in at ion  o f  t h e last  t em p orary (sh or t - t erm ) 
assig n m en t . 

• W h en  h ir in g  t em p orary em p loyees, i t  is im p erat ive t o  con sid er  
em p loym en t  w it h in  al l  UH  cam p u ses an d  o t h er  st at e ag en cies fo r  
b en ef i t  el ig ib i l i t y. 

• St u d en t  em p loym en t  is n o t  con sid ered  fo r  TRS el ig ib i l i t y. 

New guidelines, processes and tools will be coming soon.



CONNIE KEMP
Execu t ive D irect or,
HR Services

SANDRA ARMSTRONG
Execu t ive D irect or,
HR Op erat ion s

THANK YOU!

HR Se rvic e  Ce n t e r:
(713) 74 3-736 6
h rs c @ u h .e d u
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