Decision Tree:

COVID19 Time Entry & Time-Off

Are you working
remotely?

Yes

Tag your time
entries with
Covid19 - Work
From Home

No

Are you working

on Campus?

Yes

Tag your time
entries with Covid19
- On-Campus Work

No

Have you been assigned
remote work? *
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Decision Tree:
COVID19 Time Entry & Time-Off

work?

*Have you been
assigned remote

Yes, but you cannot perform
the assigned work.

If you cannot
perform your
assigned remote
work due to personal
reasons, use your
personal or vacation
time-off with reason
Covid-19

If you cannot
perform your
assigned remote
work due to illness,
use your sick
time-off with reason
Covid-19
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No

Are you sick,

immunocompromised, or
caring for someone who is

sick?

Yes

No

Use your sick or
sick family member
time-off with reason

Covid-19

Are you caring
for a child due
to school
closure?*




Decision Tree:
COVID19 Time Entry & Time-Off

* Are you caring for a child
due to school closure?

Yes No

Have you been

Tag yourtime advised not to

entries with o
Covid19 - Child report to work?
School Closure
Yes No
Note: Total hours recorded in Tag your time entries Reach out to
any week with this tag with Covid19 - Remote covid19info@smith.edu

“Covid19 - Remote Work Not Work Not Available
Available” should not exceed

regular scheduled hours.
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