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   Community Academy of Philadelphia, CS               

Re: Remote Work Policy for Employees 

Last Edit 8-7-2020 

I. Introductory Language 

Community Academy of Philadelphia (“CAP”) takes the health and safety of our employees very 
seriously.  In an effort to create a safer and healthier workplace, CAP developed the following 
policies, which are intended to follow Centers for Disease Control and Prevention (“CDC”) 
guidance, state and local mandates, and federal OSHA standards related to COVID-19.  The Plan 
is subject to change as new COVID-19-related information becomes available, and guidelines 
and mandates are updated.   

Under Governor Wolf’s three-phase reopening plan, schools in the yellow or green phase may 
provide in-person instruction. If Philadelphia changes color designations, or if the state or local 
governments implement additional restrictions, CAP may need to adjust its plan accordingly.  In 
general, Pennsylvania has advised that schools should be prepared to cycle back and forth 
between more restrictive and less restrictive designations as the public health crisis improves or 
worsens in their county.        

Please carefully review the entirety of this plan so that you understand all of the new policies and 
procedures that will be in effect until further notice.  If you have any questions, please contact 
Human Resources, Sueca Reid. 

II. Teleworking Requirement 

At this time, CAP is planning to open the school for cyber and partial in-person instruction, with 
additional safety measures in place, such as students attending school both in person and 
virtually. This means that we will need our staff members to be onsite. This includes teachers, 
teacher’s assistants, janitorial and maintenance staff, cafeteria staff, and other personnel who 
must be on campus in order to fulfill the requirements of their position and meet the needs of our 
students.  
If you are in a position for which it is possible to work from home because your work is outside 
the classroom and not directly related to educational instruction, you may work from home. 
Likewise, if you are in a position for which you can do a portion of your work from home 
because such work is not directly related to educational instruction, you may likewise do that 
work from home.  
If you have any questions about whether it is possible for you to do most of your work from 
home, please contact Human Resources.     
 

III. Work from Home Policy 

At CAP, the safety and well-being of our employees is of paramount importance.  We are 
implementing social distancing measures to limit employee exposure to the COVID-19 virus, 
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and one option for social distancing is for eligible employees to work remotely on a temporary 
basis.  Remote work will be permitted if CAP determines, in its sole discretion, that a remote 
work arrangement is appropriate and viable in light of our community’s needs and the 
employee’s ability to perform the job remotely in an effective manner. 

This Temporary Remote Work Policy (“Policy”) governs all employee remote work 
arrangements with limited exception and supersedes any prior remote work arrangement or 
agreement under which an employee currently is operating.  

CAP’s decision to permit remote work pursuant to this Policy in response to COVID-19 is a 
temporary measure only and is not a determination by CAP that an employee’s job is suitable for 
remote work on a long-term basis.  This Policy, as well as any individual remote work 
arrangement pursuant to this Policy, is subject to alteration or termination at any time in CAP’s 
sole discretion.  

1.             Approval Required.  You must receive written approval from the CEO and HR 
to work remotely pursuant to this Policy. Exception: exempt employees, such as teachers and 
administrators, who work full-time on campus (5 days a week, 40 hours), but who do additional 
non-instructional work at home (e.g., grading, lesson planning, etc.) need not receive written 
approval to do such work remotely.     

  
2.             Communication and Responsiveness.  You must maintain a presence with your 

department while working remotely.  Presence may be maintained in the manner directed by the 
department, and using the technology which remains readily available, such as by laptop 
computer, mobile phone, email, messaging application, video conferencing, instant messaging, 
and/or text messaging at all times the department expects or requires you to work, consistent 
with the expectations as if you were at your regular work location.  

  
3.             Employment standards.  While working remotely, you must maintain the same 

level of productivity, performance, communication, and responsiveness standards as if you were 
not working remotely.  This temporary remote work arrangement does not change the basic 
terms and conditions of your employment.   

  
4.             Work schedule and recording time worked.  If you are a non-exempt employee, 

you ordinarily will work the same schedule as you worked before beginning remote work 
pursuant to this Policy.  Just as required when you are at your regular work location, you are not 
permitted to work overtime without prior approval from your supervisor, and you should not 
perform any work outside of your scheduled work hours.  You are required to clock-in and 
clock-out using CAP’s timekeeping system when working remotely, and will be provided with 
instructions regarding how to do so.  You are required to comply in all respects with CAP’s 
policies relating to payment of non-exempt employees. 

  
5.             Breaks.  If you are a non-exempt employee, you are required to take your 

scheduled meal breaks while working remotely.  You agree to follow such procedures as your 
manager or your department may establish in order to minimize the likelihood of interruptions or 
delays to your meal breaks.  You are required to notify your manager in writing before stopping 
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work for the day if you believe you were unable to take a full, uninterrupted meal break of at 
least 30 minutes on a day on which you worked remotely. 

  
6.             Equipment and Devices.  At this time, CAP is not providing additional office, 

work, or electronic communications equipment as part of your remote work arrangement, unless 
prior arrangements have been made or unless otherwise needed as part of a need for a reasonable 
accommodation.  If you previously were issued a CAP-owned computer or mobile device for 
work purposes, you are required to use that device exclusively to work remotely in lieu of using 
similar personal devices (e.g., if you were issued a laptop computer, you may not use a personal 
laptop computer to work remotely; if you were issued a cell phone, you may not use a personal 
cell phone to work remotely).  Regardless of which devices are used for work while working 
remotely, you are responsible at all times for the access, use, and security of those 
devices.  Approval to use personal mobile devices can be revoked at any time in CAP’s sole 
discretion. 

  
7.             Safe Workplace.  It is CAP’s policy to comply fully with all applicable work 

safety laws and regulations.  While working remotely, you are expected to maintain a safe 
workplace at all times.  All injuries incurred by you during hours you are working and all 
illnesses that are job-related must be reported in accordance with CAP’s injury/illness reporting 
and workers’ compensation procedures. 

  
8.             Remote work location.  When you begin working remotely, you must do so 

from your address on record with CAP, and you must notify Human Resources in writing within 
three (3) calendar days of any changes to the location from which you will be working remotely, 
along with the effective date(s) and duration of such change.  You understand that CAP will rely 
on this information in determining its compliance with any local laws and ordinances while you 
are working remotely. 

  
9.             Compliance with Company policies. While working remotely, you are required 

to comply with all CAP policies. 
  
10.          Time off from work. Employees who wish to take paid or unpaid time off from 

work should notify Human Resources in compliance with CAP policy. 

 

 
 

IV. What Happens if the School Must Close 

Under certain circumstances, CAP may need to close the school to in-person instruction for a 
period of time. CAP will work closely with local public health officials to make the 
determination that best addresses the specific circumstances. Such decisions will be made 
carefully, with the health, safety, and needs of our staff and students in mind. In the event that 
CAP must cease in-person instruction due to COVID-19, employees who are able to conduct 
their work from home must do so. Teachers and other instructional staff should be prepared to 
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provide remote instruction should CAP need to close for an extended period of time (more than 
48 hours). If duties are such that an employee cannot work from home, the employee should 
contact their supervisor for further instruction.      
 

V. Policies for Staff Experiencing Illness or Exposed to COVID-19 

If an employee exhibits symptoms or tests positive for COVID-19, that employee may not come 
to school and must stay home until cleared by Human Resources to return.  If the employee with 
a presumed or confirmed case of COVID-19 visited or worked on the campus during the 48 
hours preceding the exhibition of symptoms or, if there were no symptoms, the 14 days 
preceding a positive test result, any employee who came into close contact with that employee 
must also stay home until cleared by Human Resources to return.  

In any communication to employees regarding a potential exposure to COVID-19 in the office, 
CAP will maintain the privacy of the ill employee’s identity, health status, and health-related 
information at all times.  However, CAP reserves the right to disclose the identity and contact 
information of an employee to government-authorized individuals, agencies, or organizations for 
the purposes of contact-tracing in adherence with local, state, or federal requirements, 
recommendations, or guidelines. 
  
Employees Who Feel Ill or Test Positive for COVID-19 
 
Employees who feel sick or who test positive for COVID-19 must stay home.  

● Employees who have any COVID-19 symptoms or who test positive for COVID-
19 must notify Human Resources and stay home.  

 
o If an employee is at school when symptoms develop, the employee 

must immediately notify an administrator and leave the campus, if 
possible. Employees who require coverage due to instructional or care 
duties must maintain as much social distance between themselves and 
the student(s) until the school provides coverage allowing the 
employee to leave campus.  

 
o If the employee needs to be picked up from school, they should wait 

outside or in the designated isolation area in the Commons. 
 
● We encourage employees experiencing COVID-19 symptoms to contact their 

medical provider and, if symptoms are severe, to go to the Emergency Room. 
 
● Human Resources will ultimately determine when an employee may return to 

work in-person.  An employee who experienced COVID-19 symptoms or who 
tested positive for COVID-19 may not return to work in-person unless one of the 
following sets of criteria is met: 
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1. Initial COVID-19 testing is negative and the employee meets the 
school’s normal criteria for returning after an illness. 

 
2. A doctor evaluated the employee and confirmed the employee is fit for 

duty and may return to work.  
 

3. If the employee had symptoms (symptom-based strategy): (1) 10 days 
has passed since the employee first started experiencing symptoms; (2) 
The employee has been fever-free for at least 3 days without the use of 
anti-fever medications; and (3) Symptoms have improved. 

 
4. If the employee had symptoms (test-based strategy): (1) A negative 

test result; (2) No fever; and (3) Any respiratory symptoms have 
improved.  

 
5. If the employee tested positive but did not have symptoms (symptom-

based strategy): 10 days have passed since test with no symptoms. 
 

6. If the employee tested positive but did not have symptoms (test-based 
strategy): Received two negative test results in a row, at least 24 hours 
apart. 

  
Employees Exposed to a Positive Case of COVID-19 

Employees who live in the same household with someone who has a confirmed or probable case 
of COVID-19 must contact Human Resources and stay home.  
 

● A person is considered to have a probable case of COVID-19 if a person has 
symptoms (e.g., fever, cough, shortness of breath) and exposure to a high-risk 
situation, or if the person has a positive antibody test and either symptoms or 
high-risk exposure. 

● An employee may not return to work in-person unless 14 days have passed since 
the person in the household with COVID-19 has been released from isolation or 
the employee tests negative after the person in the household has been released.  

● All employees who stay home due to exposure to COVID-19 must receive 
approval by Human Resources to return. 

Employees who had close contact with someone who has COVID-19 within the past 14 days 
must contact Human Resources as soon as possible and stay home. 
 

● Close contact is defined as: (1) being within approximately six feet (2 meters) of a 
person with COVID-19 for 10 or more minutes or (2) having direct contact with 
infectious secretions of a person with COVID-19 (e.g., being coughed on). 

● The employee must stay home and self-monitor for symptoms for 14 days after 
their last known close contact with COVID-19.  
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● An employee may not return to work in-person unless 14 days have passed since 
exposure or the employee tests negative after exposure.  

● All employees who stay home due to exposure to COVID-19 must receive 
approval by Human Resources to return. 

Employees who were in the same room as someone with COVID-19, but did not have close 
contact (as defined above) must self-monitor for symptoms for 14 days after that contact.  During 
this period, the employee is permitted to come to work so long as they do not develop symptoms 
or test positive for COVID-19.  
 

● If the employee develops any symptoms or tests positive for COVID-19, the 
employee must contact Human Resources and stay home. The employee may not 
return to work unless approved by Human Resources. 

At this time, no employee is required to test negative for COVID-19 in order to return to work; 
all return-to-work scenarios include a non-testing option. However, employees may utilize the 
test-based return-to-work options. 
 

VI. Travel Quarantine Policy 

We ask that employees limit non-essential travel to lessen the introduction of new sources of 
infection to the CAP community.  In general, employees should not travel if they have COVID-
19 or have been exposed to someone with COVID-19 in the past 14 days.  Employees should not 
travel with someone who is sick.  
  
Should travel be necessary, employees are encouraged to contact Human Resources for advice 
and safety practices before, during, and after their planned trip.  
 
Employees who travel either internationally or domestically may need to quarantine. Employees 
who travel internationally must notify Human Resources about their trip. Depending on the 
travel location(s) and the CDC COVID-19 Travel Guidance in effect, Human Resources may 
require the employee to stay home for 14 days. 
 
Employees may also have to stay home if they visit an area from which Pennsylvania or 
Philadelphia recommends quarantining. If an employee travels out of state, upon their return to 
the state, but before going to work, they must check the current travel quarantine 
recommendations. If the employee has traveled from a location that is on the list, they must 
notify Human Resources about their trip, and Human Resources will determine whether the 
employee must stay home.  
 
For Pennsylvania, the list can be found here: 
https://www.health.pa.gov/topics/disease/coronavirus/Pages/Travelers.aspx   
 
For Philadelphia, the list can be found here: 
https://www.phila.gov/programs/coronavirus-disease-2019-covid-19/updates/  
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VII. Daily Self-monitoring and Screening Procedure 

Employees must conduct a self-assessment of their health each day before reporting to work, and 
monitor their health throughout the day, for any signs and symptoms of COVID-19. 
According to the CDC, people with COVID-19 have had a wide range of symptoms reported – 
ranging from mild symptoms to severe illness. 
Symptoms may appear 2-14 days after exposure to the virus. People with any of the following 
symptoms may have COVID-19: 

● Fever or chills 

● Cough 

● Shortness of breath or difficulty breathing 

● Fatigue 

● Muscle or body aches 

● Headache 

● New loss of taste or smell 

● Sore throat 

● Congestion or runny nose 

● Nausea or vomiting 

● Diarrhea 
This list does not include all possible symptoms, and the CDC may identify additional or 
different symptoms.  

Before Reporting to Work Each Day 

Before reporting to work, employees must: (a) take their own temperature, and (b) ask 
themselves the following questions: 

1. Am I experiencing any of the COVID-19 symptoms listed by the CDC? 
2. Have I experienced any of the COVID-19 symptoms listed by the CDC in the past 10 

days? 
3. Have I been in close contact (within six feet for more than ten minutes) with anyone who 

has symptoms of or has been diagnosed COVID-19 within the last 14 days? 
4. Do I have any reason to believe that I was in close contact with someone who had 

COVID-19 within the last 14 days? 

If an employee has a body temperature of 100.4 degrees or higher, or answers YES to any one of 
the foregoing four questions, they may not come to work in-person. Instead, that employee must 
STAY HOME, and contact Human Resources, as soon as possible.  
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