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How to track COVID-19 on your time sheet  

The university is prepared to track the impacts of the novel coronavirus and the illness it causes, COVID-

19, on employee timesheets. Earnings codes will depend on the type of work being conducted or type of  

leave being used. 

Working from Home: If an employee is able to perform job functions from their home, then 
supervisors should be flexible and utilize regular earnings codes.  
 
Administrative Leave: If an employee is not able to work from home or not able to work their 
full schedule from home, then the supervisor can approve the use of administrative leave. A 
new earnings code (EC 467) has been created to track employees home on administrative leave, 
but not working from home, in compliance with Coronavirus community restrictions and 
required self-monitoring. This earnings code will show up on the time sheet and will be available 
for all employee classes. 
 
Child Care: Beginning 16 March through 10 April, supervisors may approve administrative leave 

(EC 467) up to 20 hours per week for benefit-eligible employees (pro-rated for part time 

employees) for the purpose of providing child care or when the ability to work full time from 

home is disrupted due to providing child care. 

Sick Leave: All benefit eligible employees should use sick leave if they are experiencing COVID-

19 like symptoms or they or a household member have a confirmed case of COVID-19.    

Temporary & Student Employees: Temporary employees including students, adjuncts with 

active assignments, and other temporary positions not usually provided with leave benefits also 

are allowed to use EC 467 if they are required to remain home due to Community Restrictions, 

they are experiencing COVID-19 symptoms, or they are confirmed with COVID-19 and they do 

not have the ability to work from home. The use of administrative leave does not extend to 

students or temporary employees if no work is available and telework is not an option. 

Tracking the impact of this virus from the onset is an important part of the university’s emergency 

management and recovery plans. If you have any questions please contact HR at ua-hr@alaska.edu, 

907-450-8200. 
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