
REQUEST FOR EMERGENCY FAMILY AND MEDICAL LEAVE EXPANSION DUE TO SCHOOL CLOSURE 

Employee Name: ___________________________   EIN: ________________ 

Employee Work Email: ______________________    Department Name: ___________________ 

Employee Home Email:______________________   Contact Phone #______________________ 

Requested leave dates:   From: _______________    To: _____________ 

☐ Continuous ☐ Intermittent

I certify that I meet the following requirement for the Family and Medical Leave Expansion Act: 

• I have been an employee with Pima County for a minimum of 30 days.
• I need to care for my child whose school or place of care has been closed (or whose childcare provider

is unavailable) due to the Coronavirus Pandemic:

    Name of Child/Children: ___________________________________________________________ 

Name of Schools, place of care, or care provider: _______________________________________ 

No other suitable person is available to care for the child as of: (date)______________________ 

I understand Emergency FMLA Expanded Leave will pay 2/3 of my salary up to $200 per day after the first 10 

days of unpaid leave.

First 10 days of unpaid leave: 

I elect to use if available:  (select more than 1 if you wish to supplement for Federal Pay) 

☐Federal Emergency Pay (paid at 2/3rds pay)     ☐Pandemic Leave    ☐Accruals ☐None

After 10 days of unpaid leave:  

I elect to use if available:  (please number in the order you wish to use, leave blank if not selected 

to use) 

 ____Pandemic Leave     ____Accruals  _____None 

  **FAILURE TO ANSWER INFORMATION ABOVE WILL RESULT IN NO ADDITIONAL PAID LEAVES 

OR LEAVE BANKS BEING USED AND LEAVE TIME TAKEN WILL BE UNPAID** 

Employee Signature:      Date: ________________ 

Submission: Once completed, submit this form, the Leave Administration Form, and some relevant 

documentation that evidences you have a school-aged child affected by a school closure, examples may 

include a recent report card, current school identification badge, email or letter to you as a parent notifying 

you have a school closure, etc., directly to Human Resources Leave Administration by faxing to 520‐791‐

6514 or emailing to hr.leaveadmin@pima.gov.  

Questions, please call HR Leave Administration 520-724-8076 or email HR.Leaveadmin@pima.gov 

To learn more about this leave, please review Families First Coronavirus Response Act FAQ's . 

By signing below, I am attesting to the fact that my child is under 18 and will not turn 18 before December 31, 2020. 
(If your child is, or will be, 18 years of age before December 31, 2020, you may still be eligible for E-FMLA. You must 
contact HR Leave Administration [520-724-8076 / HR.LeaveAdmin@pima.gov] for review).
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