Civilian Quarantine Leave (Q-Leave) Process Flow ii)) City of Dallas

Human Resources Q-Leave Department Supervisor/
Coordinator Director Department

Employee

Has employee COVID positive employee

already been requests Q-Leave by emailing
granted Q-Leave the request form, positive test
this fiscal year? results, and proof of full
vaccination status to
COVID19@dallas.gov.

Employee is not
eligible for leave
again. Deny
request.

Does the positive test
result meet criteria (name,
date, & result)?

Yes

Is employee
vaccinated?

Send request
back.

f

—No—

Denied

Record
necessary
data.

Send email to
employee’s
department director
requesting approval
for Q-Leave.

Approve or deny by
responding to HR
email.

¢—Approved—

Add Q-Leave balance to
employee in Workday and

Upon returning to work

Enter time for notify
employee while they g COVID19@dallas.gov that
are out on Q-Leave. they have returned to
work.

send out approval email to
employee only.
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