
	

	

CLASSIFIED WORK ASSIGNMENTS  

Frequently Asked Questions (FAQs) 

1. Are all employees expected to physically report to work on May 13, 2020?  
No. It is preferable for employees to work virtually, whenever practicable.   
 
There is no District-wide directive for all employees to physically return to 
work.  Individual employees may be required to return to work safely and 
appropriately, as directed by their supervisor.  Each department or site will 
determine their needs and provide work direction. Some employees may be 
assigned to a school or office as needed to assist with essential tasks related to 
the closing of the school year.  All employees are expected to be actively 
engaged in the work of the District, either remotely or at a physical location.  
 

2. Will my supervisor assign work to me that can be completed at home?  
Supervisors will determine if the work of their department or location can be 
completed at home. 

 
3. If I am in a high-risk category, will I still be required to report to a work site?  

Employees in high-risk categories should work with their supervisor for work-at-
home options.  If working from home is not practical, employees will be asked to 
use the appropriate benefit time. 

 
4. If I am assigned to a school site, are there examples of the type of work I 

could be assigned during the school closure period?  See attachment A. 
 

5. Will Personal Protective Equipment (PPE) be provided to employees 
returning to the work site?  Yes.  Masks will be made available to employees 
or employees may opt to use their own masks. 
 

6. May a school request a substitute for a classified employee’s absence?  
The expectation is that regular classified employees are working.  However, 
substitutes may be requested when there is a need for a substitute in place of a 
regular employee who cannot work. 
 

7. Who is eligible for the $5 per hour differential?  All regular, provisional and 
substitute hourly classified employees who are required by their supervisors to 
report to a work site are eligible for the differential.  In addition, Teacher 
Assistants are eligible for the differential. 
 

8. How is the differential time-reported?  A payroll guide for reporting differentials 
will be issued to time reporters the week of 5/18/20. 
 



	

	

9. How should employees working remotely be time-reported?  Employees 
working remotely and/or reporting to a physical site should be reported as RG.   
 

10. Whom should I contact if I have questions about my work assignment?  
Employees should contact their supervisor or administrator regarding their work 
assignment.  Supervisors are encouraged to work with employees to establish 
mutually agreeable work arrangements to the extent practicable. 
 

11. If an employee reports to a physical site, and has a fever or does not 
appear well and is sent home by their supervisor, how should the 
employee’s time be reported?  If an employee has reported for work, but is 
sent home by their supervisor, the employee’s time should be reported MS.   
 

12. When should the payroll code MSND be utilized?  MSND may be used to 
report payroll time for employees who are able and willing to work; but there is no 
work available for them, or they have not been provided the tools or resources 
necessary to perform their assignment. 
 

13. When should an employee cease to be reported MSND, and be asked to 
utilize their benefit time?  Employees who have been assigned work and 
provided the necessary resources yet are unable to work will be asked to utilize 
their benefit time. 
 

14. If I am unable to work because I do not have childcare, must I use my 
benefit time effective May 13th? You should communicate with your supervisor 
to determine if you can work from home.  You should also work with your 
supervisor to determine if there are alternative arrangements which can be made 
with respect to the number of hours or days that you work.  If no alternative 
arrangements can be made, an employee will need to use their benefit time. 

 
15. Whom may I contact regarding the use of appropriate benefit time? For 

questions related to employee benefits that may be used for COVID-related 
absences, please contact absencemanagement@lausd.net. 
 

16. If an employee reports to a physical location for part of the day, should the 
rest of the time be charged to a benefit?  No.  Employees who are required to 
report for a partial day should be assigned other work to perform remotely and 
reported for their full assignment.   

 
NOTE: All supervisors should familiarize themselves with the CSEA COVID side 
letter which can be found on the Office of Labor Relations website as it may 
warrant additional action in addition to what’s listed above. 

	


