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PUBLIC HEALTH EMERGENCY LEAVES:
SCHOOL/DAYCARE CLOSURES

• Documents pertaining to the need for leave will need to be certified for example closure of school/daycare, 
notice of distance learning from school, no hand written statements from EEs

• In the certification process we will create a generic naming convention:
• Before/after school care

• Infant/toddler day care

• Preschool

• Grade K-5

• Grade 6-8

• Grade 9-12

• EE’s may have multiple children we will capture all children in one leave

– For example: EE only has daycare for infant MWF and has a grade K-5 age child to assist with distance learning for 4 
hours a day and will be requesting and INT LOA.  We will select the option for the child that is requiring the most time 
away from work (in the certification portion). For this example it will be the grade K-5 child requiring time away 4 hours 
a day. However, in the INT description for absences it will be full days T, TH and 4 hours MWF.



EXAMPLE:
WHEN SELECTING PUBLIC HEALTH EMERGENCY LEAVE FOR 
SCHOOL/DAY CARE PROVIDER CLOSURES:

Check if Applicable

1

2



3 Continue to complete Request Leave and Confirm Eligibility and Entitlement wizards as applicable 

4 Initial Correspondence will now read: 

*Instead of generating the Presagia Leave Request form it will now generate our COV LOA 
Request form. We are aware this form may have already been received which is OK we do not 

need to duplicate.  This will give us the WLI to certify COVID Related Documents also if an EE is 
requesting an INT LOA they can list the desired schedule on the COV LOA Request form and 

users can upload both COV LOA Request form and supporting COVID documents (both forms 
can be in one upload when certifying) 



5
Certifying COVID related documents for school/daycare closures ex:  
school distance learning notice, school/district closure notice, 



-Certifying Authority: Select Generic Certifying Authority as applicable
-Signature date: Date leave will start/started i.e. school start date
-Certification date: Date leave will start/started i.e. school start date
-Certification end date: End of leave *Keep in mind when approving for long 
term for ex: whole school. We can re-evaluate at any time this date should 
reflect the re-evaluation date. 
-Most recent documentation date: Date leave will start/started



Accept supporting documents if applicable:

Select the 2nd box if out completely or 3rd box if out intermittently



Select yes if applicable 

-Continue through approval of the certification process once completed case will be changed from a pending 
status to an approved
-When applying FMLA a WLI named “EFMLEA Employer Verification Form” will appear, you can simply apply 
the same upload as you did for COVID to approve this it will not require the full certification process. 

**That is the same COVID supporting documents previously 
uploaded select as supporting documents for EFMLEA as well



These will be the only questions following selecting the upload:

Leave Start Date

**Language on correspondence will no longer state a health care provider needs to complete the forms
**You may get two COV of LOA Request forms in Initial Correspondence that is because you are applying 
two policies we are still working on correcting this issue.



Thank you all for your patience while we make 
customizations in Presagia to best fit our needs to 

capture all important information for reporting as it 
relates to Public Health Emergency Leaves 

school/daycare closures. 


