
 

 

Frequently Asked Questions (FAQ) COVID-19 
 
Saint Paul University is actively monitoring the novel coronavirus (COVID-19) situation as it continues to 
evolve. In order to decrease transmission of COVID-19, social distancing is recommended for all 
residents of Ottawa. 
 
What are the recommended procedures in the event any member of our University community 
(student, employee or visitor) self-identifies as having symptoms of COVID-19? 
Currently, self-isolation for 14 days is recommended even in the absence of symptoms for COVID-19 for 
anyone who has recently returned from travel outside of Canada or has come into contact with 
someone who recently tested positive for COVID-19 or is suspected of having COVID-19. 
 
What should I do if I feel sick? 
All members of the University community are asked to stay home and follow the guidelines on the 
Ottawa Public Health website. Staff and faculty members should also contact their direct supervisor to 
discuss their absence. At this time, employees are not required to provide a medical certificate to 
support their absence for symptoms related to COVID-19. Should documentation be required at a later 
date, a Human Resources representative will contact you. 
 
What precautions should I follow to minimize the spread of the COVID-19 virus? 
As we continue to work closely with Ottawa Public Health and medical authorities, please ensure that 
you: 
- Practise proper hand washing 
-Avoid touching your face 
-Cover your mouth and nose with your arm when you cough or sneeze 
-Clean and disinfect 
-Stay home if you’re not feeling well 
 
Is Saint Paul University open and am I expected to continue working? 
Saint Paul University has recently adopted modified operations. Even though the campus is accessible, 
the remainder of the winter term has been moved to remote delivery through distance education and 
other means. Staff and faculty members are still expected to work so that we can maintain our services. 
As much as possible, staff and faculty are encouraged to work from home once arrangements have been 
made with their immediate supervisor. Please check your email and the University website for further 
updates as the situation continues to evolve. 
 
As a part-time employee (work-study, teaching/research assistant or part-time staff), am I also 
expected to continue working? 
All part-time employees are expected to continue working so that SPU can maintain its services. 
 
Will I still get paid for time worked? 
Payroll will continue to be processed in accordance with our payroll processing calendar available on the 
WFN home page. We ask all employees to respect the payroll processing calendar and ensure that you 



 

 

enter your hours worked (part-time employees) or exceptions (full-time employees) in a timely fashion 
so that we can continue to pay you accurately and on time. 
 
What happens to my pay if I have to self-isolate or am placed in quarantine? 
Please advise your immediate supervisor and contact our Human Resources Department at 
RH-HR@ustpaul.ca for assistance. 
 
What are my options if I had planned vacation time but my travel plans are now altered or cancelled? 
Please advise your immediate supervisor and contact our Human Resources Department at 
RH-HR@ustpaul.ca for assistance. 
 
What are my options if I am considered at high risk and/or am directly affected by the closure of 
elementary and secondary schools until April 5th and childcare services for my children?  
Saint Paul University realizes that the current situation is challenging for everyone and thus strives to 
accommodate all staff and faculty members. Please contact your immediate supervisor to make 
arrangements (e.g., working from home, flexible schedules, etc.)  
 
What are my options if I do not display any symptoms but prefer not to work during this difficult 
time? 
Please advise your immediate supervisor and contact our Human Resources Department at 
RH-HR@ustpaul.ca to determine if you have some leave banks available. Should you be entitled to paid 
leave, you can request your time off directly in WFN. For all leave balance information, access WFN at 
https://workforcenow.adp.com/workforcenow/login.html and go to Myself, Time off, Time off balances. 
Saint Paul University will allow access to leave banks in the following order during this exceptional 
circumstance: 
- Personal emergency leave (as entitled in your collective agreement), and/or 
- Sick leave, and/or 
- Vacation leave, and/or 
- Banked overtime. 
 
If you are not entitled to paid leave, there are non-paid leaves available to you under the Employment 
Standards of Ontario. 
https://www.ontario.ca/document/your-guide-employment-standards-act-0/family-responsibility-leave 
 
I am not sick; however I am feeling anxious and/or stressed about COVID-19 and want to talk to 
someone. Whom can I call? 
We understand this is a difficult time and remind you that the Employee Assistance Program (EAP) is 
available 24-7 should you require confidential and immediate help for any work, health or life concern. 
You can contact your EAP: 
By phone: 1-855-544-7722 
Website: www.workhealthlife.com/sunlife 
Download the MyEAP app from your app store. 
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