
Helping Small Businesses Run

HR Best Practices
for Dental Offices Responding to COVID-19



Helping Small Businesses Run

Employer FAQs on Illness and Quarantine



As an employer, am I allowed to take 
temperatures or ask about employee health?
Yes, but be reasonable.

Based on current CDC guidance, you can take an 
employee’s temperature when they arrive to work.

If you ask health questions, keep them very 
specific to symptoms of COVID-19. Do not ask 
open-ended health questions. 

Remember that not all COVID-19 carriers will 
immediately display symptoms.

Checking temperatures is not a fail-safe way to 
protect employees; maintaining all of your other 
safety precautions is critical.

The average incubation period of is 5 days, but
can be up to 14.



How should I handle a sick employee?

Send them home.

You’re entitled to send employees home anytime
you believe someone to be sick with something 
contagious — whether it’s COVID-19, the flu, or 
anything else that other employees are at risk of 
catching.

Have them determine with their healthcare 
provider when it’s safe to come back to work.

The decision to discontinue home isolation 
precautions should be made on a case-by-case 
basis, in consultation with healthcare providers 
and state and local health departments.



Can I require a note for an employee to return 
after sick leave?

Technically, yes. But the CDC asks that you don’t.

While you can ask for a formal doctor’s note, the 
CDC is asking employers not to.

Healthcare providers are under intense strain right 
now, and these requests add more to their 
workloads at a time when they should instead be 
prioritizing time towards patient care.

Generally, an individual with COVID-19 should be 
able to safely to return to work 24 to 48 hours 
after the symptoms have subsided.



Can I require an employee with a sick family 
member to stay home?

Yes — only if the family member is showing 
symptoms of or has tested positive for COVID-19.

Individuals in contact with a family member with 
COVID-19 symptoms have likely been exposed 
and should self-isolate in line with the CDC’s 
recommendations.

You cannot send an employee home for having a 
family member with any other illness or condition.



Employees don’t want to come to work. Can I 
require them to?

Yes, you can require them to come in — as long as 
there’s no legitimate threat and they don’t require 
accommodation.

You can enforce attendance policies if there’s no 
legitimate threat to employees coming in to work.

If someone willingly discloses that they are 
concerned because they are 
immunocompromised — or live with someone who 
is — it’s strongly recommended to let that person 
work from home or take leave.



An employees has multiple degrees of separation 
from a possible COVID-19 exposure. Can I require 
them to go home?
Technically yes, you can send them home.

This decision is up to you as the employer.
You can send them home as long as it’s a non-
discriminatory reason.
Try to let them work remotely if possible.

Right now, the CDC does not recommend special 
scrutiny for people exposed to asymptomatic people 
with potential COVID-19 exposure.

If you send someone home who can’t work remotely, 
it’s recommended you pay them for the time and not 
take it from their sick leave or PTO.

If you don’t pay them, you could run the risk of an 
ADA discrimination claim.
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Reminders About Pay and Policies



If at all possible, the CDC encourages you to let employees work from home at this time. When creating 
a work from home policy, consider defining:

• Hours of work: During what hours do you expect them to be online or working?

• Expectations regarding reachability: Do you need them to be available by phone, a messenger 
app, email, or something else?

• Expectations regarding productivity: You can set expectations on work output, but try to be 
mindful of realistic challenges employees may have while working remotely (i.e. kids at home due to 
cancelled school or childcare).

• Check-ins: Outline any set times or frequency expectations for check-ins.

• Office expenses: In most cases, it’s recommended that employers should cover reasonable and 
necessary office expenses. Outline any approval requirements you may have.

Work from Home Policies



Remember that non-exempt employees must be paid for all hours worked, even at home.

Even if hours are severely reduced and they are only working periodically or checking in for 
meetings, those hours must still be paid.

De minimis rule: If an employee is doing so little work that it’d be unreasonable to track it, you don’t 
have to pay in those cases.

If you send them home before their shift is over (even if they’re symptomatic), you may owe 
reporting time pay.

Reporting time pay requirements vary by state.

Reminders about pay: Non-exempt employees



If an exempt employee does any work in a workweek (including at home), they are entitled to 
their full weekly salary.

This includes if you are sending them emails that they respond to, scheduling calls, or any other 
time they work.

There are a few exceptions when a full day deduction may be made from the full workweek pay:

Full day deductions may be taken if they take time for personal reasons.
Full day deductions may be taken if they are actually sick, do no work, and you offer a bona fide 
sick leave plan (requires 5 paid days off that can be used for sickness).

You can’t take a partial day deduction from their wages, even if they get sent home.

You can fill it in with paid time off, if they have some available.

Reminders about pay: Exempt employees
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The Families First Coronavirus 
Response Act



The Families First Coronavirus Response Act

ü Provides relief to individuals and 
businesses in response to the 
COVID-19 outbreak in the US

ü Sections employers should take 
note of:

ü Family and Medical Leave 
Act (FMLA) Expansion

ü Emergency paid sick leave

ü Payroll tax credit

Effective: April 1, 2020 - December 31, 2020



Adds leaves for:
• Care for a child under 18 if their school or place of care is closed for public health emergency.

Coverage
• Applies to all employers with less than 500 employees — even those under 50
• There are two exceptions:

• Businesses with fewer than 50 employees will be eligible to apply for an exemption from 
some leave requirements if they would jeopardize the viability of the business. The 
Department of Labor is expected to describe how exemptions will work soon.

• Employers of health care providers or emergency responders may elect to exclude those 
employees from the expanded paid or family leave benefits.

FMLA Expansion



Pay details
• The first 10 days of leave are unpaid. The employee may opt to use any other leave they have 

available to them in that time, including the new emergency sick leave.

• After 10 days, the employer is required to pay at two-thirds their regular rate of pay for the 
number of hours the employee would normally be scheduled to work, up to $200/day and 
$10,000 total.

• Employers will get this money back as a payroll tax credit. More details are coming from the IRS.

Job protection
• Job restoration is required, except for employers with fewer than 25 employees if:

• The job no longer exists because of changes affecting employment caused by a public 
health emergency; AND

• Reasonable efforts to find equivalent positions were made (and failed), and employees are 
contacted if any positions come up within a year

FMLA Expansion



Coverage

• All employees are covered, regardless of how long they’ve been employed.

• Applies to all private employers with less than 500 employees.

• The same two exceptions apply:

• The Secretary of Labor may issue regulations to exempt businesses with fewer than 50 
employees if it would jeopardize the viability of the business.

• Employers of health care providers or emergency responders may elect to exclude those 
employees from emergency paid sick leave.

Emergency Paid Sick Leave



It can be used when the employee is:

1. Subject to a federal, state, or local quarantine or isolation order

2. Advised by a health care provider to self-quarantine

3. Seeking medical diagnosis for symptoms of COVID-19

4. Caring for an individual who qualifies under #1 (eligible for two-thirds pay)

5. Caring for a child whose school or care is closed (eligible for two-thirds pay)

6. Experiencing other substantially similar conditions (eligible for two-thirds pay)

Emergency Paid Sick Leave



Pay details

• Full time employees get 80 hours worth of pay (or two-thirds pay for conditions 4, 5, 6)

• Part time employees get paid for the number of hours worked on average over a 2-week period 
(or two-thirds pay for conditions 4, 5, 6)

• Maximums:
• Capped at $511/day and $5,110 total for conditions 1, 2, 3
• Capped at $200/day and $2,000 total for conditions 4, 5, 6

Emergency Paid Sick Leave
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Handling Reduced Hours and Closures



If you’re reducing their hours, non-exempt employees only need to be paid for hours they 
actually worked.

• Note that if you send people home after they’ve already arrived at work for the day, they may be 
eligible for reporting time pay.

If you’re reducing their hourly wage, that may require more notice under state law and cannot be 
retroactive mid pay-period.

• The employee is entitled to notice so they can decide if they want to keep working under the new 
pay rate.

Reducing hours or pay: Non-exempt employees



Implement a pay cut — but check for unintentional discrimination.

• Implement a pay cut for everyone, certain departments, or specific types of jobs.

• Document how these decisions are made if pay cuts are not the same for all employees to 
demonstrate that it is non-discriminatory.

• Make sure the employee’s pay still remains above the federal minimum salary for exempt 
employees ($684/week) or the higher state minimum depending on your location.

Reducing hours or pay: Exempt employees



If an exempt employee is doing so little of their usual work due to the circumstances, you can 
classify them as non-exempt

• This is legal — so long as it’s not done to avoid the salary basis requirements under the FLSA

• Don’t do it on a short-term basis (i.e. three weeks or less) — you can’t switch the classifications 
back and forth

• Make sure to meet state notice requirements, and it can’t be applied retroactively if you’re 
halfway into a pay period

Reclassify exempt employees as non-exempt



Furlough: Temporary reduction in hours of work or weeks of work.

• Typically means there is an estimated date of reopening or return to normal hours worked.

• Furloughed individuals are still considered employees and stay on the payroll.

• Even though they remain employees, they are typically eligible for unemployment insurance.

Temporary layoff: A layoff with the intention to rehire, typically within six months.

Permanent layoff: A layoff with no intention or anticipated rehire.

Furlough and layoffs: What’s the difference?



Communicate furloughs in writing.

• Explain the intent to employees — why the furlough is happening and any timelines

Share options for how they can make use of paid leave.

• Let them know if they can use any accrued PTO time they have.
• If they have a sick leave bank, you could offer to let them use it for furlough as well.

Furloughed employees may lose their existing health insurance coverage — it depends on your 
plan.

• Check with your provider to understand your plan’s provisions. If furloughed employees do lose 
coverage, they are likely eligible for coverage like federal COBRA or state mini-COBRA.

Most furloughed employees will be eligible for unemployment insurance.

Furloughs: Things to consider



Call an attorney.

• You may want some legal advice to decide the best course for action 
for your business.

• Liability can vary based on federal, state, and local laws where you 
operate, so you’ll want professional legal advice.

What if we can’t make payroll?
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Coronavirus Aid, Relief, and 
Economic Security (CARES) Act



The $2.2 trillion CARES Act offers wide-reaching regulations, loans, and 
grants that impact small businesses, their employees, major corporations, and 
individual taxpayers.

There are three parts that will be particularly relevant to many small businesses:

ü Payroll tax credits to give business owners incentive to keep employees on the payroll.
ü Delayed payment of social security taxes to decrease the short-term cost of paying 

employees
ü Paycheck protection loans from the SBA to give small businesses (and select others) 

easier access to loans

The CARES Act

https://onpay.com/covid-19/cares-act-refundable-payroll-tax-credits
https://onpay.com/covid-19/employer-payroll-tax-delay
https://onpay.com/covid-19/paycheck-protection-program-sba


Certain employers are eligible to have 50% of up to $10,000 in wages paid if their business has been financially 
impacted by COVID-19

Eligibility:
A) The employer’s business is fully or partially suspended by government order due to COVID-19 during the calendar 
quarter.

— OR —

B) The employer’s gross receipts are below 50% of the comparable quarter in 2019. Once the employer’s gross 
receipts go above 80% of a comparable quarter in 2019, they no longer qualify after the end of that quarter. These 
measures are calculated each calendar quarter.

— AND —

c) Under this law, companies that take an SBA loan under the CARES Act are not permitted to utilize the Employee 
Retention Tax Credits.

CARES Act: Employee retention tax credits



How is the credit calculated?
Wages paid after March 12, 2020, and before January 1, 2021, are eligible for the credit. 

Depending on the size of your company, qualifying wages can vary. Note that the size of your company is based on 
the average number of employees a company had in 2019.

CARES Act: Employee retention tax credits

Company size 100 or fewer employees in 2019 More than 100 employees in 2019

Qualified wages All employee wages (up to $10,000 per 
employee)

The credit is based on wages paid to 
all employees, regardless if they 
worked or not. If the employees 
worked full time and were paid for full-
time work, the employer still receives 
the credit.

Wages from employees who are not 
providing services due to circumstances 
related to COVID-19 (up to $10,000 per 
employee)

The credit is allowed only for wages paid 
to employees who did not work during 
the calendar quarter.



ü Eligible employers will report their total qualified wages and the 
related health insurance costs for each quarter on their quarterly 
employment tax returns or Form 941 beginning with the second 
quarter. 

ü If the employer’s employment tax deposits are not sufficient to 
cover the credit, the employer may receive an advance payment 
from the IRS by submitting Form 7200, Advance Payment of 
Employer Credits Due to COVID-19.

ü
Eligible employers can also request an advance of the Employee 
Retention Credit by submitting Form 7200.

CARES Act: Employee retention tax credits

https://www.irs.gov/forms-pubs/about-form-7200
https://www.irs.gov/forms-pubs/about-form-7200


Delayed social security and self-employment taxes
Instead of paying the 6.2% employers’ portion of social security taxes 
each quarter, employers have the option of making delayed payments:

• 50% on December 31, 2021
• 50% on December 31, 2022

Keep in mind that the delay of payments is optional

• Medicare taxes (1.45% of wages) are not deferred
• The employee portion of social security and Medicare taxes 

is not deferred

CARES Act: Delayed social security taxes



Many small business employers will be able to receive loans of up to $10 million through the Paycheck 
Protection Program (PPP) authorized by the CARES Act. 

PPP loans are an update to the SBA’s existing 7(a) loan program intended to be easier for small 
businesses to obtain.

ü Funds can be used to pay payroll costs including benefits or interest on mortgages, rent, and utilities. 
ü Funds will be provided as loans that can be fully forgiven when used for these purposes.
ü Payroll costs covered by these loans will be capped at an annual salary of $100,000 for each 

employee. 
ü And at least 75% of the forgiven amount must be used for payroll.
ü No collateral or personal guarantees are required for these loans.

Loan forgiveness is based on the employer maintaining or quickly rehiring employees and maintaining 
salary levels.

CARES Act: The Paycheck Protection Program



Which small businesses qualify for PPP loans?

Under the CARES Act, a “qualified business” is any business that:
ü Doesn’t have more than 500 employees or the maximum number of employees specified in 

the current SBA standards, whichever is greater; or
ü If the business has more than one location and has more than 500 employees, does not 

have more than 500 employees at any one location and the business’ primary NAICS code 
starts with “72” (Accommodation and Food Service); or

ü Is a franchisee holding a franchise listed on the SBA’s registry of approved franchise 
agreements; or

ü Has received financing from a Small Business Investment Corporation

Note: Sole proprietorships, self-employed individuals and certain nonprofit organizations may 
qualify under this program.

CARES Act: The Paycheck Protection Program



How do I apply for a Payroll Protection Program loan?

Small businesses and sole proprietorships can now apply for and receive loans. Starting April 10, 2020, 
independent contractors and self-employed individuals will be able to apply.

Applicants may apply through any approved lender or any federally insured depository institution, 
federally insured credit union, and Farm Credit System institution that is participating.

The SBA provides a list of approved lenders. Note that the SBA is actively approving new lenders, so 
you may want to check with your preferred lender to see if it is accepting SBA loan applications.

You can apply by completing the Paycheck Protection Program loan application and submitting it with 
the required documentation to an approved lender. Here’s a downloadable copy of the application.

CARES Act: The Paycheck Protection Program

https://www.sba.gov/
https://home.treasury.gov/system/files/136/Paycheck-Protection-Program-Application-3-30-2020-v3.pdf


The Small Business Administration (SBA) is working to provide targeted, low-
interest loans to small businesses and nonprofits severely impacted by 
COVID-19.

Working capital loans of up to $2 million to provide economic support to help 
small businesses overcome this temporary loss of revenue.

Go to SBA.gov/Disaster to learn more.

SBA Economic Injury Disaster Loan program

http://sba.gov/disaster


The CARES Act includes three provisions that will be important for many 
small business owners and their employees:

ü Enhanced unemployment benefits: In addition to state unemployment 
benefits, unemployed workers can get an extra $600 per week for up to 
four months.

ü Stimulus checks: Individuals who earn less than $99,000 (and couples 
filing jointly who earn less than $198,000) will receive stimulus checks from 
the federal government. Checks can be up to $1200 for individuals, $2400 
per couple, and $500 per child, but the amount goes down as income 
increases.

ü Special rules for accessing funds in retirement plans: The CARES act 
creates new rules for how people can take distributions and borrow money 
from their retirement plans. This may be interesting to small business 
owners who need short-term liquidity.

Additional relief for individuals



If you have questions about how the CARES Act or FFCRA 
specifically impacts your business, please consult your accountant, 
legal advisor, or tax professional. 

FFCRA, CARES & Your Business
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Find our latest resources and guidance at:
onpay.com/covid-19

https://onpay.com/covid-19?channel=ada-covid-19-pdf


About OnPay

ü Payroll that checks all the boxes –
and saves time and money

ü All taxes filed and paid automatically

ü Integrated HR and benefits

ü One low, transparent price

ü Award-winning customer support

ü Top ratings from CPA Practice 
Advisor and our clients on Capterra

Learn more at onpay.com

The new standard in payroll for small businesses and accountants

https://onpay.com/%3Fchannel=covid-hr-pdf
https://onpay.com/?channel=ada-covid-19-pdf



