
 

Coronavirus (COVID-19) 

Frequently Asked Questions 

 
Human Resources works diligently to provide updated information as concisely and 
quickly as possible. HR representatives are also available daily to answer questions 
and respond to your specific concerns. Questions regarding HR related policies and 
procedures on COVID-19 can be sent to COVID.HR.Questions@SFMTA.com 
 
Please note: Information and policies around COVID-19 are continuously changing and 
evolving, so guidance may change rapidly. This document contains only new questions 
added to the COVID-19 FAQ.  You can find the complete list of FAQs on the SFMTA 
Human Resources Intranet COVID-19 page.  
 
COVID-19 FAQ NEWLY ADDED QUESTIONS 
1. Are the new floating holidays only for employees on DSW assignments? 

Floating holidays are for all regularly scheduled employees who must remain in the 
workplace (not telecommuting).  
 

2. If an employee wants to take the 80 hours of COVID-19 Sick Leave (COV), do they 
need to submit forms to Human Resources? 
Employees can request to use COV sick leave in the same way they request regular sick 
leave (SLP). If you take less than 5 days and want to use COV sick leave, follow your 
Division’s protocol for the use of sick leave. If the leave is six days or more, you need to 
submit a Request for Leave form (RFL) to your division.  
 

3. What additional duties as a Disaster Service Worker (DSW) could I be assigned to 
perform?  
Employees may be assigned to work at different locations than normal or assigned work 
duties or tasks that are different from regular duties. For example, an operator may be 
shifted to a different route if we are experiencing high volumes of sick calls or a mechanic 
may be assigned to another location if a facility is closed. Additionally, staff may be called 
on to support cleaning efforts, communications, etc.  

If this occurs, managers and supervisors will need to ensure the following: 
 
NO ONE will be assigned duties they are NOT qualified or trained to perform. 

a. If tasks or duties require qualifications such as, but not limited to, licenses, permits, 
specialized training and certifications, you should NOT assign those duties to those 
who do not already have those qualifications. 

b. For tasks that do NOT require qualifications: 
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i. Appropriate trainings should be given and documented as to who has taken 
and completed the training prior to the performance of the task. 

ii. Hours will need to be tracked separately. Payroll personnel have been given 
special codes to track hours/time associated to the response. 

 
4. How are DSW assignments assigned to employees by the city and the SFMTA?  

DSW assignments are based on the needs of the Emergency Operations Center (EOC), 
departmental operations, employee skills and qualifications, and employee availability.  
If you have any questions about the DSW program, please contact 
MTADOC.HR@sfmta.com or Derek Kim, DSW Coordinator derek.kim@sfmta.com  
 

5. Can a non-essential employee be called to come to work as a DSW employee?  
Yes. You may receive a call asking you to report as a DSW worker to conduct other duties. 
For example, your supervisor may ask you to perform extra cleaning duties, put together 
hygiene kits for public-facing employees, put up signs to alert customers, etc.  
 
All city and county employees are designated by state and city law as Disaster 
Service Workers. This means that when the mayor declares a local emergency, 
employees may be deployed to different work sites or be asked to perform work 
duties or tasks that are different from their regular work responsibilities. No one 
will be assigned duties they are not qualified or trained to perform. 

 
Payroll timekeeping note: 
Use normal time reporting codes (i.e. WKP) with Incident Code (201920000B), Incident 
Activity Code (0000), Project (10033788), and Project Activity (0001) 
 

6. Are DSW assignments mandatory? 
Yes. All employees of the City and County of San Francisco are designated by both state 
and city law as Disaster Service Workers (“DSW”). When the Mayor declares a citywide 
emergency, all city and county employees may be assigned to serve as Disaster Service 
Workers (DSWs). If you cannot perform the duties of a DSW assignment, you are required 
to submit a DSW Self-Certification form and use your leave for the duration of the 
assignment. 
 

7. When would I receive a DSW assignment?  
You can receive a DSW assignment anytime during a public emergency.  
 
NOTE: 
If you are on paid furlough and you do not respond to a call for DSW assistance, within 24 
hours or complete the Self-Certification form, you will be considered absent without 
authorization and placed on unpaid leave.  
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8. How long can I be assigned to a DSW assignment? 

Employees assigned to a DSW assignment are typically assigned to a 2-week deployment, 
but the duration will vary depending on operational needs. 
 

9. Can employees perform additional duties as a Disaster Service Worker (DSW) to 
“pitch in” during this COVID-19 health emergency? 
Yes. All city and county employees are designated by city and state law as Disaster Service 
Workers. This means that when the mayor declares a local emergency, employees may be 
deployed to different work sites than usual or be asked to perform work duties or tasks that 
are different from their regular work responsibilities. No one will be assigned duties they 
are not qualified or trained to perform. 

If you have any questions and/or concerns regarding DSW, please contact Derek Kim, HR 
Chief of Staff at Derek.Kim@SFMTA.com 
 

10. Can I decline to accept a DSW request? 
If you cannot work a DSW assignment, you can decline based on the reasons listed below.  
You will be required to submit a DSW Self-Certification form, and use your leave for the 
duration of the assignment.  

a. School/childcare closure 
b. Quarantine/isolation order or advice 
c. Quarantine/isolation order or advice for a family member 
d. Isolation due to concern about exposure 
e. Isolation due to concern about family member’s exposure 

 
Employees who are not available to work may not remain on paid furlough.  
 
NOTE: 
If you are on paid furlough and you do not respond to a call for DSW assistance, within 24 
hours or complete the Self-Certification form, you will be considered absent without 
authorization and placed on unpaid leave.  
 

11. If I am unable to perform a DSW assignment and provide the DSW Self-Certification 
form to indicate that I am a part of the vulnerable population, how long will I be 
required to use my sick leave? 
You will be required to use leave for the duration of the assignment. 
 

12. I am unable to complete the DSW assignment, where do I submit the COVID-19 DSW 
Self-Certification form once completed? 
There is an online DSW Self-Certification form featured on the HR COVID intranet page. If 
you are unable to access this site, the DSW Coordinator can email you the form directly.  
Please submit the completed form via email to MTADOC.HR@sfmta.com. 
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13. I am currently on paid furlough. If I decline a DSW assignment, does that mean I am 

forfeiting paid furlough altogether by signing the Self-Certification form? 
If you are unable to complete the DSW assignment while on paid furlough, you will be 
removed from paid furlough for the duration of the DSW assignment. Please note you may 
receive additional requests for DSW assignments.  
 

14. Is there a DSW payroll code? What funding source should employees charge their 
DSW work time? 
Yes, more information is included on the HR COVID intranet page.  If you cannot access this 
site, please contact the DSW Coordinator and they can email you the instructions.   
 

15. Who should I notify if I’m going to be absent during my assignment? 
If you are a going to be absent from DSW work, you should notify your manager/supervisor 
(for payroll purposes) and your designated contact for your DSW assignment (for work 
duties) 
 

16. Will I have my same work hours while on a DSW assignment? 
Whenever possible, current schedules will be maintained. However, operational needs of 
the Emergency Operations Center (EOC) will determine DSW assignments and work hours. 
 

17. Will I keep my alternative work schedule as a DSW? 
You can request alternative work schedules during your DSW deployment. However, work 
schedules may change temporarily during DSW deployment due to the operational needs 
of the Emergency Operations Center. 
 

18. Are there childcare resources for DSW workers? 
DSW workers who need childcare and qualify can find information about availability and 
how to register for emergency child and youth care through the Department of Children, 
Youth and their Families (DCYF):  
Childcare Centers: https://www.dcyf.org/care 
 

 
General Questions regarding HR related policies and procedures on COVID-19 can be 

sent to COVID.HR.Questions@SFMTA.com 
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