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Forwarding…
 

From: Simpkins, William J (Joe) CIV USN NAVFAC HAWAII PEARL (USA) <william.simpkins@navy.mil> 
Sent: Friday, March 20, 2020 1:43 PM
To: NAVFAC HI ESG <NAVFAC_HI_ESG2@navy.mil>; NAVFAC HI Wardroom
<NAVFAC_HI_Wardroom@navy.mil>; NAVFAC HI Supervisors <NAVFAC_HI_Supervisors@navy.mil>
Subject: Employee Leave and Telework Options (COVID-19)
 
NAVFAC Hawaii Supervisors,
 
I want to, as quickly as possible,  share with you the latest information we are getting from all level
concerning how we operate during this very uncertain and unprecedented time. As expressed
earlier, the command has three priorities 1) Protecting our people; 2) Maintaining mission readiness;
and 3) Supporting the whole-of-government effort to reduce the spread of coronavirus.   There are a
couple things in the attachments that require your immediate attention:

1.       Employees that are 65 yrs of age or older are considered in the high risk for sever
complications category. In an effort to protect these employees, if they are asymptomatic
we are going to require them to telework if at all possible.  If telework is not possible there
are leave options available to these employees. Weather and Safety leave is one such
option. If they are sick or showing symptoms, they will be put on sick leave. We need to
implement this guidance as soon as possible and report up the chain of command any
mission impact associated.

2.       Employees with certain other underlying medical conditions have been identified by the
CDC as being in the high risk to severe complications category. For these employees if they
are asymptomatic and self-identify, the supervisor can authorize telework to the maximum
extent possible and/or request via our HRD the approval of Weather and Safety leave. If the
condition is known to the supervisor, no further evidence is required. If this is an unknown
condition, the employee will need to provide evidence that the condition exists. If they are
sick or showing symptoms, they will be put on sick leave.

 
Telework Options, no longer limited to telework employees:

-          We are encouraging the maximum use of telework allowable without impacting mission
readiness.   Telework can be approved/ required for any employee if there is work that can
be performed outside of your normal duty location (i.e., the work is portable) regardless of
whether the employee is under an approved telework agreement.   Employees MUST get
approval from their supervisor.

-          We recognize a large portion of our workforce cannot normally telework due to the nature
of their work in support of our mission.  Supervisors should find other duties to support
situational telework, when possible, for employees who position may not normally support
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Leave Options for Sick Employees 


If you are: Then: Available Options: 


Sick, for reasons other than 
suspected or confirmed COVID-19 


You are not allowed to be at work and 
must notify your supervisor as soon as 
possible and request to take approved 
leave.  You can return to work once you are 
no longer sick. 
 
Supervisors may request a medical 
certification for absences extending three 
or more days. 


If you have available leave: 


 Sick Leave 


 Annual Leave 


 Comp Time 


 Credit Hours 


 Time Off Award 
If you do not have available leave: 


 Advanced Sick Leave (note 2, 4) 


 Advanced Annual Leave (note 3, 4) 


 Donated Leave (VLTP) (note 5) 


 Leave Without Pay 


 FMLA (note 6) 


Sick, for suspected COVID-19.  If 
you have a fever, chills, cough, 
sore through or shortness breath 
or body aches, seek medical 
attention.  


You are not allowed to be at work and 
must notify your supervisor as soon as 
possible and request to take approved 
leave.  You can return to work once you are 
free of fever (100.4 F or greater using an 
oral thermometer) without the use of 
medication provided you are not directed 
to stay home or under quarantine. 
 
If you become healthy and are instructed 
to stay home or are under quarantine you 
may request weather and safety leave. 
(note 1) 


If you have available leave: 


 Sick Leave  


 Annual Leave 


 Comp Time 


 Credit Hours 


 Time Off Award 
If you do not have available leave: 


 Advanced Sick Leave (note 2, 4) 


 Advanced Annual Leave (note 3, 4) 


 Donated Leave (VLTP) (note 5) 


 Leave Without Pay 


 FMLA (note 6) 


Sick, for confirmed COVID-19 You are not allowed to be at work and 
must notify your supervisor as soon as 
possible and request to take approved 
leave.  You can return to work once you are 
medically cleared. 
 
If you become healthy, and are instructed 
to stay home or are under quarantine you 
may request weather and safety leave. 
(note 1) 


If you have available leave: 


 Sick Leave  


 Annual Leave 


 Comp Time 


 Credit Hours 


 Time Off Award 
If you do not have available leave: 


 Advanced Sick Leave (note 2, 4) 


 Advanced Annual Leave (note 3, 4) 


 Donated Leave (VLTP) (note 5) 


 Leave Without Pay 


 FMLA (note 6) 
NOTES: 
1. Weather and safety leave (a form of admin leave) may be approved when an asymptomatic employee (i.e., healthy, not displaying symptoms) is subject to 
movement restrictions (i.e., quarantine) under the direction of public health authorities due to a significant risk of exposure to COVID-19. However, generally if 
employees have a telework agreement in place and are healthy, they are expected to telework. 
2. You may receive a maximum of up to 30 days (240 hours) of advanced sick leave, subject to limitations, to be used for the same reasons as sick leave.  You 
should work with your supervisor if advanced sick leave is right for you. 
3. You may receive advanced annual leave in an amount not to exceed the amount you would accrue during the remainder of the leave year.  You should work 
with your supervisor if advanced sick leave is right for you. 
4. Be advised generally advanced leave debt must be satisfied before leaving employment.  Contact HRO for further information. 
5. If you have a personal or family medical emergency related to a quarantinable communicable disease, such as COVID-19, and are absent (or expected to be 
absent) from duty without available paid leave for at least 24 work hours, you may qualify to receive donated annual leave under the Voluntary Leave Transfer 
Program (VLTP).  You should work with your supervisor to request to participate in the VLTP, if needed. 
6. Most employees are entitled to a total of up to 12 workweeks of leave without pay (LWOP) per year under the FMLA to care for a spouse, son or daughter, or 
parent with a serious health condition or yourself if you have a serious health condition.  You may also substitute your accrued annual and/or sick leave for 
unpaid leave.  You should work with your supervisor if FMLA is right for you. 
 


Are you experiencing any symptoms? Fever? Chills? Cough? Sore throat? Shortness of breath? Body aches? If yes, 
notify your supervisor and seek medical attention immediately  
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Leave Options for Healthy Employees 


If you are: Then: Available Options: 


Healthy, and would like to 
voluntarily practice social 
distancing to reduce your chances 
of contracting, or spreading, 
germsCOVID-19 


You should inform your supervisor and 
request to telework and/or take leave.  If 
you cannot telework, your supervisor can 
approve leave to the greatest extent the 
mission will allow.  If you can telework, you 
can take a combination of leave and 
telework to social distance. 


If you are able to telework (note 1 and 2): 


 Telework, or 
If you have available leave: 


 Annual Leave 


 Comp Time 


 Credit Hours 


 Time Off Award 
If you do not have available leave: 


 Advanced Annual Leave (note 4, 5) 


 Leave Without Pay 


Heathy, and over the age of 65 and 
considered to be high risk for 
serious medical complications. 


You are required to telework, if possible.  If 
you cannot telework weather and safety 
leave is authorized   


If you are able to telework (note 1 and 2): 


 Telework, or 
If you are unable to telework 


 Weather and safety leave (note 6) 


Healthy, but concerned that you 
are in one of the populations 
identified as being at higher risk 
for serious complications from 
COVID-19, including but not 
limited to, high blood pressure, 
heart disease, diabetes, lung 
disease or compromised immune 
systems. (note 3, additional 
information on last page) 


 


You must notify your supervisor 
immediately with evidence of underlying 
health condition and request to telework 
and/or take leave.  If you cannot telework 
you may be granted weather and safety 
leave. 


If you are able to telework: 


 Telework, or 
 
If you are unable to telework: 


 Weather and Safety Leave (note 6) 


Healthy, and returned from foreign 
travel after March 13, and are 
instructed to stay home to practice 
social distancing or are under 
quarantine. 


You must notify your supervisor 
immediately and you will be required to 
telework if you are eligible and able.  If you 
cannot telework, you will be placed on 
weather and safety leave.  You will be able 
to return to work once no longer instructed 
to stay home or under quarantine. 


If you are able to telework (note 1 and 2): 


 Telework 
If you are not able to telework: 


 Weather and Safety Leave (note 6) 


Healthy, but have been in close 
contact with a symptomatic 
laboratory-confirmed COVID-19 
case, and are instructed to stay 
home to practice social distancing 
or are under quarantine. (note 7) 


You must notify your supervisor 
immediately and you will be required to 
telework if you are eligible and able.  If you 
cannot telework, you will be placed on 
weather and safety leave.  You will be able 
to return to work once no longer instructed 
to stay home or under quarantine. 


If you are able to telework (note 1 and 2): 


 Telework 
If you are not able to telework: 


 Weather and Safety Leave (note 6) 


NOTES: 
1. “Able to telework” means there is work that can be assigned to you to perform outside of your normal duty location (i.e. the work is portable). Telework 
eligible employees should have a telework agreement in place; however, if you do not, you can telework at this time. Employees without a telework agreement 
should take the required training and establish a telework agreement as soon as possible. 
2. Unscheduled or mandatory telework does not impact your ability to request other leave as appropriate. 
3. The CDC-identified populations include older adults (65 years and above) and individuals, regardless of age, who have chronic health conditions, such as high 
blood pressure, heart disease, diabetes, lung disease or compromised immune systems. Agencies do not need to require certification by a medical professional, 
and may accept self-identification by employees that they are in one of these populations. (OMB M-20-13) 
4. You may receive advanced annual leave in an amount not to exceed the amount you would accrue during the remainder of the leave year.   
5. Be advised generally advanced leave debt must be satisfied before leaving employment.  Contact HRO for further information. 
6. Weather and safety leave (a form of admin leave) may be approved when an asymptomatic employee (i.e., healthy, not displaying symptoms) is subject to 
movement restrictions (i.e., quarantine) under the direction of public health authorities due to a significant risk of exposure to COVID-19. However, generally if 
employees have a telework agreement in place and are healthy, they are expected to telework.   
7.  The CDC defines close contact as being within approximately 6 feet (2 meters) of a with anyone who has been diagnosed with COVID-19 (lab or clinical 
diagnosis) for a prolonged period of time (10 minutes or more) in a confined space (cab, small room, shared stateroom, berthing proximity, office)  – or – having 
direct contact with infectious secretions of a COVID-19 case (e.g., being coughed on, sneezed on, etc.). 


*** In an effort to provide maximum flexibility to you and our workforce, our standard core hours of 0800-1430 as directed in 


NAVFACHIINST 1710.11B (hours between which all employees are expect to be at work) are temporarily waived***   
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Leave Options for Child/Dependent Care (Healthy Employees) 


If you are: Then: Available Options: 


Healthy, and have a healthy child 
whose school has been closed and 
you have to stay home to care for 
your child. 


You should inform your supervisor and may 
request to telework and/or take leave.  If 
you cannot telework, your supervisor can 
approve leave to the greatest extent the 
mission will allow.  If you can telework, you 
must develop a plan with your supervisor 
to keep track of your productive hours and 
request leave for periods of time you are 
caring for your child. 


If you are able to telework (note 1 and 2): 


 Telework, or 
If you have available leave: 


 Annual Leave 


 Comp Time 


 Credit Hours 


 Time Off Award 
If you do not have available leave: 


 Advanced Annual Leave 


 Leave Without Pay 


Healthy, and have a healthy child 
or dependent quarantined under 
the direction of public health 
authorities. 


You should inform your supervisor and may 
request to telework and/or take leave.  If 
you cannot telework, your supervisor can 
approve leave to the greatest extent the 
mission will allow.   


If you are able to telework (note 1 and 2): 


 Telework, or 
If you have available leave: 


 Sick Leave(note 3) 


 Annual Leave 


 Comp Time 


 Credit Hours 


 Time Off Award 
If you do not have available leave: 


 Advanced Sick Leave 


 Advanced Annual Leave 


 Leave Without Pay 


Healthy, and have a dependent or 
family member who is sick with 
COVID-19 and you are the only 
person available to provide care. 
(See note 2) 


You should inform your supervisor and 
request to telework and/or take leave.  If 
you cannot telework, your supervisor can 
approve leave to the greatest extent the 
mission will allow.  If you can telework, you 
must develop a plan with your supervisor 
to keep track of your productive hours and 
request leave for periods of time you are 
caring for your child. 


If you are able to telework (note 1 and 2): 


 Telework, or 
If you have available leave: 


 Sick Leave (note 3) 


 Annual Leave 


 Comp Time 


 Credit Hours 


 Time Off Award 
If you do not have available leave: 


 Advanced Sick Leave (note 3, 4) 


 Advanced Annual Leave (note 5) 


 Donated Leave (VLTP) 


 Leave Without Pay 


 FMLA (note 6) 
NOTES: 
1. “Able to telework” means there is work that can be assigned to you to perform outside of your normal duty location (i.e. the work is portable). Telework 
eligible employees should have a telework agreement in place; however, if you do not, you can telework at this time. Employees without a telework agreement 
should take the required training and establish a telework agreement as soon as possible. 
2. Unscheduled or mandatory telework does not impact your ability to request other leave as appropriate. 
3. An employee whose dependent/family member has a serious health condition, such as COVID-19, and needs to provide care may use up to 12 weeks (480 
hours) of leave, other paid time or, or Leave without Pay.  An employee who has to stay home to provide general care to a family member can use up to 13 days 
of sick leave per year.  Weather/safety leave is not appropriate if you must stay at home to care for family member who is sick or who was exposed to COVID-19. 
4. You may receive a maximum of up to 30 days (240 hours) of advanced sick leave, subject to limitations, to be used for the same reasons as sick leave.  You 
should work with your supervisor if advanced sick leave is right for you. 
5. You may receive advanced annual leave in an amount not to exceed the amount you would accrue during the remainder of the leave year.  You should work 
with your supervisor if advanced sick leave is right for you. 
6. Most employees are entitled to a total of up to 12 workweeks of leave without pay (LWOP) per year under the FMLA to care for a spouse, son or daughter, or 
parent with a serious health condition or yourself if you have a serious health condition.  You may also substitute your accrued annual and/or sick leave for 
unpaid leave.  You should work with your supervisor if FMLA is right for you. 


*** In an effort to provide maximum flexibility to you and our workforce, our standard core hours of 0800-1430 as directed in 


NAVFACHIINST 1710.11B (hours between which all employees are expect to be at work) are temporarily waived***   
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Approval Authority and SLDCADA Guidance 


Category (note 1, 2) Approval Authority TCH Ehz Limit 
Telework, Ad-hoc Situational First Line Supervisor RG TS n/a 


Accrued Annual Leave First Line Supervisor LA n/a No limit 


Advanced Annual Department Head LA n/a Leave accrued/year 


Accrued Sick Leave (self)  First Line Supervisor LS n/a No limit 


Advanced Sick Leave  Department Head LS n/a 240 hours/year 


Accrued Sick Leave (Family Care, general) Department Head LS DE 13 days/year 


Sick Leave (Family Care, serious health condition) First Line Supervisor LS DE 240 hours/year 


Leave Without Pay First Line Supervisor KA n/a No limit 


Family Medical Leave Act (FMLA) (self) First Line Supervisor KA DC 240 hours/year 


FMLA (Family care, general) First Line Supervisor KA DE 13 days 


FMLA (Family care, serious health condition First Line Supervisor KA DC 240 hours/year 


Weather and Safety Leave (over 65) First Line Supervisor LN PS No limit 


Weather and Safety Leave (all other) Human Resources Director (note 3) LN PS No limit 


Adjustments to work schedules First Line Supervisor n/a n/a n/a 


NOTES: 
1. Employee health information cannot be shared with anyone who does not have an official need to know and must be treated as confidential. 
2. Leave, telework and work schedules are subject to higher level review based on organizational needs and mission priorities. 
3. Supervisors must submit all requests as soon as practicable to david.p.pedersen@navy.mil with specific details regarding the employees 
request for weather and safety leave.   


- If the request is based on foreign travel, DoS and DoD travel restrictions will be used as supporting documentation and the supervisor 
has to identify the location the employee traveled from and the date they arrived back. 


- If the request is based on close-contact with a symptomatic person with laboratory-confirmed COVID-19, details related to the 
contact must be provided and the supervisor must certify the employee has been instructed to stay home to practice social distancing 
or are under quarantine. 


- If the request is based on the employee being in one of the populations at higher risk for serious complications from COVID-19, 
medical documentation is not required unless there is objective evidence to suggest the employee is not at risk.  If it is likely the 
employee is in one of the populations, self-certification from the employee will be accepted. 


All requests must be encrypted and sent For Official Use Only (FOUO).  Employee health information cannot be shared with anyone who does 
not have an official need to know and must be treated as confidential. 


Additional Telework Information  
All employees that have positions that are telework eligible (or can be assigned duties that would allow for telework) regardless of whether the 


employee is under an approved telework agreement, may be required to situationally telework when directed by their supervisor under a 


pandemic situation such as this one. 


- Employees who are teleworking may be required to return to the worksite when their physical presence is required. 
- Supervisors should find other duties to support situational telework, when possible, for employees who position may not normally 


support telework due to the need to work with classified information, daily interactions with customers, etc.  This could include, but is 
not limited to, instruction reviews, training courses, training videos, etc.   


- Employees are required to have daily check-ins (phone/e-mail/TWMS muster) with their supervisors.  


High Risk Individuals for COVID-19 
Employee may self-identify as high risk individual for COVID-19 and may be required to provide medical documentation to support this self-
assessment when appropriate.  High-risk factors include, but are not limited to: 


- Age (adults 65 years and older)  
- Asthma. 
- Neurologic and neurodevelopment conditions. 
- Blood disorders (such as sickle cell disease). 
- Chronic lung disease (such as chronic obstructive pulmonary disease [COPD] and cystic fibrosis). 
- Endocrine disorders (such as diabetes mellitus). 
- Heart disease (such as congenital heart disease, congestive heart failure and coronary artery disease). 
- Kidney or Liver disorders,  
- Metabolic disorders (such as inherited metabolic disorders and mitochondrial disorders). 
- People who are obese with a body mass index [BMI] of 40 or higher. 
- People younger than 19 years of age on long-term aspirin- or salicylate-containing medications 
- People with a weakened immune system due to disease (such as people with HIV or AIDS, or some cancers such as leukemia) or 


medications (such as those receiving chemotherapy or radiation treatment for cancer, or persons with chronic conditions requiring 
chronic corticosteroids or other drugs that suppress the immune system). 


- Pregnant women.  
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telework if the mission allows.  This could include, but is not limited to, instruction reviews,
training courses, training videos, etc.

-          Think outside the box with regards to telework.  Can we have SOPs developed/updated? Is
there self-improvement courses that are included in the employee’s IDP? Use your
imagination. The only requirement is that it is work that benefits the Navy, enhances our
mission readiness, strengthens the SYSCOM team!

 
Leave Options for employees who cannot telework and must care of themselves or others:
Employees who cannot telework are encouraged to request approved leave if they need to maintain
social distancing, care for a family member, or if they are at high risk for serious illness associated
with coronavirus.   Refer to the attached Employee Leave and Telework Options, it has detailed
information on:

-          Leave options for Healthy Employees (including Weather and Safety leave)
-          Leave options for Sick Employees, and
-          Leave Options Child/Dependent.

-          We are also temporarily waiving our standard core hours of 0800-1430.  Employees must
work with their supervisor if a change in work schedule is appropriate.

 
I will send another , shorter, email out to all hands later today with some of the same information
included. I wanted you to have it first so you are prepared to answer any questions that certainly will
arise.
Thank you very much and I will continue to provide you all with the latest information and new tools
required to operate in this chaotic environment. Continue to take care of yourself and your
employees.
 
 
Please do not forget that DONCEAP is available.  DONCEAP provides free, confidential, voluntary help
with psychological support, and referral and counseling for all of life’s needs including child care,
finances, elder care, pet care, home improvement, health and wellness, legal issues, and more.  Help
is free to all dependents and household members, as well.  For additional information, follow
DONCEAP provider's Magellan Healthcare COVID-19 response page at this link:
https://www.magellanhealthcare.com/COVID-19/ or call: 1-844-366-2327 or 808-471-3789
 
Joe Simpkins
Business Director
Naval Facilities Engineering Command, Hawaii
Office: 808 471-3926
 
 

https://www.magellanhealthcare.com/COVID-19/
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Leave Options for Sick Employees 

If you are: Then: Available Options: 

Sick, for reasons other than 
suspected or confirmed COVID-19 

You are not allowed to be at work and 
must notify your supervisor as soon as 
possible and request to take approved 
leave.  You can return to work once you are 
no longer sick. 
 
Supervisors may request a medical 
certification for absences extending three 
or more days. 

If you have available leave: 

 Sick Leave 

 Annual Leave 

 Comp Time 

 Credit Hours 

 Time Off Award 
If you do not have available leave: 

 Advanced Sick Leave (note 2, 4) 

 Advanced Annual Leave (note 3, 4) 

 Donated Leave (VLTP) (note 5) 

 Leave Without Pay 

 FMLA (note 6) 

Sick, for suspected COVID-19.  If 
you have a fever, chills, cough, 
sore through or shortness breath 
or body aches, seek medical 
attention.  

You are not allowed to be at work and 
must notify your supervisor as soon as 
possible and request to take approved 
leave.  You can return to work once you are 
free of fever (100.4 F or greater using an 
oral thermometer) without the use of 
medication provided you are not directed 
to stay home or under quarantine. 
 
If you become healthy and are instructed 
to stay home or are under quarantine you 
may request weather and safety leave. 
(note 1) 

If you have available leave: 

 Sick Leave  

 Annual Leave 

 Comp Time 

 Credit Hours 

 Time Off Award 
If you do not have available leave: 

 Advanced Sick Leave (note 2, 4) 

 Advanced Annual Leave (note 3, 4) 

 Donated Leave (VLTP) (note 5) 

 Leave Without Pay 

 FMLA (note 6) 

Sick, for confirmed COVID-19 You are not allowed to be at work and 
must notify your supervisor as soon as 
possible and request to take approved 
leave.  You can return to work once you are 
medically cleared. 
 
If you become healthy, and are instructed 
to stay home or are under quarantine you 
may request weather and safety leave. 
(note 1) 

If you have available leave: 

 Sick Leave  

 Annual Leave 

 Comp Time 

 Credit Hours 

 Time Off Award 
If you do not have available leave: 

 Advanced Sick Leave (note 2, 4) 

 Advanced Annual Leave (note 3, 4) 

 Donated Leave (VLTP) (note 5) 

 Leave Without Pay 

 FMLA (note 6) 
NOTES: 
1. Weather and safety leave (a form of admin leave) may be approved when an asymptomatic employee (i.e., healthy, not displaying symptoms) is subject to 
movement restrictions (i.e., quarantine) under the direction of public health authorities due to a significant risk of exposure to COVID-19. However, generally if 
employees have a telework agreement in place and are healthy, they are expected to telework. 
2. You may receive a maximum of up to 30 days (240 hours) of advanced sick leave, subject to limitations, to be used for the same reasons as sick leave.  You 
should work with your supervisor if advanced sick leave is right for you. 
3. You may receive advanced annual leave in an amount not to exceed the amount you would accrue during the remainder of the leave year.  You should work 
with your supervisor if advanced sick leave is right for you. 
4. Be advised generally advanced leave debt must be satisfied before leaving employment.  Contact HRO for further information. 
5. If you have a personal or family medical emergency related to a quarantinable communicable disease, such as COVID-19, and are absent (or expected to be 
absent) from duty without available paid leave for at least 24 work hours, you may qualify to receive donated annual leave under the Voluntary Leave Transfer 
Program (VLTP).  You should work with your supervisor to request to participate in the VLTP, if needed. 
6. Most employees are entitled to a total of up to 12 workweeks of leave without pay (LWOP) per year under the FMLA to care for a spouse, son or daughter, or 
parent with a serious health condition or yourself if you have a serious health condition.  You may also substitute your accrued annual and/or sick leave for 
unpaid leave.  You should work with your supervisor if FMLA is right for you. 
 

Are you experiencing any symptoms? Fever? Chills? Cough? Sore throat? Shortness of breath? Body aches? If yes, 
notify your supervisor and seek medical attention immediately  
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Leave Options for Healthy Employees 

If you are: Then: Available Options: 

Healthy, and would like to 
voluntarily practice social 
distancing to reduce your chances 
of contracting, or spreading, 
germsCOVID-19 

You should inform your supervisor and 
request to telework and/or take leave.  If 
you cannot telework, your supervisor can 
approve leave to the greatest extent the 
mission will allow.  If you can telework, you 
can take a combination of leave and 
telework to social distance. 

If you are able to telework (note 1 and 2): 

 Telework, or 
If you have available leave: 

 Annual Leave 

 Comp Time 

 Credit Hours 

 Time Off Award 
If you do not have available leave: 

 Advanced Annual Leave (note 4, 5) 

 Leave Without Pay 

Heathy, and over the age of 65 and 
considered to be high risk for 
serious medical complications. 

You are required to telework, if possible.  If 
you cannot telework weather and safety 
leave is authorized   

If you are able to telework (note 1 and 2): 

 Telework, or 
If you are unable to telework 

 Weather and safety leave (note 6) 

Healthy, but concerned that you 
are in one of the populations 
identified as being at higher risk 
for serious complications from 
COVID-19, including but not 
limited to, high blood pressure, 
heart disease, diabetes, lung 
disease or compromised immune 
systems. (note 3, additional 
information on last page) 

 

You must notify your supervisor 
immediately with evidence of underlying 
health condition and request to telework 
and/or take leave.  If you cannot telework 
you may be granted weather and safety 
leave. 

If you are able to telework: 

 Telework, or 
 
If you are unable to telework: 

 Weather and Safety Leave (note 6) 

Healthy, and returned from foreign 
travel after March 13, and are 
instructed to stay home to practice 
social distancing or are under 
quarantine. 

You must notify your supervisor 
immediately and you will be required to 
telework if you are eligible and able.  If you 
cannot telework, you will be placed on 
weather and safety leave.  You will be able 
to return to work once no longer instructed 
to stay home or under quarantine. 

If you are able to telework (note 1 and 2): 

 Telework 
If you are not able to telework: 

 Weather and Safety Leave (note 6) 

Healthy, but have been in close 
contact with a symptomatic 
laboratory-confirmed COVID-19 
case, and are instructed to stay 
home to practice social distancing 
or are under quarantine. (note 7) 

You must notify your supervisor 
immediately and you will be required to 
telework if you are eligible and able.  If you 
cannot telework, you will be placed on 
weather and safety leave.  You will be able 
to return to work once no longer instructed 
to stay home or under quarantine. 

If you are able to telework (note 1 and 2): 

 Telework 
If you are not able to telework: 

 Weather and Safety Leave (note 6) 

NOTES: 
1. “Able to telework” means there is work that can be assigned to you to perform outside of your normal duty location (i.e. the work is portable). Telework 
eligible employees should have a telework agreement in place; however, if you do not, you can telework at this time. Employees without a telework agreement 
should take the required training and establish a telework agreement as soon as possible. 
2. Unscheduled or mandatory telework does not impact your ability to request other leave as appropriate. 
3. The CDC-identified populations include older adults (65 years and above) and individuals, regardless of age, who have chronic health conditions, such as high 
blood pressure, heart disease, diabetes, lung disease or compromised immune systems. Agencies do not need to require certification by a medical professional, 
and may accept self-identification by employees that they are in one of these populations. (OMB M-20-13) 
4. You may receive advanced annual leave in an amount not to exceed the amount you would accrue during the remainder of the leave year.   
5. Be advised generally advanced leave debt must be satisfied before leaving employment.  Contact HRO for further information. 
6. Weather and safety leave (a form of admin leave) may be approved when an asymptomatic employee (i.e., healthy, not displaying symptoms) is subject to 
movement restrictions (i.e., quarantine) under the direction of public health authorities due to a significant risk of exposure to COVID-19. However, generally if 
employees have a telework agreement in place and are healthy, they are expected to telework.   
7.  The CDC defines close contact as being within approximately 6 feet (2 meters) of a with anyone who has been diagnosed with COVID-19 (lab or clinical 
diagnosis) for a prolonged period of time (10 minutes or more) in a confined space (cab, small room, shared stateroom, berthing proximity, office)  – or – having 
direct contact with infectious secretions of a COVID-19 case (e.g., being coughed on, sneezed on, etc.). 

*** In an effort to provide maximum flexibility to you and our workforce, our standard core hours of 0800-1430 as directed in 

NAVFACHIINST 1710.11B (hours between which all employees are expect to be at work) are temporarily waived***   
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Leave Options for Child/Dependent Care (Healthy Employees) 

If you are: Then: Available Options: 

Healthy, and have a healthy child 
whose school has been closed and 
you have to stay home to care for 
your child. 

You should inform your supervisor and may 
request to telework and/or take leave.  If 
you cannot telework, your supervisor can 
approve leave to the greatest extent the 
mission will allow.  If you can telework, you 
must develop a plan with your supervisor 
to keep track of your productive hours and 
request leave for periods of time you are 
caring for your child. 

If you are able to telework (note 1 and 2): 

 Telework, or 
If you have available leave: 

 Annual Leave 

 Comp Time 

 Credit Hours 

 Time Off Award 
If you do not have available leave: 

 Advanced Annual Leave 

 Leave Without Pay 

Healthy, and have a healthy child 
or dependent quarantined under 
the direction of public health 
authorities. 

You should inform your supervisor and may 
request to telework and/or take leave.  If 
you cannot telework, your supervisor can 
approve leave to the greatest extent the 
mission will allow.   

If you are able to telework (note 1 and 2): 

 Telework, or 
If you have available leave: 

 Sick Leave(note 3) 

 Annual Leave 

 Comp Time 

 Credit Hours 

 Time Off Award 
If you do not have available leave: 

 Advanced Sick Leave 

 Advanced Annual Leave 

 Leave Without Pay 

Healthy, and have a dependent or 
family member who is sick with 
COVID-19 and you are the only 
person available to provide care. 
(See note 2) 

You should inform your supervisor and 
request to telework and/or take leave.  If 
you cannot telework, your supervisor can 
approve leave to the greatest extent the 
mission will allow.  If you can telework, you 
must develop a plan with your supervisor 
to keep track of your productive hours and 
request leave for periods of time you are 
caring for your child. 

If you are able to telework (note 1 and 2): 

 Telework, or 
If you have available leave: 

 Sick Leave (note 3) 

 Annual Leave 

 Comp Time 

 Credit Hours 

 Time Off Award 
If you do not have available leave: 

 Advanced Sick Leave (note 3, 4) 

 Advanced Annual Leave (note 5) 

 Donated Leave (VLTP) 

 Leave Without Pay 

 FMLA (note 6) 
NOTES: 
1. “Able to telework” means there is work that can be assigned to you to perform outside of your normal duty location (i.e. the work is portable). Telework 
eligible employees should have a telework agreement in place; however, if you do not, you can telework at this time. Employees without a telework agreement 
should take the required training and establish a telework agreement as soon as possible. 
2. Unscheduled or mandatory telework does not impact your ability to request other leave as appropriate. 
3. An employee whose dependent/family member has a serious health condition, such as COVID-19, and needs to provide care may use up to 12 weeks (480 
hours) of leave, other paid time or, or Leave without Pay.  An employee who has to stay home to provide general care to a family member can use up to 13 days 
of sick leave per year.  Weather/safety leave is not appropriate if you must stay at home to care for family member who is sick or who was exposed to COVID-19. 
4. You may receive a maximum of up to 30 days (240 hours) of advanced sick leave, subject to limitations, to be used for the same reasons as sick leave.  You 
should work with your supervisor if advanced sick leave is right for you. 
5. You may receive advanced annual leave in an amount not to exceed the amount you would accrue during the remainder of the leave year.  You should work 
with your supervisor if advanced sick leave is right for you. 
6. Most employees are entitled to a total of up to 12 workweeks of leave without pay (LWOP) per year under the FMLA to care for a spouse, son or daughter, or 
parent with a serious health condition or yourself if you have a serious health condition.  You may also substitute your accrued annual and/or sick leave for 
unpaid leave.  You should work with your supervisor if FMLA is right for you. 

*** In an effort to provide maximum flexibility to you and our workforce, our standard core hours of 0800-1430 as directed in 

NAVFACHIINST 1710.11B (hours between which all employees are expect to be at work) are temporarily waived***   
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Approval Authority and SLDCADA Guidance 

Category (note 1, 2) Approval Authority TCH Ehz Limit 
Telework, Ad-hoc Situational First Line Supervisor RG TS n/a 

Accrued Annual Leave First Line Supervisor LA n/a No limit 

Advanced Annual Department Head LA n/a Leave accrued/year 

Accrued Sick Leave (self)  First Line Supervisor LS n/a No limit 

Advanced Sick Leave  Department Head LS n/a 240 hours/year 

Accrued Sick Leave (Family Care, general) Department Head LS DE 13 days/year 

Sick Leave (Family Care, serious health condition) First Line Supervisor LS DE 240 hours/year 

Leave Without Pay First Line Supervisor KA n/a No limit 

Family Medical Leave Act (FMLA) (self) First Line Supervisor KA DC 240 hours/year 

FMLA (Family care, general) First Line Supervisor KA DE 13 days 

FMLA (Family care, serious health condition First Line Supervisor KA DC 240 hours/year 

Weather and Safety Leave (over 65) First Line Supervisor LN PS No limit 

Weather and Safety Leave (all other) Human Resources Director (note 3) LN PS No limit 

Adjustments to work schedules First Line Supervisor n/a n/a n/a 

NOTES: 
1. Employee health information cannot be shared with anyone who does not have an official need to know and must be treated as confidential. 
2. Leave, telework and work schedules are subject to higher level review based on organizational needs and mission priorities. 
3. Supervisors must submit all requests as soon as practicable to david.p.pedersen@navy.mil with specific details regarding the employees 
request for weather and safety leave.   

- If the request is based on foreign travel, DoS and DoD travel restrictions will be used as supporting documentation and the supervisor 
has to identify the location the employee traveled from and the date they arrived back. 

- If the request is based on close-contact with a symptomatic person with laboratory-confirmed COVID-19, details related to the 
contact must be provided and the supervisor must certify the employee has been instructed to stay home to practice social distancing 
or are under quarantine. 

- If the request is based on the employee being in one of the populations at higher risk for serious complications from COVID-19, 
medical documentation is not required unless there is objective evidence to suggest the employee is not at risk.  If it is likely the 
employee is in one of the populations, self-certification from the employee will be accepted. 

All requests must be encrypted and sent For Official Use Only (FOUO).  Employee health information cannot be shared with anyone who does 
not have an official need to know and must be treated as confidential. 

Additional Telework Information  
All employees that have positions that are telework eligible (or can be assigned duties that would allow for telework) regardless of whether the 

employee is under an approved telework agreement, may be required to situationally telework when directed by their supervisor under a 

pandemic situation such as this one. 

- Employees who are teleworking may be required to return to the worksite when their physical presence is required. 
- Supervisors should find other duties to support situational telework, when possible, for employees who position may not normally 

support telework due to the need to work with classified information, daily interactions with customers, etc.  This could include, but is 
not limited to, instruction reviews, training courses, training videos, etc.   

- Employees are required to have daily check-ins (phone/e-mail/TWMS muster) with their supervisors.  

High Risk Individuals for COVID-19 
Employee may self-identify as high risk individual for COVID-19 and may be required to provide medical documentation to support this self-
assessment when appropriate.  High-risk factors include, but are not limited to: 

- Age (adults 65 years and older)  
- Asthma. 
- Neurologic and neurodevelopment conditions. 
- Blood disorders (such as sickle cell disease). 
- Chronic lung disease (such as chronic obstructive pulmonary disease [COPD] and cystic fibrosis). 
- Endocrine disorders (such as diabetes mellitus). 
- Heart disease (such as congenital heart disease, congestive heart failure and coronary artery disease). 
- Kidney or Liver disorders,  
- Metabolic disorders (such as inherited metabolic disorders and mitochondrial disorders). 
- People who are obese with a body mass index [BMI] of 40 or higher. 
- People younger than 19 years of age on long-term aspirin- or salicylate-containing medications 
- People with a weakened immune system due to disease (such as people with HIV or AIDS, or some cancers such as leukemia) or 

medications (such as those receiving chemotherapy or radiation treatment for cancer, or persons with chronic conditions requiring 
chronic corticosteroids or other drugs that suppress the immune system). 

- Pregnant women.  
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