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MESSAGE FROM THE COMMANDER  
  

 
Since the start of the Coronavirus Disease (COVID-19) pandemic, our military, civilians, and contractors have 
shown their commitment to our mission and their ability to learn and adapt to achieve maximum possible 
performance.  Throughout this time, we have continued to work towards our mission goals in an increasingly 
complex environment of uncertainty.  Now, as we prepare to ramp back up in-person government operations, 
more than ever before, our top priority is protecting the health and safety of our people to ensure we can 
continue to maximize readiness, enable the warfighter, and strengthen our Naval Facilities Engineering 
Command (NAVFAC) Systems Command team.   
 
NAVFAC Commanders, NAVFAC Commanding Officers, and each member of our workforce play a pivotal role 
in the reopening process.  The enclosed return to the workplace plan aligns with Federal guidelines, as 
outlined in reference (a), to provide a framework for transitioning through each phase, for safely handling 
facilities, and for handling employees who test positive for COVID-19, who become ill or symptomatic, and/or 
who are exposed to a COVID-19 positive/symptomatic individual.  The cases at your command will be unique 
and will require agile thinking to adapt and operationalize the plan to your specific needs.  You will need to 
ensure you remain aligned to not only Federal, Department of Defense, and Department of the Navy 
guidelines, but also local, regional, and State prior to executing any part of this plan. 
 
Moreover, this moment in our history will shape how we improve moving forward.  We must learn from our past 
and current work experiences as we enter into our future state of operations.  In many cases, we may not go 
back to the way things were before, including some of our traditional means of working.  Operating in an 
increasingly virtual world requires increased telework and technological capabilities, and our reopening efforts 
should focus on meeting those goals both now and in perpetuity.  
 
Adjustments to the following plan will be made as conditions change and/or as we learn, through your 
leadership, about experiences at your local units of action; updates will be made and issued in iterative, two-
week “sprints.”   We remain stronger together, and we will get through this unprecedented time by keeping our 
people and our mission at the forefront of the decisions we make each day. 
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SECTION ONE: OVERVIEW AND POLICY 
  

 
Pursuant to the Office of Management and Budget’s (OMB) and Office of Personnel Management’s (OPM) 
memorandum – Aligning Federal Agency Operations with the National Guidelines for Opening Up American 
Again, NAVFAC will increase in-person operations.  This requires that NAVFAC align with state, local, tribal 
and territorial governments, as well as Regional and Installation Commands, to incorporate a phased 
reopening process preceded by a Gating Period.  During the Gating Period, certain conditions must be met to 
move into the Three Phase re-opening plan, to include:  (1) influenza-like illnesses and COVID-like cases of 
illness trending downward for 14 days; (2) documented COVID-19 cases and prevalence of positive tests 
trending downward for 14 days (while not decreasing the overall number of COVID-19 tests); and, (3) local 
hospitals having the capacity to treat all patients without crisis care and jurisdictions having a robust healthcare 
worker testing program and plan in place.  NAVFAC’s return to the workplace planning framework, which is 
contained in this document, addresses the gating period and each of the three phases required prior to 
resuming normal operations.  NAVFAC Commanders and Commanding Officers will control the progression 
though the phases at each geographical location when local conditions and health protection conditions 
(HPCON) support.   
 

 
 

In addition to references (a) through (c), Appendices A through K provide NAVFAC Commanders and 
Commanding Officers a Communication Plan, information on Leave Approval, Requirements on Isolation and 
Testing Based on Symptoms, Travel and Contacts, COVID-19 Claims under FECA, DON CEAP COVID-19 
Materials, FAQs, and CDC Guidelines for Making Face Covers and Facility Sanitation.   
 
NAVFAC Commanders and Commanding Officers should also be aware that certain employees may be 
considered high-risk by the CDC and/or may have irreconcilable home issues (e.g., lack of access to childcare 
or public transportation).  Appendix F allows employees to self-identify under one of these categories. 
Decisions on whether to return high-risk employees to the workplace before Phase Three should be made on a 
case-by-case basis, should be driven by function and mission requirement, and should be considered along 
with other transmission mitigation strategies in effect at the workplace. 
 

Employee Return to the Workplace Based on High-Risk/Irreconcilable Home Issue Identification 
High Risk Employees  Irreconcilable Home Issues 

High Risk Categories 
• Age (65 and older) 
• Underlying Medical Conditions, particularly not well 

controlled, such as:  
 Chronic lung disease 
 Moderate to severe asthma 
 Serious Heart Conditions 
 Immunocompromised (e.g., cancer treatments, 

HIV/AIDS, organ transplant, etc.) 
 Severe Obesity (>40 BMI) 
 Diabetes 
 Chronic Kidney Disease 
 Pregnancy 

• Others as defined by the CDC 
High Risk Identification 
• Use form found at Appendix F. Those who identify 

as high-risk may elect to return to the workplace. 

Dependent Caregivers 
• Caretakers of children who would normally be in 

school and/or daycare 
Mass Transit Issues 
• Limited or zero access to public transportation 

and/or on-site parking 
Home Issue Identification 
• Utilize form found at Appendix F.  
• Utilize maximum work schedule and telework 

flexibilities when possible. Determine modifications 
to parking or transportation issues.  

 
All Other Employees 

Employees who do not self-identify as high-risk and/or as 
having irreconcilable home issues may be required to 
report to the workplace as directed. 
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SECTION TWO: WORK SCHEDULES AND TELEWORK 
FLEXIBILITIES     

 
Beginning 18 March 2020, NAVFAC quickly transitioned to a new normal. We have shown our ability to 
accomplish our mission through telework flexibilities (see below).  
 

 
 
Operating in this new normal requires agility and flexibility.  As we progress through each phase of the 
following return to the workplace plan, adapting to the needs of the workforce and mission will be the ultimate 
goal.  Part of this requires operating in an increasingly virtual space.  NAVFAC remains committed to 
promoting and implementing telework and other work schedule flexibilities to the greatest extent possible 
consistent with mission capabilities and readiness.  This includes, but is not limited to, the use of telework or 
work schedule flexibilities for recruitment and retention efforts, work/life balance, continuity of operations, 
extreme weather, natural disasters, and other emergencies (e.g., pandemic health crisis) resulting in 
unforeseen interruptions of transportation or building services that could cause potential health and safety risk 
to the workforce. 
 
NAVFAC Commanders and Commanding Officers are encouraged to leverage the full spectrum of available 
workplace flexibilities, including telework and flexible work schedules, to support any necessary return to 
NAVFAC offices and spaces.  Commands may also initiate and/or maintain use of work schedule flexibilities as 
a means to mitigate community transmission of COVID-19 and align to state and local return to the workplace 
plans.  
 
Commands should consult with their human resources office, as changes in work schedules may impact 
compensation and require bargaining with labor unions, if applicable.  Outside of work schedule and telework 
flexibilities, Appendices B and C provide a number of leave options potentially available to civilians.  
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SECTION THREE: WORKPLACE PROTOCOL 
  

 
During the gating period and across all phases, NAVFAC will maintain the following protocols with respect to 
social distancing and protective equipment, temperature checks, testing, isolating and contact tracing, 
sanitation, use and disinfection of command and high-traffic areas, and business travel.   
 
SOCIAL DISTANCING AND PROTECTIVE EQUIPMENT 
NAVFAC employees should wear cloth face coverings that meet Centers for Disease Control and Prevention 
(CDC) recommendations if they are unable to maintain six-foot distances between themselves and another 
individual and/or if the work environment does not allow for six-feet of distance between individuals.  NAVFAC 
Commanders and Commanding Officers are authorized to purchase face coverings.  As provided face 
coverings are not guaranteed, however, all personnel should ensure they have access to a CDC-
recommended face covering. 
 
TEMPERATURE CHECKS 
It is imperative that employees engage in self-screening prior to coming to their respective workplace.  Self-
screenings include checking for COVID-19 symptoms and taking their temperature to determine fever. 
Employees should avoid reporting to the workplace if they have a fever of 100° Fahrenheit (37.8° Celsius) or 
higher.  NAVFAC Commanders and Commanding Officers may institute facility screenings that include COVID-
19 screening questions to be asked upon entry, visual inspection, and on-site temperature checks.  
 
TESTING, ISOLATING, AND CONTACT TRACING 
NAVFAC Commanders and Commanding Officers should contact their Command’s health clinics to determine 
the local criteria for on-site testing.  Generally, NAVFAC employees who exhibit COVID-19 symptoms should 
consult with their personal health care provider and self-quarantine.  As established by reference (c), Appendix 
D outlines NAVFAC’s policy related to employee isolation periods and medical testing/evaluation requirements 
related to certain employee contacts, travel, and symptoms.  Appendix E addresses COVID-19 exposure in the 
workplace under the Federal Employees’ Compensation Act (FECA).  
 
SANITATION 
NAVFAC will follow CDC guidelines for cleaning after persons suspected/confirmed to have COVID-19 have 
been in the facility.  Areas visited by the ill persons should be closed and methods to increase air circulation 
should be used; cleaning should begin no sooner than 24 hours after the areas have been closed.  All shared 
electronic equipment, offices, desks, bathroom, and common areas should be cleaned once 24 hours has 
passed.  Per CDC guidelines, if it has been more than seven days since the person with suspected/confirmed 
COVID-19 visited or used the facility, additional cleaning and disinfection is not necessary.  
 
USE AND DISINFECTION OF COMMON AND HIGH-TRAFFIC AREAS 
Common areas may be closed, unless otherwise stated in a specific phase, to minimize contact between 
employees and to minimize disinfection requirements.  NAVFAC Commanders and Commanding Officers 
should develop policies surrounding appropriate cleaning measures for common spaces.  Commands should 
provide sanitizing wipes for the use of employees to clean their personal work spaces.  
 
BUSINESS TRAVEL 
NAVFAC will follow Department of Defense (DoD), Department of the Navy (DON), and other Federal 
guidance related to essential government funded travel. Non-essential government funded travel should be 
based on state and local guidance in addition to DoD, DON and other Federal guidelines.  
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SECTION FOUR: GATING PERIOD AND PHASES 
 

 
During the Gating Period, NAVFAC Commanders and Commanding Officers must follow the operating 
principles below alongside the tactical steps and decision points in the four-step plan on the following page.  
 

GATING PERIOD OPERATING PRINCIPLES 

Work Schedules 
& Telework 

Maximum work schedule and telework flexibilities should be utilized for employees. 

To support proper social distancing at entry points, Mission Essential Employees who 
are required to report to the worksite should have staggered start and stop times. 

Facilities 

Consider closing common areas where personnel are likely to congregate and interact. 
If a common area is open, enforce social distancing protocols.  Open areas should be 
routinely cleaned and disinfected. 

Hygiene supplies including, but not limited to, hand sanitizer, hand soap, paper towels, 
toilet paper, and disinfectant wipes should be readily available. 

Employees 

Employees reporting to the worksite should complete daily self-screenings before 
reporting. 

Employees reporting to the worksite are required to wear a cloth face covering over 
their mouth and nose while in common areas and where proper social distancing 
cannot be maintained (e.g., 6 feet distance). 

Travel Essential and Non-essential government funded business travel is restricted. 

 
 

 
 
 
 
 

[TACTICAL PLAN ON FOLLOWING PAGE] 
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GATING PERIOD: TACTICAL PLAN 
 

 
In line with the Gating Period Operating Principles, NAVFAC Commanders and Commanding Officers should 
follow these four planning steps:   
  

 
 

 
Additionally, NAVFAC Commanders and Commanding Officers must locally:  
 
 Determine which common areas within the workspaces to close and/or limit access (e.g. lunch/break 

rooms, conference rooms, etc). Bathrooms and kitchen areas should not be closed. 
 Determine process for routinely cleaning and disinfecting common areas and/or other high-use areas. 
 Determine process for cleaning and disinfecting following a confirmed or suspected COVID-19 case. 

 
Appendix F provides a form and additional information on the process to request and obtain an employee’s 
self-identification.  Appendix G provides supervisory talking points. 
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PHASE ONE  
 
NAVFAC will align with state, local, tribal and territorial governments, regional and installation command, as 
needed, prior to transitioning to each phase.  Once state/local authorities establish that the conditions identified 
under Section One of this plan have been met (e.g., 14-day downward trend), NAVFAC Commanders and 
Commanding Officers may order transition to Phase One, adjusting as necessary to account for the current 
HPCON level. 
 

PHASE ONE OPERATING PRINCIPLES 

Work Schedules 
& Telework 

Commands should lift mandatory telework and implement their Phase One staffing plan.  

Maximum work schedule and telework flexibilities should be utilized for employees who 
self-identify as high-risk per the CDC.   

Maximum work schedule and telework flexibilities may be utilized for employees living in 
the same residence as someone who is considered high-risk per the CDC.  

Employees should return to the worksite in phases with staggered start and stop times, 
considering special accommodations for employee needs, such as childcare and access 
to public transportation. 
Employees with duties that are negatively impacted by full-time telework should return to 
the workplace first. 

Facilities 

Common areas should be closed where personnel are likely to congregate and interact. 
If a common area is open, enforce social distancing protocols. Open areas should be 
routinely deep cleaned and disinfected. 
Hygiene supplies including, but not limited to, hand sanitizer, hand soap, paper towels, 
toilet paper, and disinfectant wipes should be readily available. 

Employees 

Employees reporting to the worksite should complete daily self-screenings before 
reporting. 
Employees reporting to the worksite are required to wear a cloth face covering over their 
mouth and nose while in common areas and where proper social distancing cannot be 
maintained (e.g., 6 feet distance). 

Travel Minimize non-essential government funded business travel and adhere to CDC 
guidelines regarding isolation following travel. 

 
In line with the Phase One Operating Principles, Commanders and Commanding Officers should evaluate their 
four-step plan created during the Gating Period to determine if any adjustments are necessary based on 
mission need.  
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PHASE TWO 
 

 
NAVFAC will align with state, local, tribal and territorial governments, regional and installation command, as 
needed, prior to transitioning to each phase.  Once state/local authorities establish that the conditions identified 
under Section One of this plan (e.g., 14-day downward trend) have been met during Phase One, NAVFAC 
Commanders and Commanding Officers may order transition to Phase Two, adjusting as necessary to account 
for the current HPCON level. 
 

PHASE TWO OPERATING PRINCIPLES 

Work Schedules 
& Telework 

Commands should continue employ work schedule and telework flexibilities, subject to 
mission requirements and implement their Phase Two staffing plan. 
Employees should return to the worksite in phases with staggered start and stop times, 
considering special accommodations for employee needs, such as childcare and access 
to public transportation. 
Employees can potentially resume normal telework arrangements. 

Maximum work schedule and telework flexibilities should be utilized for employees who 
self-identify as high-risk per the CDC.   

Maximum work schedule and telework flexibilities may be utilized for employees living in 
the same residence as someone who is considered high-risk per the CDC.  

Facilities 

Consider closing common areas where personnel are likely to congregate and interact. 
If a common area is open, enforce social distancing protocols.  Open areas should be 
routinely deep cleaned and disinfected. 

Hygiene supplies including, but not limited to, hand sanitizer, hand soap, paper towels, 
toilet paper, and disinfectant wipes should be readily available. 

Employees 

Employees reporting to the worksite should complete daily self-screenings before 
reporting. 
Employees reporting to the worksite are required to wear a cloth face covering over their 
mouth and nose while in common areas and where proper social distancing cannot be 
maintained (e.g., 6 feet distance). 

Travel Non-essential government funded business travel may resume as permitted by DoD and 
DON guidance. 

 
In line with the Phase Two Operating Principles, Commanders and Commanding Officers should evaluate their 
four step plan created during the Gating Period to determine if any adjustments are necessary based on 
mission need.  
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PHASE THREE 
 

 
NAVFAC will align with state, local, tribal and territorial governments, regional and installation command, as 
needed, prior to transitioning to each phase.  Once state/local authorities establish that the conditions identified 
under Section One of this plan (e.g., 14-day downward trend) have been met during Phase Two, NAVFAC 
Commanders and Commanding Officers may order transition to Phase Three, adjusting as necessary to 
account for the current HPCON level. 
 

PHASE THREE OPERATING PRINCIPLES 

Work Schedules 
& Telework Commands should resume normal work schedule and telework flexibilities. 

Facilities Hygiene supplies including, but not limited to, hand sanitizer, hand soap, paper towels, 
toilet paper, and disinfectant wipes should be readily available. 

Employees 
Employees self-identifying as high-risk per the CDC should consider continuing to wear 
cloth face coverings while in common areas and where proper social distancing cannot 
be maintained. 

Travel No restrictions on travel. 

 
In line with the Phase Three Operating Principles, Commanders and Commanding Officers should evaluate 
their four step plan created during the Gating Period to determine if any adjustments are necessary based on 
mission need.  
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APPENDIX A: PAO COMMUNICATION PLAN 
 

 
BACKGROUND 
NAVFAC is actively planning and preparing to increase employee presence at its facilities and offices around 
the world, consistent with the national Guidelines for “Opening Up America Again.”  This transition requires a 
controlled, measured return that prioritizes workplace safety and employee health as well as aligning with 
state, local, tribal and territorial governments, as well as Regional and Installation Commands, to incorporate a 
phased reopening process preceded by a Gating Period.  The gating period must indicate a required level of 
preparedness to move into the three-phased re-opening plan. 
 
NAVFAC’s return-to-the-workplace plan addresses the gating period and each of the three phases required 
prior to resuming normal operations.  NAVFAC Commanders and Commanding Officers will control the 
progression though the phases at each geographical location when local conditions and health protection 
conditions (HPCON) support.   
 
AUDIENCE 
a.  Internal 
    1.  Primary:  NAVFAC workforce (civilian, military and contractors) 
    2.  Secondary:  NAVFAC workforce family members 
 
b.  External 
    1.  Media 
    2.  Labor Unions 

 
PUBLIC AFFAIRS POSTURE. Active 
 
COMMUNICATION GOAL  
a.  Educate and communicate to the NAVFAC workforce on national and local “Return to Workplace” policies. 
 
b.  Consistently communicate NAVFAC’s adherence to established health protocols 
 
c.  Keep the NAVFAC workforce and families informed on the command’s measures to maintain the health and 

safety of its workforce 
 
STRATEGY 
NAVFAC will use an active internal public affairs approach and various communication tactics to engage and 
inform the NAVFAC workforce about the return to workplace.  

 
a.  Standard Communication Methods and Tools.   

 
1.  Physical: All Hands, community sessions, department meetings, one-on-one sessions, and video 

conference sessions.  
 
    2.  Electronic.  Electronic includes, but is not limited to, virtual All Hands, email, video,  NAVFAC portal (both 

public and private), command newsletters, PAO releases, and digital displays.  This also includes the 
provision of information and interaction through the milSuite site (NAVFAC and NAVFAC PAOs). 

 
    3.  Videos.  Videos production by NAVFAC Public Affairs Office. 
 
    4.  Social Media.  Social media includes, but is not limited to, Facebook, YouTube, Twitter, LinkedIn and 

Instagram. 
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MESSAGES 
a.  The health and safety of the NAVFAC workforce and its families remain our top priority. 
b.  Each of us has an active role in maintaining a safe, healthy workplace and community. 
c.  NAVFAC will continue to act appropriately to monitor the health and safety of our workforce.  
d.  NAVFAC remains committed to promoting and implementing telework and other work schedule flexibilities 

to the greatest extent possible consistent with mission capabilities and readiness. 
e.  NAVFAC will align with state, local, tribal and territorial governments, regional and installation command, as 

needed, prior to transitioning to each phase. 
f.  Health protocols are still in place in all government facilities. When directed, employees must.  
    1.  Continue to self-monitor for symptoms; 
    2.  Wear face coverings that cover mouth and nose; 
    3.  Practice social distancing, maintaining a separation of six feet or more from others; 
    4.  Limit face-to-face meetings when possible.  
 
g.  Additional measures in support of the health and welfare of its workforce:  
    1.  Common areas may be temporarily closed or access limited.  
    2.  Entry to buildings may be restricted. 
    3.  Personal protective equipment (when available) or cleaning supplies may be stationed throughout the 
         command. 
 
FEEDBACK REGARDING ENGAGEMENT AND IMPROVEMENT 
Measure Effectiveness of Engagement Effort as follows: 
 
        1.  All Hands Meetings  
        2.  Submissions to Suggestion Box 
        3.  Feedback from social media tools   
        4.  Media Content Analysis (External)  
 
EXECUTION MATRIX 

Tactic Stakeholders When Lead Notes 
Communication Toolbox PAOs/TF Personnel 

Internal/External 
  NAVFAC HQ TF and 

PAO 
 

Video NAVFAC Workforce  NAVFAC HQ PAO, 
Commander with TF 
support 

Provide overarching HQ 
perspective to enterprise, 
Post to SM venues and 
GCDS 

Leadership Email NAVFAC leadership and 
workforce 

TBD NAVFAC Commander 
with TF Support 

 

Virtual All Hands  
 

NAVFAC leadership and 
workforce 

TBD NAVFAC Commander, 
ED, CMO and FORCM 
with PAO and TF support 

Live (FB Live or MS Teams 
Stream) or edited product 
(GCDS) 

Digital Signage NAVFAC Workforce Weekly (Thurs) NAVFAC HQ PAO with 
TF support  

DS shared with NAVFAC 
PAOs for enterprise-wide 
distribution 

Social Media  NAVFAC 
Workforce/External  

Continuous NAVFAC HQ PAO with 
TF support 

Traditional venues (FB, 
LinkedIn, Twitter, IG) 

CNIC Monthly Update CNIC Commander Quarterly NAVFAC Energy Office  
NAVFAC Key Communicator NAVFAC Leadership  

 
NAVFAC HQ PAO with 
TF assist 

Leadership comm focused on 
Directors, COs, XOs and BDs 

NAVFAC COVID 19 Portal Page  NAVFAC Workforce  
 
 

Continuous NAVFAC Ops with PAO 
support  
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APPENDIX B: NAVFAC SUPERVISORY LEAVE APPROVAL MATRIX DURING 
THE COVID-19 PANDEMIC (EMPLOYEES ELIGIBLE FOR TELEWORK) 

 
 

NAVFAC Supervisory Leave Approval Matrix during the COVID-19 Pandemic 
For employees who ARE telework eligible or who CAN be assigned duties that can be accomplished via telework 

If the employee is asymptomatic of COVID-19 and… 
Annual, Adv Annual, or Other forms 

of earned paid leave Sick or Advanced Sick Leave LWOP (NON-FMLA) LWOP (FMLA) Weather & Safety Leave FFCRA Emergency Paid Leave 

 
Is subject to a Federal State, or local quarantine or isolation order related to 
COVID-19 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

Authorized (paid at 100% rate of pay, up 
to $511 per day; total of 80 hours for all 

qualifying reasons) 
 
Has been advised by a health care provider to self-quarantine related to 
COVID-19 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

Authorized (paid at 100% rate of pay, up to 
$511 per day; total of 80 hours for all 

qualifying reasons) 

 
Is directed by Commander, or Supervisor not to report to work 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

 
Not Authorized 

 
Is at high risk of COVID-19 as defined by the CDC 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

 
Not Authorized 

 
Is ill for NON COVID-19 reasons 

 
Subject to MGT discretion 

 
Authorized 

 
Subject to MGT discretion 

 
Authorized 

 
Not Authorized 

 
Not Authorized 

 
Has a family member(s) who requires care for non COVID-19 related illness 

 
Subject to MGT discretion 

 
Authorized 

 
Subject to MGT discretion 

 
Authorized 

 
Not Authorized 

 
Not Authorized 

 
Has a family member(s) who requires care as a result of a Federal, State, or 
local quarantine or isolation order related to COVID-19 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Authorized 

 
Not Authorized 

Authorized (paid at 2/3 rate of pay, up to 
$200 per day; total of 80 hours for all 

qualifying reasons) 
 
Has a family member(s) who requires care as a result of being advised by a 
health care provider to self-quarantine related to COVID-19 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

Authorized (paid at 2/3 rate of pay, up to 
$200 per day; total of 80 hours for all 

qualifying reasons) 
 
Has a family member(s) who is at high risk of COVID-19 as defined by the 
CDC 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

 
Not Authorized 

 
Has children at home due to school or childcare center closures 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

Authorized (paid at 2/3 rate of pay, up to 
$200 per day; total of 80 hours for all 

qualifying reasons) 
 
Prefers not to come to an otherwise open worksite 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

 
Not Authorized 

 
Is experiencing any other substantially-similar condition specified by the U.S 
Department of Health and Human Services 

 
Subject to MGT discretion 

 
Subject to MGT discretion 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

Authorized (paid at 2/3 rate of pay, up to 
$200 per day; total of 80 hours for all 

qualifying reasons) 

If the employee is symptomatic of COVID-19 and… Annual, Adv Annual, or Other forms 
of earned paid leave Sick or Advanced Sick Leave LWOP (NON-FMLA) LWOP (FMLA) Weather & Safety Leave FFCRA Emergency Paid Leave 

 
Is experiencing COVID-19 symptoms and is seeking a medical diagnosis 

 
Subject to MGT discretion 

 
Authorized 

 
Subject to MGT discretion 

 
Authorized 

 
Not Authorized 

Authorized (paid at 100% rate of pay, up to 
$511 per day; total of 80 hours for all 

qualifying reasons) 
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APPENDIX C: NAVFAC SUPERVISORY LEAVE APPROVAL MATRIX DURING 
THE COVID-19 PANDEMIC (EMPLOYEES INELIGIBLE FOR TELEWORK) 

 
 

NAVFAC Supervisory Leave Approval Matrix during the COVID-19 Pandemic 
For employees who are NOT telework eligible or who CANNOT be assigned duties that can be accomplished via telework 

If the employee is asymptomatic of COVID-19 and… 
Annual, Adv Annual, or Other forms 

of earned paid leave Sick or Advanced Sick Leave LWOP (NON-FMLA) LWOP (FMLA) Weather & Safety Leave FFCRA Emergency Paid Leave 

 
Is subject to a Federal State, or local quarantine or isolation order related 
to COVID-19 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

Authorized (paid at 100% rate of pay, up to 
$511 per day; total of 80 hours for all 

qualifying reasons) 
 
Has been advised by a health care provider to self-quarantine related to 
COVID-19 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

Authorized (paid at 100% rate of pay, up to 
$511 per day; total of 80 hours for all 

qualifying reasons) 
 
Is directed by Commander, or Supervisor not to report to work 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Is at high risk of COVID-19 as defined by the CDC 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Is ill for NON COVID-19 reasons 

 
Subject to MGT discretion 

 
Authorized 

 
Subject to MGT discretion 

 
Authorized 

 
Not Authorized 

 
Not Authorized 

 
Has a family member(s) who requires care for non COVID-19 related illness 

 
Subject to MGT discretion 

 
Authorized 

 
Subject to MGT discretion 

 
Authorized 

 
Not Authorized 

 
Not Authorized 

 
Has a family member(s) who requires care as a result of a Federal, State, or 
local quarantine or isolation order related to COVID-19 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Authorized 

 
Not Authorized 

Authorized (paid at 2/3 rate of pay, up to 
$200 per day; total of 80 hours for all 

qualifying reasons) 
 
Has a family member(s) who requires care as a result of being advised by a 
health care provider to self-quarantine related to COVID-19 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

Authorized (paid at 2/3 rate of pay, up to 
$200 per day; total of 80 hours for all 

qualifying reasons) 
 
Has a family member(s) who is at high risk of COVID-19 as defined by the 
CDC 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

 
Not Authorized 

 
Has children at home due to school or childcare center closures 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

Authorized (paid at 2/3 rate of pay, up to 
$200 per day; total of 80 hours for all 

qualifying reasons) 
 
Prefers not to come to an otherwise open worksite 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

 
Not Authorized 

 
Not Authorized 

 
Not Authorized 

 
Is experiencing any other substantially-similar condition specified by the 
U.S Department of Health and Human Services 

 
Subject to MGT discretion 

 
Subject to MGT discretion 

 
Subject to MGT discretion 

 
Not Authorized 

 
Subject to MGT discretion 

Authorized (paid at 2/3 rate of pay, up to 
$200 per day; total of 80 hours for all 

qualifying reasons) 

If the employee is symptomatic of COVID-19 and… Annual, Adv Annual, or Other forms 
of earned paid leave Sick or Advanced Sick Leave LWOP (NON-FMLA) LWOP (FMLA) Weather & Safety Leave FFCRA Emergency Paid Leave 

 
Is experiencing COVID-19 symptoms and is seeking a medical diagnosis 

 
Subject to MGT discretion 

 
Authorized 

 
Subject to MGT discretion 

 
Authorized 

 
Not Authorized 

Authorized (paid at 100% rate of pay, up to 
$511 per day; total of 80 hours for all 

qualifying reasons) 
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APPENDIX D: REQUIREMENTS ON ISOLATION AND TESTING 
BASED ON SYMPTOMS, TRAVEL, AND CONTACTS  

 



18 
 

APPENDIX E: COVID-19 CLAIMS UNDER THE FEDERAL 
EMPLOYEES’ COMPENSATION ACT (FECA) 

  
 



COVID-19 HIGH RISK CERTIFICATION AND IRRECONCILABLE HOME 
ISSUES IDENTIFICATION FORM 

Returning employees to the workplace is a complex undertaking that requires careful planning based 
on a clear understanding of the issues that affect employees. Employees who self-identify as a high-
risk individual for COVID-19 as defined by the Centers for Disease Control and Prevention (CDC) 
and/or who identify irreconcilable home issues in connection with community constraints (e.g., access 
to childcare, transportation, etc.) may, subject to mission requirements, be authorized continued use of 
telework, work schedule flexibilities, shift work, varied start and stop times, and leave flexibilities. 
Employees wishing to self-identify as being a high-risk individual or as having irreconcilable home 
issues should complete this form and return it to their supervisor.  

INITIALS EMPLOYEE’S SELF-CERTIFICATION 

I hereby certify, by way of my signature below, that I am an individual with a medical 
condition identified by the CDC with a High Risk for COVID-19.  I understand that, within 
30 calendar days after returning to duty, I am required to provide validation from a 
health care provider.* Timely requests for an extension may be granted. I understand 
that failure to provide medical validation within the stated timeframe may result in a 
requirement to report to the worksite and/or the retroactive placement in another 
personal leave status (e.g. Annual, Sick, or Leave Without Pay, etc.), if appropriate. 

I hereby certify, by way of my signature below, that I have irreconcilable home issues 
(e.g., children at home due to school/childcare center closure, no access to 
transportation, etc.). 

*Medical provider validation not required if high-risk category is age (65 years or older).

I acknowledge by my signature below that the information above is true and accurate:  

Employee’s Signature:  _______________________________ Date: _________________________ 

Supervisor’s Signature: _______________________________ Date: _________________________ 

Supervisor’s Printed Name/Title: ______________________________________________________ 

EMPLOYEE INFORMATION 

Name Work Center 

Pay Plan/Job Series Department 
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APPENDIX F: COVID-19 HIGH RISK CERTIFICATION AND 
IRRECONCILABLE HOME ISSUES IDENTIFICATION FORM 



SUPERVISORY PROCESS FOR EMPLOYEE NOTIFICATION AND REQUEST 
FOR SELF-CERTIFICATION FORM

EMPLOYEE CONTACT REQUIREMENTS:
Supervisors must contact all employees and provide the employee the opportunity to self-identify as a high-risk 
individual for COVID-19 as defined by the CDC or as having irreconcilable home issues in connection with 
community constraints (Childcare, transportation, etc.).  Expected means of communication are via telephone 
and e-mail. However, in cases where an employee does not have a personal email address or means to print 
or electronically sign the form, the supervisor will need to send hard copies of the information via mail or 
discuss other appropriate means.  

Employees who wish to self-identify must complete and return their signed form to their supervisor within five 
(5) business days. The forms may be returned electronically, documented by the supervisor through
conversation with the employees, or other alternative solutions identified by the supervisor within the five (5)
business day timeframe. Supervisors may contact their servicing HR Specialist to discuss concerns on delivery
and receipt of documentation.

Commands should consider requiring their supervisors to report through their chain of command that they 
have made 100% contact with their direct reports and that they are in receipt of the certification forms.

RECORD KEEPING AND TRACKING:
Supervisors must keep complete records, including documenting conversations, verification of delivery of any 
emails, and subsequent acknowledgment from the employee. Medical validations must be kept separately and 
in a secured location. Supervisors must track when the forms were issued, when the form and any supporting 
documentation is due back, and when the forms/documentation were received back from the employee. 

MEDICAL DOCUMENTATION: 
Within 30 calendar days from the high risk employee's return to duty date, the employee must provide to their 
supervisor the required supporting medical validation. This information should be provided at the employee’s 
expense; NAVFAC is neither obligated nor authorized to expend funds to certify the employee’s status.  

Supervisors may waive the medical validation requirement for known/previously identified medical conditions or 
if the certification is based on the employee's age.

Supervisors must review the completed forms and determine if further review/discussion with the employee is 
appropriate.  

RETURNING TO THE WORKPLACE:
If mitigation strategies are found that would allow an employee to return to the workplace, the supervisor should 
have the employee return to work as soon as possible. If the employee does not provide medical certification 
within 30 calendar days, an extension may be granted based on extraordinary circumstances.  Employees who 
do not identify in a CDC high risk category may report to the workplace when appropriate.

REASONABLE ACCOMMODATION POINT OF CONTACT:
Any questions about Reasonable Accommodations in the workplace should be directed to your local Equal 
Employment Opportunity (EEO) office.  
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APPENDIX G: COVID-19 TALKING POINTS FOR 
SUPERVISORS 

COVID-19 TALKING POINTS FOR SUPERVISORS 

What is our current state?  
Workforce strategies are in place to protect against the spread of the COVID-19.  These strategies include 
maximizing telework options, adjusting staff work schedules, and allowing employees to split their workday to 
accommodate childcare and elder care requirements.  In cases where mission-critical functions must be 
performed on-site, units are reducing risks by enhancing workplace hygiene practices, changing work shifts to 
decrease the number of employees in the workplace, and/or rotating workers on-site and offsite.  While these 
are just a few of the workplace modifications identified, we will continue to explore additional mitigation 
strategies to ensure our workplace is safe and you are able to accomplish the mission using measures that are 
sensitive to personal needs under COVID-19.  

What is our future state?  
Despite our best mitigation efforts, the impact of COVID-19 may continue for the weeks and months ahead. 
Our first goal is to ensure the safety of the workforce and our second goal is to continue NAVFAC operations 
delivering mission-essential support functions.  However, the number of personnel who are not in the 
workplace is affecting our ability to effectively execute our missions.  Returning employees to the workplace is 
a complex undertaking and requires careful planning based on a clear understanding of the issues that impact 
employees.  

What does this mean to me?  
We must have a clear understanding of the risk factors some employees may face as it relates to the updated 
CDC guidance or irreconcilable home issues (i.e. children at home due to school/childcare center closures, 
lack of access to transportation, etc.).  This information will assist the command in understanding the 
challenges you are experiencing and allow the command to balance our mitigating strategies in order to 
maximize employees’ ability to accomplish the mission.  

a. High Risk Individual.  If you are an employee who identifies as an individual with a medical condition
identified by the CDC with a High Risk for COVID-19 you may be eligible for continued use of the different
telework, work schedules, and leave flexibilities.

b. Irreconcilable Home Issues.  If you are experiencing situations that make it difficult for you to report to work
or telework during the pandemic you may be eligible for continued use of the different telework, work
schedules, and leave flexibilities.

What do I need to do?  
You should complete and return the signed form to me within five business days (form is found at Appendix F). 
The form may be returned electronically or, if no electronic means are available, discuss other options to return 
the form.  You are required to provide validation from a health care provider if you are under the age of 65 and 
identify as a high risk individual.  Employees who do not identify in a CDC high risk category may report to the 
workplace when appropriate. 
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APPENDIX H: DON CEAP COVID-19 MATERIALS 
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APPENDIX I: FREQUENTLY ASKED QUESTIONS 

Source: OPM Coronavirus Disease 2019 (COVID-19) Frequently Asked Questions Regarding the Resumption 
of Normal Workforce Operations of 23 April 2020 

1) Should training be developed to encourage social distancing and good hygiene as agencies resume
normal operating status?
Agencies should distribute CDC guidance as appropriate.  They may also develop hygiene and social 
distancing training programs based on CDC guidance but tailored to specific employee work environments.  
Agencies should continue coordinating broad workforce training programs and directives with the Office of 
Management and Budget (OMB) and the Vice President’s Task Force.  Such coordination will ensure plans are 
aligned with current national guidelines, and agencies have sufficient resources and workforce planning in 
place to execute. 

2) Is a phased return to the workplace appropriate? Should ‘vulnerable’ personnel be permitted to
continue emergency telework longer - who is vulnerable and how is that determined?
As noted in OMB’s guidance, M-20-23, Aligning Federal Agency Operations with the National Guidelines for 
Opening Up America Again a phased return from maximum telework is appropriate and encouraged as local 
conditions improve.  Per the President’s Guidelines for Opening Up America Again, and CDC guidance, 
employers with vulnerable populations, agencies, components, or duty locations in states or regions that 
remain in the Gating period, Phase One, or Phase Two should maximize telework for eligible workers.  
Telework should be maximized for eligible workers, including but not limited to populations that CDC has 
identified as being at higher risk for serious complications from COVID-19 (CDC High Risk Populations) and to 
CDC-identified special populations, including pregnant women (CDC Special Populations).  In addition, to the
extent possible, employers are encouraged to consider telework options for employees with vulnerable
household members, until their state or region has entered Phase Three per the Guidelines for Opening Up
America Again.

For agencies, components, or duty locations in regions or states that remain in the Gating period or Phase 
One, a combination of maximized telework and Flexible Work Schedules (FWS) should be used to improve 
social distancing between employees.  Agencies may expand the types of FWS that are available to 
employees, as different types of schedules provide different degrees of flexibility.  Telework and FWS can also 
provide agencies significant flexibility to assist employees attempting to meet other responsibilities, such as 
caregiving. 

3) What telework posture is appropriate after agencies end maximum telework?
As noted in OMB’s guidance, M-20-13, Updated Guidance on Telework Flexibilities in Response to 
Coronavirus, agency heads have the flexibility to develop appropriate protocols for their operations.  As 
conditions change, agency heads should revisit telework policies and agreements in order to continue 
progression toward normal operations or to address changing conditions while retaining the flexibility needed 
during the response.  Agency heads have full flexibility (as they do under normal operating conditions), to 
calibrate the extent of their telework, per the Telework Enhancement Act, as amended by the Administrative 
Leave Act. Agency heads have full flexibility (as they do under normal operating conditions), to calibrate the 
extent of their telework, per current law, regulation and any applicable collective bargaining agreement.  (For 
example, see 5 U.S.C. chapter 65, when applicable.) 
Note that the use of a directed evacuation to the employee’s home or another alternative workplace, for those 
not under a telework agreement, is authorized only when an agency is operating under the evacuation pay 
authority in 5 CFR 550.409. 

https://www.whitehouse.gov/wp-content/uploads/2020/04/M-20-23.pdf
https://www.whitehouse.gov/openingamerica/
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/index.html
https://www.whitehouse.gov/wp-content/uploads/2020/03/M-20-13.pdf
https://www.whitehouse.gov/wp-content/uploads/2020/03/M-20-13.pdf
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4) For localities where schools are closed, should telework flexibilities continue to be utilized for
employees with school-aged children?
Yes.  Agencies are encouraged to review the full spectrum of available workplace flexibilities, including 
telework and FWS, to support employees with children and other dependent care obligations. 

5) How should managers handle situations that arise in which employees fail to report to their
assigned duty station?
By following the approach to reopening the country reflected in the Guidelines for Opening Up America Again, 
taking into account phase determinations made by State governments, and continuing to use available and 
appropriate workforce flexibilities, agencies can fulfill their missions while protecting the health and safety of 
employees.  Agency management should never dismiss the health concerns of employees.  Some employees 
may have reservations about returning to their workplace even as the likelihood of contracting COVID-19 
diminishes.  It is appropriate for agencies to work with labor unions and employees to address such concerns 
even after agency management has determined that it is safe for employees to return. 
Once an agency has determined that sufficient conditions allow for employees to safely work in a given 
environment, employees can be expected to report to their office unless in an approved leave status. 
Before requiring employees to report to duty on-site, and when considering any administrative action based on 
non-compliance with a reporting requirement, agencies are encouraged to consider all facts and circumstances 
in each case.  Such considerations may include an employee’s vulnerability to serious complications if 
infected, the presence of an individual in a CDC-identified high-risk category in the home, or child-care or other 
dependent care responsibilities resulting from daycare, camp, or school closures.  Agencies should determine 
if other options are appropriate, such as allowing employees to continue to telework or asking them to request 
personal leave (e.g., annual leave, sick leave if applicable, or leave without pay).  If the worksite is in a 
jurisdiction still subject to restrictions related to COVID-19, agencies should consider the terms of any such 
restrictions as well as employee concerns about their safety in the workplace or during commuting and 
determine if steps can be taken to mitigate those concerns. 

6) What should an agency do if the return of Federal employees to their duty station conflicts with
ordinances put in place by local or state authorities?
As the decision of an agency head to return to normal operations depends heavily on consultation with and 
guidance from local health officials, we expect such conflicts to be infrequent.  However, OPM, in consultation 
with the Department of Justice, has determined that none of the orders issued to date restrict the ability of 
Federal employees and contractors from any travel necessary to perform official functions.  OPM recommends 
that Federal agencies continue to follow staffing plans that have been adopted consistent with previous 
COVID-19 guidance issued by OMB and OPM. 

Federal employees and contractors should continue to carry appropriate Federal identification (such as a CAC 
or PIV card, or agency-issued letter of authorization) when traveling to carry out Federal business and report to 
appropriate supervisors if there has been a travel issue with local law enforcement.   

7) Does an agency have collective bargaining obligations when returning bargaining unit employees to
the normal worksite?
There may be collective bargaining obligations.  When agencies decide to return to normal operations from the 
current posture of telework maximization, rescind evacuation orders if applicable, and recall employees to their 
office worksite, they are encouraged to communicate with employees and the appropriate union 
representatives as soon as possible regarding these plans.  Agencies should coordinate any such 
communications with offices of human resources, equal opportunity, and general counsel to address 
compliance questions including agency requirements pursuant to collective bargaining agreements and 
employee requirements regarding return-to-the-workplace directives.  Agency officials should coordinate with 



25 

offices of human resources, facilities, and other appropriate stakeholders to determine the appropriate time 
period to transition back to normal operations. 

8) If an employee who returns to the normal worksite exhibits signs of illness, may a supervisor order
the employee to leave work or work from home?  If so, will the employee be paid during the absence?
Employees that exhibit signs of illness should leave work immediately.  Supervisors should remind the 
employee of his or her leave options, such as:  requesting sick leave, annual leave, or emergency leave under 
the Families First Coronavirus Response Act (FFCRA), if available to the employee.  

If the employee has no leave available, supervisors are authorized to approve requests for advanced leave or 
leave without pay in certain circumstances.  When these leave options are not practical, a viable alternative, 
when the employee is covered by a telework agreement, is for the employee to work from home pursuant to an 
ad hoc arrangement approved by the employee’s supervisor.  When an employee opts not to take leave or 
telework voluntarily, a supervisor may find it appropriate to enforce the employee’s use of leave.  If the agency 
elects to require work from home or another alternative location, this must be done using evacuation pay 
authority under 5 CFR 550.409. See OPM’s Factsheet issued on March 3, 2020 (https://www.opm.gov/policy-
data-oversight/covid-19/fact-sheet-additional-guidance-in-connection-with-the-covid-19-emergency/). 

Supervisors should consult with appropriate Human Resources staff and general counsel before taking such a 
step as enforced leave is an adverse action that imposes procedural requirements (i.e., advance notice, an 
opportunity to reply, the right to representation, and an agency decision) before actually enforcing the use of 
leave.  Enforced leave of 14 days or less may be subject to agency administrative grievance procedures or 
negotiated grievance procedures.  In addition, enforced leave lasting longer than 14 days may be appealed to 
the Merit Systems Protection Board (MSPB) or potentially grieved under any applicable negotiated grievance 
procedure.  Supervisors need to consult with their HR office and legal counsel when deciding to enforce the 
use of leave, to ensure that the action is permissible. 

9) Will an employee who has direct contact with the public (e.g., investigator, park ranger, health care
professional, police officer, firefighter) be required to report for work at the normal worksite and
perform the normal duties of his or her position?
Agencies and components in states and locations that are in the Gating Period or in Phase One of the national 
guidelines should consider the need for public-facing employees.  Employees deemed mission-critical that 
cannot telework will still need to report for work and perform the normal duties of their positions.  Agencies 
should consult with the CDC and the Occupational Safety and Health Administration to determine the 
appropriate mitigation measures warranted for their workplace. 

10) How can an agency encourage the use of face-coverings by employees where appropriate?
Agencies may recommend that employees follow certain safety procedures, such as using a face covering, in 
order to help ensure the health and safety of the employee and their coworkers.  Consistent with the 
Guidelines for Reopening America Again, agencies are to strive to create workspaces where appropriate social 
distance can be maintained.  In situations where maintenance of such distance is challenging, however, 
agencies should consider encouraging employees to wear face coverings.  Employees are free to wear 
appropriate (as deemed by agency management) face coverings at all times within the workplace. 

https://www.opm.gov/policy-data-oversight/covid-19/fact-sheet-additional-guidance-in-connection-with-the-covid-19-emergency/
https://www.opm.gov/policy-data-oversight/covid-19/fact-sheet-additional-guidance-in-connection-with-the-covid-19-emergency/
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APPENDIX J: CDC GUIDELINES FOR MAKING FACE 
COVERINGS 
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APPENDIX K: CDC GUIDELINES FOR CLEANING AND 
DISINFECTION 
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