Commanders/Directors/Supervisors:

Please review the attached guidance regarding Emergency Paid Leave (EPL) under the American Rescue
Plan Act of 2021 (ARPA), and share with supervisors and US appropriated fund civilian employees in your
organization. The President signed the ARPA into law on 11 March 2021, and HAF implementing
guidance was issued in late May. The statute includes a provision that authorizes agencies to approve
certain covered, appropriated fund Title 5 Federal civilian employees for up to 600 hours of paid leave to
address any one of eight qualifying circumstances related to the COVID-19 pandemic, and occurring
between 11 March and 30 September 2021.

Key features:

e The leave is funded by a $570M appropriation that is administered by OPM. For that reason,
EPL is only authorized if is paid from the appropriation. When the fund runs out, so does the
availability of EPL.

e EPLis only available for 8 specific qualifying reasons (see attached) related to personal impacts
that a Federal employee has experienced as a result of COVID-19 from 11 March to 30
September 2021.

e EPL has a biweekly limit (i.e., hours of approved EPL during a single biweekly pay period may not
exceed $2800 or proportional equivalent for less than full-time employees), and an aggregate
limit (i.e., 600 hours total or a proportional equivalent for covered part-time, seasonal or
uncommon tours).

e In calculating an employee’s retirement annuity benefit, total creditable service will be reduced
by the amount of EPL used by the employee.

e The attached Fact Sheet guidance provides supplemental direction concerning how the leave is
to be specifically administered within the DAF civilian community. The additional attachments
include SAF/FMSI guidance; OPM, DCPAS and DoD policy guidance; as well as related DFAS
information to include spreadsheet calculators and usage logs to assist DAF supervisors and
employees with effectively calculating and tracking usage of the leave. A direct link to DFAS’
calculator tool may be found here: https://www.dfas.mil/CivilianEmployees/COVID-19-
Emergency-Paid-Leave/ .

Supervisors and employees seeking to use EPL should carefully review and familiarize themselves with
all of the attached information. Further, supervisors who are evaluating requests for EPL for their US
appropriated fund civilian employees should work closely with their local servicing Employee Relations
Specialists at 86fss.fsec.us-emr@us.af.mil to address any questions regarding an individual employee’s
eligibility for coverage, qualifying circumstances, or supporting documentation.

V/r,

MICHAEL RICHARDSON

Acting Civilian Personnel Officer

86 FSS/FSC, Ramstein Civilian Personnel Flight
DSN: 314-478-7144

COMM: 011-49-6371-405-7144
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View in HTML
Please disseminate to HR Professionals.
Colleagues

The purpose of this transmittal is to forward the HAF/A1C Message #2021-0020 — Department of Air Force
Guidance — American Rescue Plan Act of 2021 — Emergency Paid Leave. Attached is the OPM, DCPAS, DFAS and
DAF guidance. The intent was not to duplicate information so all attached guidance documents should be
thoroughly reviewed.

The American Rescue Plan Act of 2021 established a new category of leave based on certain COVID-19 related
qualifying circumstances. This paid leave is referred to as Emergency Paid Leave (EPL).

EPLis funded by a $570 million Emergency Federal Employee Leave Fund administered by OPM. The Act does
not provide authority to offer paid leave outside this fund mechanism. Therefore, if the fund is exhausted,
payments of paid leave under this authority will cease. This is important to note as all approval for EPL is

conditional based on funding availability. Employees must sign an Employee Agreement (sample agreement
provided in the DAF guidance) acknowledging they understand the conditional nature of the approval prior to

taking EPL. The qualifying period under this authority began on 11 Mar 21 and ends on 30 Sep 21.
QUALIFYING SITUATIONS:

A sample EPL request form is provided with the attached DAF Guidance. EPL may be approved when a
covered employee is unable to work (to include being unable to telework) because the employee is:

o (1) Subject to a Federal, State or local quarantine or isolation order related to COVID-19;

0 (2) Advised by a health care provider to self-quarantine due to concerns related to COVID-19;

0 (3) Caring for an individual who is subject to such order;

0 (4) Experiencing COVID-19 symptoms and is seeking a medical diagnosis;

o (5) Caring for a son or daughter whose school or place of care has been closed or is offering virtual or
hybrid learning, or the childcare provider is unavailable due to COVID-19 precautions;

o (6) Experiencing any other substantially similar condition (as approved by the OPM Director);

o (7) Caring for a family member with a mental or physical disability, or who is 55 years of age or older

and incapable of self-care, without regard to whether another individual is available to care for such

family member, if the place of care for such family member is closed or the direct care provider is

unavailable due to COVID-19; or

0 (8) Obtaining immunization related to COVID-19 or is recovering from any injury, disability, illness or

condition related to such immunization. *NOTE: In accordance with DCPAS policy guidance, up to four

hours of administrative leave (coded “LN” - NtDiff/Haz/Oth “PF”) can be used when obtaining each

dose of the COVID-19 vaccination and up to two days, if needed, for recovery from iliness after
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AMERICAN RESCUE PLAN ACT OF 2021:
EMERGENCY PAID LEAVE

FACT SHEET

The American Rescue Plan Act of 2021 (ARPA) authorizes employees emergency paid
leave for any of eight specified reasons related to COVID-19. The authorization applies from
March 11, 2021 through September 30, 2021. This fact sheet provides information for
civilian employees, supervisors, and managers of the Department of the Air Force (including
US Space Force).

REFERENCES:

Public Law 117-2, American Rescue Plan Act of 2021, Section 4001, March 11, 2021;

5 USC Chapter 63;

5 CFR Part 630;

US Office of Personnel Management (OPM), Memorandum (and attachments 1 through

5), Subject: COVID-19 Emergency Paid Leave, dated April 29, 20217;

e. Department of Defense, Defense Civilian Personnel Advisory Service, Reference Guide,
COVID-19 Emergency Paid Leave Section 4001 of the American Rescue Plan Act of
2021, dated May 2021;

f. Air Force Instruction DoDI1400.25V630_AFI136-815, Leave;

g. AFAFO-Finance, Civilian Pay Policy Division, SAF/FMSI, American Rescue Plan Act of

2021: Emergency Paid Leave, FM Guidance, dated May 2021.

Qoo

DEFINITIONS?

¢ Any other substantially similar condition (under qualifying reason (6)) — Only
applies to circumstances approved by the OPM Director.

¢ Child Care Provider — A provider who would normally be available to provide care for
an employee’s child, regardless of whether the care is compensated. Examples include,

! This Fact Sheet is meant to be a supplement to, not a replacement for, Reference d. As a result, supervisors and
employees should read and apply Reference d in conjunction with the information provided in this Fact Sheet.

2 See Reference d, Attachment 2 (Guidance on COVID-19 Emergency Paid Leave (Section 4001 of the American
Rescue Plan Act of 2021)) for the complete list of EPL related definitions.
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center-based child care providers, group home child care providers, a family child care
provider, a family member, friend or neighbor.
Emergency Paid Leave (EPL) — Paid leave available to covered Federal employees
under Section 4001 of ARPA.
Family member — an individual with any of the following relationships to the employee:
o Spouse, and parents thereof;
Sons and daughters, and spouses thereof;
Parents, and spouses thereof;
Brothers and sisters, and spouses thereof;
Grandparents and grandchildren, and spouses thereof;
Domestic partner and parents thereof, including domestic partners of any
son/daughter, parent, or brother/sister; and
o Any individual related by blood or affinity whose close association with the
employee is the equivalent of a family relationship.
Full-time employee — An employee who is regularly scheduled to work the number of
hours and days required for an entire administrative work week (e.g., 40 hours each
workweek).
Health care provider -- Any health care provider recognized by the Federal Employees
Health Benefits Program; is licensed or certified under Federal or State law to provide
the services in question; or who otherwise meets the definition of a “health care
provider” as described in 5 CFR 630.1202.
Individual (under qualifying reason (3)) — an employee’s family member (see
definition of “family member” above). Also includes a person who regularly resides in
the employee’s home, or a similar person with whom the employee has a personal
relationship that creates an expectation that the employee would care for the person if
he or she were quarantined/self-quarantined. It does not include people with whom the
employee does not have a personal relationship.
Intermittent employee — An employee working an irregular number of hours or days for
which there is no prearranged, scheduled tour of duty.
Mental or physical disability (under qualifying reason (7)) — a physical or mental
impairment that substantially limits one or more major life activities of an individual,
based on 29 CFR 1630.2(h), (i) and (j).
Part-time employee — An employee with a prearranged, scheduled tour of duty who is
regularly scheduled to work fewer hours than similarly situated full-time employees each
administrative workweek.
Place of care (under qualifying reasons (5) and (7)) -- A physical location where care
is provided for an employee’s son or daughter; or a family member with a mental or
physical disability, or who is 55 years of age or older and incapable of self-care while the
employee works. For example, child or adult day care facilities; preschools; before and
after school care programs; schools; homes; summer camps; summer enrichment
programs; and respite care programs.

0O O O O O
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School (under qualifying reason (5)) — an elementary school or secondary school.
Does not include any education beyond 12t grade.

Son or Daughter — A biological, adopted, or foster child, a stepchild, a legal ward, or a
child of a person standing in loco parentis, who is under 18 years of age; or 18 years of
age or older who is incapable of self-care because of mental or physical disability.
Subject to Quarantine or Isolation Order — A broad range of governmental orders,
including orders for quarantine, isolation, containment, shelter-in-place, or stay-at-home
orders issued by any Federal, State, or local government authority that cause the
employee to be unable to work (including telework) even though there is work for the
employee to perform, but for the order. This also includes when a Federal, State, or
local government authority has advised categories of citizens (e.g., of certain age
ranges or of certain medical conditions) to shelter in place, stay at home, isolate or
quarantine, causing those categories of employees to be unable to work/telework even
though there is work for the employee to perform.

COVERED EMPLOYEES

Except for as described below, Department of the Air Force (to include US Space Force)
appropriated fund civilian employees who earn and use annual and sick leave under 5
USC Chapter 63 (including part-time employees who have an established, regular tour
of duty; employees on uncommon tours of duty; and seasonal employees) are covered.
The following categories of employees are not covered:

Non-appropriated fund civilian employees;

Part-time employees who do not have an established, regular tour of duty;
Employees with intermittent work schedules;

DoD teachers appointed under Title 10 and Title 20.

O O O O

QUALIFYING REASONS

EPL may be approved when a covered employee is unable to work (to include being
unable to telework) because the employee is:

o (1) Subject to a Federal, State or local quarantine or isolation order related to
COVID-19;

o (2) Advised by a health care provider to self-quarantine due to concerns related
to COVID-19;

o (3) Caring for an individual who is subject to such order;

o (4) Experiencing COVID-19 symptoms and is seeking a medical diagnosis;

o (5) Caring for a son or daughter whose school or place of care has been closed
or is offering virtual or hybrid learning, or the childcare provider is unavailable
due to COVID-19 precautions;

o (6) Experiencing any other substantially similar condition (as approved by the
OPM Director);
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o (7) Caring for a family member with a mental or physical disability, or who is 55
years of age or older and incapable of self-care, without regard to whether
another individual is available to care for such family member, if the place of care
for such family member is closed or the direct care provider is unavailable due to
COVID-19; or

o (8) Obtaining immunization related to COVID-19 or is recovering from any injury,
disability, illness or condition related to such immunization.

Prior to approving any EPL leave request based upon qualifying reason (6), a supervisor
must seek and obtain OPM approval. To do so, the supervisor must work through his or
her command or organizational headquarters to submit a request for OPM approval
through AF/A1CM. Specifically, command or organizational headquarters requests for
OPM approval of qualifying reason (6) situations should be submitted to the AF/A1CM
workflow inbox, within five (5) working days of receipt, at:
AF.A1CM.Workflow@us.af.mil. The request must include all relevant documentation
which the employee believes establishes that the circumstance is “substantially similar”
to one of the other seven qualifying reasons, and include a command/organizational
statement regarding management’s endorsement or non-concurrence with the request.

TIMING & LIMITATIONS

EPL is available for qualifying reasons occurring 11 March 2021 through and including
30 September 2021. However, due to the way that EPL is funded, the leave will
become unavailable prior to 30 September 2021 if the agency reimbursement fund
administered by OPM runs out.

EPL is in addition to any other paid leave entitlements. As a result, an employee may
be approved to take other forms of paid leave during the same pay period in which he or
she is conditionally approved to take EPL. However, EPL may not be used concurrently
with any other paid leave or paid time off, i.e., an employee cannot take EPL and
another form of paid leave for the same period of time in order to receive double
compensation.

EPL is paid at out at the same hourly rate as an employee’s annual leave, subject to the
pay-period maximum set out below.

The total, maximum amount of EPL that may be approved for an individual covered, full-
time employee is 600 hours. The limit for covered part-time employees must be pro-
rated based on the number of hours in their work schedules. The amount available to
seasonal employees should be calculated based on the number of hours they are
scheduled to work.

EPL is subject to a statutory limitation on the aggregate cash value of the paid leave that
may be approved during a single biweekly pay period. Specifically, full-time employees
should not be approved to take more than the cash value equivalent of $2800 in EPL
during any biweekly pay period. For covered part-time employees, that limit must be
prorated based on the number of hours in their work schedules. For seasonal workers,
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that limit is a proportionally equivalent aggregate limit taking into account the portion of
the qualifying period that includes the employee’s work season and the employee’s
biweekly tour of duty (for example, if the employee’s work season includes half of the
March 11 through September 30 qualifying period and if the employee has a 40-hour
biweekly tour of duty, then %2 x 40/80 x 600 hours = 150 hours).

e Time spentin EPL reduces the employee’s total service used to calculate any Federal
civilian retirement annuity benefit (e.g., under the Civil Service Retirement System
(CSRS) or Federal Employees’ Retirement System (FERS)). However, it will not impact
the hours of creditable service calculation used to determine an employee’s total service
credit for purpose of establishing eligibility for a retirement annuity benefit; or
determining periods of time during which an employees has a rate of basic pay used to
compute the employee’s high-3 average rate of basic pay. Employees should contact
the Air Force Personnel Center’s Benefits and Entitlement Service Team (BEST) for
additional questions concerning retirement impacts.

TIMEKEEPING

¢ IMPORTANT!

o Specific EPL timekeeping guidance for Customer Service
Representatives, timekeepers, certifying officials and employees has
been issued by AFAFO-Finance, and is included with this Fact Sheet as
an enclosure. See Reference g.

o The leave code and timekeeping guidance provided in Reference g is
intended to identify EPL in timekeeping and attendance systems, but it
will not identify or flag that an employee has reached his or her
statutory limits for EPL. Use of the assigned codes will not prevent an
employee from requesting and being approved to take EPL leave in
excess of the statutory limits, nor enforce the statutory caps on
biweekly or aggregate pay. Thus, any employee seeking to use EPL
must be informed that any overpayment will be treated as a debt that
will be collected at a later date. Debt waivers for overpayment will not
be considered.

o All approvals for EPL are CONDITIONAL until DAF receives
reimbursement for the leave from OPM. This means that it is possible
that the leave may ultimately be denied/cancelled (for example, if it is
determined that the employee does not have a qualifying reason for the
leave; or if funding for the leave runs out after the conditional approval).

- If a conditionally approved request for EPL is ultimately
denied/cancelled, the cancellation will create a debt that the
employee will owe to the Federal government. At that point, the
impacted employee’s options will be: (1) to request and be
approved to retroactively apply other forms of accrued paid leave
or paid time off; or (2) to request and be approved for leave
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without pay, and voluntarily repay the dollar value of the paid
leave that was conditionally approved and taken.

o All employee requests for EPL must be submitted with the appropriate
documentation, and the employee’s signed agreement certifying that he
or she understands the leave is granted on a conditional basis, may be
cancelled if the EPL fund runs out before DAF is reimbursed, will reduce
his or her total service used to calculate any Federal civilian retirement
annuity benefit, and what the impact of cancellation of the leave will
mean in terms of creation of a debt that will need to be repaid. A
sample notification and leave request form, and sample employee
agreement are both included with this Fact Sheet, and should be used
as guides concerning the specific employee information,
documentation, and employee agreement language that must be
included with an employee’s EPL request.

o DAF cannot seek reimbursement and final OPM approval of EPL until
after the leave has been conditionally approved and taken. Therefore,
EPL must be requested and - if conditionally approved — certified to the
timekeeping system on a biweekly basis.

LEAVE ADMINISTRATION

A supervisor may not require an employee to use other paid leave before or instead of
using EPL.
A supervisor may not deny EPL for solely mission based reasons.
A supervisor may not require an employee to search for or find a replacement employee
to cover hours during which the employee is using EPL.
Employees may not take EPL if he or she is not scheduled to work, or when the
employer does not have work (or telework) available for the employee to perform.
Supervisors should consult with their servicing CPS for options in this case.

o For example, seasonal employees are not eligible for EPL during any period of

time for which they were not scheduled to work.

If an employee requests more EPL than may be available to them based on the
biweekly limit, he or she may request when the hours are used; and supervisors should
seek to accommodate the employee’s request while also taking into account mission
considerations. To the extent that the employee still needs to be absent from work due
to an emergency, he or she may request to use other types of leave, subject to
supervisory approval.
A holiday is a non-workday; thus EPL may not be used on a holiday. It also may not be
used on any other non-workday established by Federal statute, Executive order, or
administrative order.
When taking EPL under qualifying reason (4) above, the leave taken is limited to time
the employee is unable to work due to taking affirmative steps to obtain a medical
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diagnosis, such as making, waiting for, or attending an appointment for a test for
COVID-19, or while awaiting the results.

For qualifying reason (8) (i.e., receiving COVID-19 vaccination), employees must first
utilize any available administrative leave that has been authorized by DAF for this
purpose. See related DAF policy guidance on administrative leave for COVID-19
vaccination for additional information. EPL shall only be approved for any additional
hours of leave needed beyond the 2 workdays per vaccination dose that is authorized
for COVID-19 vaccination and/or recovery.

The 600-hour limit of EPL for regular full-time employees, or equivalent pro-rated limits
for employees with part-time, seasonal, or uncommon tours of duty is per person, not
per job. Should an employee change positions during the effective period, they are not
entitled to a new period of EPL.

The 600-hour limit of EPL for regular full-time employees, or equivalent pro-rated limits
for employees with part-time, seasonal, or uncommon tours of duty is per person, not
per qualifying reason. Once an employee’s total applicable level of EPL has been
exhausted, no additional EPL is authorized, regardless of whether additional qualifying
reasons exist.

OTHER GENERAL INFORMATION

An employee’s entitlement to, or use of, EPL is not grounds for diminishment, reduction,
or elimination of any other right or benefit to which the employee is entitled under any
other law, collective bargaining agreement, or Air Force or DoD policy that existed prior
to 11 March 2021.

EPL is in addition to, and not a substitute for, other sources of leave which the employee
had already accrued, was already entitled to, or had already used, before the effective
period. Therefore, neither eligibility for, nor use of, EPL may count against an
employee’s balance or accrual of any other source or type of leave.

No supervisor shall require, coerce, or unduly influence an employee to use another
source of paid or unpaid leave prior to or in lieu of taking EPL.

Unused EPL is not “carried over” or “paid out” upon an employee’s separation from
federal employment nor upon expiration of the effective period.

DOCUMENTATION

Employees must request EPL in accordance with established leave requesting
procedures. For all qualifying reasons except (5) and (7), requests must be submitted
as soon as practicable after the first workday (or portion thereof) for which an employee
takes EPL. For qualifying reasons (5) and (7), an employee must submit an EPL request
as soon as practicable, which will generally be prior to the first workday leave is used if
the need for leave is foreseeable. “As soon as practicable” is determined by the facts
and circumstances of each particular case. If an employee fails to properly request the
leave, the supervisor should give him/her notice of the failure and an opportunity to
provide the documentation and cure the failure prior to denying the leave request.
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e The leave request must contain sufficient information for the leave approving official to
determine whether the requested leave is covered under these provisions. Information
provided by the employee must include the following:

O

O
O
o

Employee’s name;
Date(s) for which EPL is requested;
Description of qualifying reason (from EPL reasons 1-8 above);
Written statement (self-certification) that the employee is unable to work
(including telework) because of the qualified reason for leave and that the
employee will meet the conditions of the qualified reason while using the EPL;
and
Written statement (self-certification) that the employee understands approval of
EPL is conditional upon availability of money in the EPL fund; and further
understands what obligations her or she will have if the leave is cancelled due to
exhaustion of the EPL fund. A sample of this statement is included with this
Fact Sheet.
- A supervisor MUST receive a signed version of this agreement
from the employee before conditionally approving the leave.
- Employees who submit multiple requests for EPL only need to sign
and provide this agreement with their first instance of requesting
EPL,; the terms of the signed agreement will continue to apply to all
subsequent requests for EPL.

¢ Additional requirements based on the qualified reason include the following —

o

For EPL reason 1, the employee must provide the governmental quarantine or
isolation order;

For EPL reason 2, the employee must provide the name of the health care
provider who advised the employee to self-quarantine;

For EPL reason 3, the employee must provide either the governmental
quarantine or isolation order; or the name of the health care provider who
advised the cared-for individual to self-quarantine, as applicable;

For EPL reason 4, the employee must provide a written self-certification that he
or she is experiencing COVID-19 symptoms and taking immediate steps to
obtain a medical diagnosis;

For EPL reason 5, the employee must provide the name of the son or daughter
being cared for; the name of the school, place of care, or child care provider and
a brief description of the situation (i.e., closure, use of on-line instruction,
unavailability of child care provider); and a written explanation regarding why the
employee’s circumstances (e.g., ages of children, number of children, special
needs, lack of other adults in the home) make the employee unable to
work/telework during the hours of EPL being requested.

For EPL reason 6, the employee must provide any documentation required for
the EPL reason that the employee believes is substantially similar to his or her
situation. REMINDER: Reason 6 requests must be routed through a
command or organizational headquarters to AF/A1CM within five (5)
working days of receipt to seek OPM approval, and may not be
conditionally approved until such approval is obtained. See “Qualifying
Reasons” section above.

For EPL reason 7, the employee must provide the name of the family member,
and a written certification that the identified person has a physical or mental
disability, or the name and age of the family member that is 55 years or older; a
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written certification by the employee that the identified family member is
incapable of self-care; the name of the place of care that is closed, or the direct
care provider that is unavailable, and a written explanation of how the closure or
unavailability is due to COVID-19; and a written explanation of the employee’s
care responsibilities make him or her unable to work/telework during the hours
of leave being requested.

o For EPL reason 8, the employee must provide a written self-certification that the
leave will be or was used to receive or recover from COVID-19 vaccination.

e A supervisor may request additional information or certifications related to any of the
eight reasons if he or she has reason to believe that EPL is not being used for the
qualifying reason(s) identified by the employee. Prior to seeking any additional
information or certifications, supervisors should work with their servicing Civilian
Personnel Office and labor attorneys for assistance.

e A supervisor may also deny EPL if he or she determines that an employee’s justification
for the leave is not supported by the documents provided, or any other available facts.
However, prior to denying the request, the supervisor must advise the employee of the
reasons for the potential denial and provide him or her with a reasonable opportunity to
address and cure the concerns and/or supplement with additional documentation.

e Supervisors must retain all documentation provided by the employee for four years,
regardless of whether the leave was granted or denied. In doing so, the supervisor
should work closely with his or her servicing CPO and labor attorneys to ensure that any
medical information, medical certifications, or medical histories provided by an employee
are retained in compliance with any applicable legal requirements for medical records
(i.e., kept in a file separate from the employee’s personnel file).

e To ensure continuity of leave reporting, if an employee using EPL transfers to another
agency, Standard Form 1150, Record of Leave Data must be used to record the
aggregate amount of EPL used by the employee as of the time of transfer, in the
Remarks section (block 24).

QUESTIONS AND ANSWERS

Q1. Under the ARPA, if | use my 600 hours of EPL for one qualifying reason, such as
due to my own symptoms of COVID-19, do | get another 600 hours of EPL for a
second different qualifying reason, such as caring for my child whose school or
place of care is closed for reasons related to COVID-19?

A1. No. The ARPA only provides a full-time employee a one-time benefit of 600 hours of
EPL to be used for any of the 8 listed qualifying reasons. Once that benefit of 600 hours has
been exhausted, no additional EPL is authorized. In addition, the total amount of EPL that
may be available to an individual employee depends on the type of work schedule he or she
works. The 600 hours of paid leave that is described in ARPA must be pro-rated for
covered employees who are regularly scheduled to work less than a full-time tour of duty.

Q2. If | use EPL, will | get my full rate of pay?

A2. Yes, but ONLY up to the biweekly pay cap amount. EPL shall be paid out at the same
hourly rate as annual leave. However, EPL is subject to a statutory limitation which
prohibits payment of more than $2800 worth of the leave during a single biweekly pay
period for full-time employees, and a prorated limit for employees who are regularly
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scheduled to work less than a full-time tour of duty. Essentially this means that a full-time
employee who makes $35 an hour or less may be able to be on EPL for an entire pay
period and not exceed the pay cap. See Reference d, Attachment 2 (OPM’s Guidance on
COVID-19 Emergency Paid Leave (Section 4001 of the American Rescue Plan Act of
2021)) for additional details and examples.

Q3. If | previously took sick leave or other chargeable or non-chargeable leave for
an EPL covered situation, can | retroactively request EPL?

A3. Yes, but only back to the effective date of the law. EPL became effective 11 March
2021, so an employee may request that it be retroactively applied to any leave taken for
an EPL qualifying reason on or after that date.

Q4. | have a qualifying reason to use EPL, as | need it to care for my child whose
school or child care facility is closed due to COVID-19. However, the amount of
time | need to take off exceeds the $2800 biweekly pay period limit. Can | use my
accrued sick leave instead?

A4. No, normal sick leave is not appropriate to care for a healthy child. However, an
employee may request to use other forms of earned leave like accrued annual leave,
time off awards, compensatory time off, credit hours, or leave without pay for this
reason, subject to normal leave requesting/approval policies and procedures.

Q5. Who is responsible for keeping track of the amount of EPL used?

AS5. It is an employee’s responsibility to be aware of their leave balances and ensure
that they are not requesting or utilizing EPL beyond that to which they are entitled.
Supervisors should also work to ensure that they are only conditionally approving and
then certifying time cards that accurately reflect the amount of EPL a qualifying
employee is entitled to receive based on the limits prescribed by the ARPA. To assist
employees and supervisors with staying within the statutory limits, the Defense Finance
and Accounting Service (DFAS) has created EPL calculators, and an EPL tracking log
that are available on their website at: https://www.dfas.mil/CivilianEmployees/COVID-
19-Emergency-Paid-Leave/ . These DFAS tools have also been included as enclosures
to this Fact Sheet.

**SUPERVISORS MUST ADVISE THEIR EMPLOYEES OF THE FOLLOWING:

e (1) That leave codes and timekeeping systems are not programmed to account
for EPL'’s statutory limits; so there is no system safeguard that will prevent an
employee from taking leave beyond the aggregate number of hours of EPL, or
biweekly pay limits that may apply to him or her. Bottom-line is that our DAF
timekeeping systems are not set up to “police” EPL usage. Therefore,
employees (with supervisory support) are responsible for being aware of the
limits that apply to them, and keeping track of their EPL usage. To that end,
employees and supervisors should use the calculators and logs provided on
DFAS’ EPL website to help them calculate their entittement and monitor their
usage.
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e (2) If overpayment occurs, a debt will be incurred and payment will be collected
at a later date; employees will not receive debt waivers for these debts.

e (3) Approval of EPL is conditional until DAF receives reimbursement of the leave
from OPM. If the EPL fund runs out before the employee’s request can be
reimbursed, the employee’s EPL will be cancelled, and he or she will be
financially responsible to repay any EPL that was previously paid out to them by
seeking retroactive approval to “swap in” any available accrued paid leave or
paid time off; or voluntarily repaying the amount owed.

e (3) Time spent in EPL is not creditable time for purposes of calculating an
employee’s retirement benefits.

It is also recommended that supervisors have awareness of their employees’ paid leave
balances and EPL entitlements to help their employees ensure they do not exceed the
statutory limits of their EPL benefit. Supervisors should use the tools provided by DFAS
at https://www.dfas.mil/CivilianEmployees/COVID-19-Emergency-Paid-Leave/ and
included as enclosures to this Fact Sheet for this purpose.

Q6. For those situations where the pay cap will apply, won’t the timekeeping
system prevent me from being approved to take more EPL than | am eligible to
take? If not, and | inadvertently incur a debt, how long will | have to repay it?

A6. The leave codes associated with EPL are not programmed into timekeeping
systems to account for or “police” the statutory limit on the amount of EPL that may be
used per pay period, or the aggregate amount of EPL that may be approved for an
individual employee. Therefore, the codes being used do not automatically prevent an
employee from taking more leave than is available to them under the law, or enforce the
biweekly pay cap that will apply to the employee based on their rate of pay. Any debt
incurred based on overpayment will be collected at a later date in accordance with
DFAS’ standard debt collection policies and procedures. Employees will not receive
waivers for these debts and should plan accordingly with respect to any excess pay
they may inadvertently receive in connection with their EPL usage.

Q7. How do | know if | am covered by the EPL benefit?

A7. All appropriated fund Department of the Air Force (to include US Space Force)
civilian employees who earn and use annual and sick leave under 5 USC Chapter 63,
and work a regularly, scheduled tour of duty are covered, regardless of length of
service. However, EPL is not available to non-appropriated fund civilian employees,
part-time employees who do not work a regularly scheduled tour of duty, intermittent
employees, or DoD teachers appointed under Title 10 or Title 20.

Q8. May | take EPL intermittently while my child’s school or place of care is
closed, or child care provider is unavailable, due to COVID-19 related reasons?

A8. Yes.
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Q9. If  don’t use any of the EPL entitlement prior to 30 September 2021, can |
“carry it over” or have it “paid out” to me?

A9. No. There is no provision for financial or other reimbursement to an employee for
unused EPL, either at expiration of the effective period or upon separation from Federal
employment.

Q10. | am a full-time employee. | just transferred from another Federal agency and
previously used 5 days of EPL while at that Agency. Do | get another 600 hours of
entitlement with my new agency?

A10. No. The EPL entitlement is per person, not per job or qualifying reason. The EPL
entitlement is capped at 600 hours. In this situation, you would only have 560 hours/70
work days of your EPL entitlement remaining to use.

Q11. For employees on uncommon tour of duties, the leave balances are
calculated based on tour of duty. How is the biweekly pay cap calculated?

A11. For employees on an uncommon tour of duty, see the “Uncommon Tour-FF” tab
of DFAS’ EPL Bi-weekly Tool for assistance in completing this calculation.

Q12. Can an employee who is eligible to telework for all or part of their tour of
duty choose not to telework, and take EPL instead? For example, if an
asymptomatic employee (not ill) is told to self-quarantine by a public health
official or their personal physician and they are telework ready, can they elect not
to telework?

A12. No. EPL is only available to employees who are unable to work — to include being
unable to telework — due to one of the 8 qualifying reasons described in the law. If an
employee is able to telework/telework-ready during a period of self-quarantine, then
EPL is not available to him or her.

Q13. Since Weather and Safety Leave (WSL) can be and has been authorized and
taken by an employee for qualifying reasons 1 and 2, should the employee now
be required to use EPL instead of being granted WSL?

A13. WSL is not an employee entitlement. If an employee is requesting time off due to
qualifying reasons 1 and 2, EPL would be appropriate. However, if management is
restricting access to the workplace due to concerns for the safety of the employee
seeking leave, or the employees that share the workplace with him or her, then WSL
may be authorized. A supervisor cannot require that an employee take EPL.
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Q14. My employee has requested EPL for a qualifying reason, provided the
appropriate documentation in support of that reason, and signed the required
self-certification statement. Although | know that he/she qualifies to take EPL,
the timing of when he/she wants to take the leave conflicts with an important
project that my work unit has to deliver on in order to achieve our mission. Can |
deny the leave, and require my employee to reschedule it for a different day?

A14. No. Once an employee has established that he/she meets the basic
requirements to take EPL, provided the appropriate documentation in support of a
qualifying reason, and signed the required self-certification statements, he or she is
entitled to be conditionally approved to take the leave on the dates requested. The
exception would be when an employee has more hours of qualifying need than EPL
hours available to them, due to the statutory limits on the amount of leave that is
available to him or her. For example, if an employee needs to take 50 hours of EPL
during the pay period, but based on their adjusted rate of pay, they are only eligible to
receive 40 hours of it during a pay period. In this situation, the employee may request
when the EPL hours are used during the biweekly pay period, and the supervisor should
seek to accommodate the employee’s request but may also take into account mission
considerations.

Q15. | want to approve my employee to take EPL to cover time spent in self-
quarantine. She has verbally told me that she understands that the leave can be
cancelled if the EPL funds run out. Can | go ahead and approve her request and
certify her time off for EPL in the timekeeping system?

A15. No. Before conditionally approving any EPL, and posting the leave to a
timekeeping system, the employee needing the leave must submit a written request for
the leave and any required supporting documentation to support the request; a written
statement (self-certification) that her or she is unable to work (including telework)
because of a qualifying reason and will meet the conditions of the qualified reason while
using the EPL; and a written statement (self-certification) that the he or she understands
approval of EPL is conditional upon availability of money in the EPL fund; and further
understands what obligations her or she will have if the leave is cancelled due to
exhaustion of the EPL fund. Verbal provision of any of these requirements is not
sufficient to support approval of the leave.
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SAMPLE EMPLOYEE AGREEMENT

(AMERICAN RESCUE PLAN ACT OF 2021: EMERGENCY PAID LEAVE)

I, INSERT NAME], understand that the Department of the Air Force (DAF) is granting me
Emergency Paid Leave (EPL) on a conditional basis, subject to the availability of monies in the
EPL Fund. I understand that if the EPL Fund is exhausted before DAF receives reimbursement
from the Fund for any use of EPL by me; or | use more EPL than | am eligible to receive based
on the EPL statutory limitations, the affected conditional EPL will be cancelled; and | will be
responsible for eliminating the resulting leave debt by taking one of the following actions:

¢ Requesting other paid leave or time off (as available to me, and as appropriate for the
given circumstance under normal leave rules) to substitute for the cancelled EPL. For
example, annual leave (including advanced annual leave), sick leave (including
advanced sick leave), compensatory time off for overtime work, compensatory time off
for travel, credit hours under a flexible work schedule, and any limited amount of
administrative leave that DAF may grant me.

and/or

¢ Voluntarily providing monetary reimbursement to the agency to satisfy the overpayment
debt resulting from receiving payments for a period of time when | should have been in
leave without pay status.

If I do not eliminate the leave debt by substituting other paid leave or paid time off, | agree to
make the required monetary reimbursement to DAF, and to permit offset of Federal payments
(including salary payments) to recover the amount owed. (Note: any offset of salary payments
will be limited to 15 percent of an employee’s disposable pay, except in the case of a final check
at the time of separation from employment). However, | reserve the right to challenge the
decision through any applicable administrative grievance procedure, negotiated grievance
procedure, or judicial process that is available to me, and to seek return of any amounts
erroneously collected from me.

Employee’s Signature Date:






SAMPLE EPL REQUEST

COVID-19 Emergency Paid Leave (EPL)
Employee Notification and Leave Request Form

Identifying Information

Employee name

Phone number (work) Email address (work)

Name of organization (agency, office, division, branch, etc.)

EPL Qualifying Circumstance Causing the Employee to be Unable to Work

Employee is unable to work because the employee is—

(1) Subject to COVID-19 governmental quarantine or isolation order/advisory

(2) Advised by health care provider to self-quarantine due to COVID-19 concerns

(3) Caring for an individual subject to (1) such order/advisory or (2) such advice

(4) Experiencing symptoms of COVID-19 and actively seeking (i.e., taking immediate steps to
obtain) a medical diagnosis

(5) Caring for a child when required because, due to COVID-19 precautions, the child’s school
or place of care has been closed, or the child is participating in virtual learning instruction,
or the child’s care provider is unavailable

(6) Experiencing any other substantially similar condition (as approved by OPM)

(7) Caring for a family member (i) who has a “mental or physical disability”* or who is 55 years
of age or older and (ii) who is “incapable of self-care”*, without regard to whether another
individual other than the employee is available to care for such family member, if the place
of care for such family member is closed or the direct care provider is unavailable due to
COVID-19 (* as those terms are defined in OPM guidance)

(8) Obtaining immunization related to COVID-19 or recovering from any injury, disability,
illness, or condition related to such immunization (after using any administrative leave
provided by the employing agency)

Dates Anticipated Actual

Date use of EPL begins

Date use of EPL concludes

Employee Certifications (initial each box)

| attest that | will be using EPL to be excused from duty only during hours when | am unable to work (including
telework) because an EPL qualifying circumstance applies to me.

| understand that any EPL provided to me will reduce my total creditable service used to calculate any Federal
civilian retirement annuity benefit | may receive.

| attest that | have signed the EPL Employee Agreement and understand that the granting of EPL is conditional
upon the availability of monies in the EPL Fund and that | will be obligated to take action as described in the EPL
Employee Agreement to resolve any overpayment debt if conditional EPL is cancelled due to Fund exhaustion.

| hereby certify that all statements made in this application are true and correct to the best of my knowledge and
belief. | understand that a false or misleading certification may be grounds for disciplinary action, up to and
including removal.

Employee’s signature Date






Additional Documentation Requirements

An employee must submit the following additional documentation in connection with each identified
qualifying circumstance, as applicable:

Qualifying | Insert v'if | Nature of Documentation Instructions
circum- completed
stance
(1) the governmental quarantine or Attach the order or provide web address here:
isolation order applicable to the
employee
(2) the name of the health care Provide name here:
provider who advised the employee
to self-quarantine due to COVID-19
(3) the governmental quarantine or Attach the order or provide web address here:

isolation order applicable to the
employee (if applicable)

the name of the health care
provider who advised the individual
to self-quarantine due to concerns
related to COVID-19 (if applicable)

Provide name here:

(4)

No generally required additional
documentation.

(5)

the name of the son or daughter
being cared for

Provide name here:

the name of the school, place of
care, or child care provider and a
brief description of the situation
(i.e., closure, use of on-line
instruction, unavailability of the
child care provider)

Provide information here:

a written explanation regarding
why the employee’s circumstances
(e.g., ages of children, number of
children, special needs of children,
lack of other adults in the home)
make the employee unable to work
during the requested hours of leave

Provide explanation here:

(6)

any documentation the Director of
OPM requires

Follow agency instructions based on OPM guidance.

(7)

the name of the family member
with a mental or physical disability
(if applicable)

Provide name here:

the name and age of the family
member that is 55 years or older (if
applicable)

Provide name and age here:

the name of the place of care that is
closed or the direct care provider
that is unavailable due to COVID-19

Provide name here:

a written explanation regarding
why the employee’s care
responsibilities make the employee
unable to work during the
requested hours of leave

Provide explanation here:

(8)

No generally required additional
documentation.






NOTE: In addition to the above generally required documentation requirements, an agency is authorized to request
supplemental information, explanations, or certifications from an employee if the agency has reason to believe that EPL is
not being used appropriately. Once an employee has met the generally required documentation requirements described
above, the agency may grant conditional approval of EPL. However, an agency may deny EPL based on an agency’s
determination that an employee’s justification for the leave is not supported by the documents submitted or any other
available facts. If the agency questions the validity or adequacy of the employee’s justification, the employee must have
an opportunity to provide documentation or further supplement his/her response to the agency before EPL is denied. An
agency may conditionally approve use of EPL pending receipt of supplemental documentation and other information as
required under the first sentence of this NOTE; however, it must ensure that the employee understands his/her
obligations to resolve the overpayment of leave if the agency’s final decision is to deny the leave.

Additional Information

For additional information on the rules governing EPL (including conditions and limitations), go to
https://www.chcoc.gov/content/covid-19-emergency-paid-leave.

Note to agencies: Any agency form based on this template must include an appropriate Privacy Act Statement
as required by 5 U.S.C. 552a(e)(3).
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Department of the Air Force
AFAFO- Finance

Civilian Pay Policy Division
SAF/FMFSI

25 May 2021

AMERICAN RESCUE PLAN ACT OF 2021:
EMERGENCY PAID LEAVE

FM GUIDANCE

The American Rescue Plan Act of 2021 (ARPA) authorizes employees emergency
paid leave for any of eight specified reasons related to COVID-19. The authorization applies
from March 11, 2021 through September 30, 2021.

This DAF FM Guidance document provides information for Customer Service
Representatives (CSRs), timekeepers, certifying officials, and civilian employees who may
wish to request this emergency paid leave. OPM has published more detailed, all-
encompassing guidance concerning this leave, which can be found at:
https://www.chcoc.gov/content/covid-19-emergency-paid-leave.

The Department of the Air Force is required to have a standardized method of
coding this leave. Unfortunately, we cannot simply use the codes previously created for
COVID leave. Therefore, CSRs will need to create a new JON “COVIDLV21” in ATAAPS to
use as a unique identifier for tracking and reimbursement purposes. The policy memo and
instructions for creating this new JON are attached. Note, this JON name must be as
directed “COVIDLV21” as it must be consistent for tracking and reimbursement
purposes.

Further, DFAS has issued guidance directing the leave be coded as “LV-Excused
Absence” for the Type Hours with “DW” as the Purpose Code. The DCPS team worked
quickly to have the new “DW” code implemented for use with the 21 May DCPS
release. ATAAPS will be running their system change on 26 May, making the new “DW”
code available for use on the timecard on 27 May. However, the “DW” purpose code will
not be available on the leave request until another release is scheduled (TBD). Therefore,
we must provide interim and long-term guidance for coding the leave request itself.
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27 May — 30 Sep*

» To authorize Emergency Paid Leave (EPL) the following must happen:

¢ Employee must meet one of the 8 qualifying reasons outlined by OPM (see
Attch 2 - DAF_A1 Guidance_American Rescue Plan Emergency Paid Leave_
Fact Sheet)

e Employee must request EPL in accordance with established leave requesting
procedures (as outlined in Fact Sheet)

¢ Employee must complete the ARPA EPL Determination Calculator with
his/her employee type and salary information to ensure the hours requested
will not result in a bi-weekly gross pay exceeding the $2,800 limit

e Employee must submit the following to supervisor:
1. COVID-19 Emergency Paid Leave Employee Agreement (Attch 3)
= Required for the first request of EPL, as the terms of the
agreement will continue to apply for any subsequent requests
2. Request to Use COVID-19 Emergency Paid Leave (Attch 4)
= completed and signed
» new request form required for each pay period the leave is
requested
3. All required documentation for qualifying reason (see Fact Sheet, OPM
Guidance, and OPM sample EPL Leave Request Form)
4. ARPA EPL Determination Calculator Screenshot
= Employee must complete the ARPA EPL Determination
Calculator with individual salary information and take a screen
shot to submit to their supervisor (see Attch 5 for sample)
= Calculator is located within DFAS COVID-19 EPL Guidance at
https://www.dfas.mil/CivilianEmployees/COVID-19-Emergency-
Paid-Leave/
» Select this link to directly access the ARPA EPL Determination
Calculator to complete and calculate how to apply Biweekly
Limit on Emergency Paid Leave (EPL). *If unable to view,
right click, copy link location, and paste the link to your
browser.*

e Supervisor must review all documentation and ensure:
1. Employee meets eligibility under qualifying reason
= Signed Employee Agreement (Attch 3)
= New EPL Notification and Leave Request (Attch 4) is required
for each pay period the leave is requested
2. All required documentation for applicable qualifying reason has been
provided and reviewed (see Fact Sheet and OPM guidance)
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» For qualifying reason #6, supervisor and employee must first
seek and obtain OPM approval before conditionally approving
the request (see Fact Sheet)

Hours requested will not result in a bi-weekly gross pay exceeding the
$2,800 limit

= Validate by reviewing ARPA EPL Determination Calculator
screenshot submitted by employee — calculator should be
updated with employee’s individual employment type and
salary information - sample at Attch 5)

Hours requested do not exceed a total of 600 hours during the
authorized period (11 March — 30 September)

» Any member who qualifies for this leave, must code as follows:

Leave Request must reflect “LV-Excused Absence” as the Type Hours with
the Purpose field “Other”, and Remarks section must include verbiage citing
the members qualification for the leave under the American Rescue Plan Act
of 2021 Emergency leave provision

(@)

O

*This leave request coding workaround only applies until the “DW”
purpose code is available in the leave request section of ATAAPS

A message will be disseminated as soon as we have the anticipated
date for the system update

Prior to approving any EPL leave request based upon qualifying
circumstance #6, a supervisor must seek and obtain OPM

approval. To do so, the supervisor must work through his or

her command or organizational headquarters to submit a request for
the OPM approval through AF/A1CM (see attached AF/A1CM Fact
Sheet and OPM guidance for details)

Prior to approving any EPL leave request supervisor must review
and validate
= Submission and completion of:
1. Signed Employee Agreement (Attch 3)
2. Completed and signed EPL Leave Request (Attch 4)
3. All required qualifying reason documentation as outlined
in attached Fact Sheet and on EPL Leave Request
4. ARPA EPL Determination Calculator screenshot (Attch
5) completed with individual employment type and
salary information
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= Hours requested will not result in a bi-weekly gross pay
exceeding $2,800 limit

» Hours requested do not exceed a total of 600 hours during
the authorized period (11 Mar — 30 Sep)

Time cards must be coded using Job Order “COVIDLV21” with Type Hour
“LV” and NtDiff/Haz/Oth Purpose Code “DW”

> Retroactive Corrections:

This leave is authorized for use by qualifying members from 11 March 2021
through 30 September 2021. Therefore, if a member is currently or has been
on a qualifying leave status since 11 March 2021, and they have submitted all
required documentation to their supervisor (see attached DAF_A1 Fact Sheet
and authorization section above); they must make the retroactive adjustments
to their time cards to receive this leave and have their own leave

restored. Please note, as indicated in the official guidance, the granting of this
emergency paid leave is tentative and conditional upon fund availability.
Therefore, all retroactive actions should be taken as soon as possible.

All time cards reporting leave authorized under the American Rescue Plan Act
2021 must be updated to reflect Job Order “COVIDLV21” with Type Hour
“LV” and NtDiff/Haz/Oth Purpose Code “DW” after the systems update to
accommodate the new code LV/DW on 26 May

Please make every effort to complete all necessary retro adjustments by PPE
6-5-21 but NLT PPE 6-19-21 to give employees optimal opportunity to receive
this leave, if they choose to request it, as it is applied on a first come, first
serve basis pending fund availability

» Monitoring Limitations:

New DCPS Queries - DFAS will be releasing a SCR to DCPS on 1 June,
which will create the following queries under the “Cutback Report”:
» First Pass — employees who would exceed leave hours over $2,800 or

equivalent

* Final Pass — employees who did exceed leave hours over $2,800 or
equivalent

= Monday of Non-Pay Week — employees whose timecards are not
corrected

=  Ad Hoc — used leave funds
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CSRs must
= Utilize these new DCPS queries to monitor limitations for their
employees
¢ Run First Pass DCPS Query at first availability to identify
any leave reported in excess of prescribed limitation, and take
immediate action to correct
» |Immediately notify any employee identified with time reported in
excess of prescribed limitations
o Work with employee to determine correct personal leave
balance (LS, LA, etc) to apply in place of the unauthorized
portion of the LV/DW
o If the employee has no leave balance available KA
(LWOP) will be applied
= Ensure corrective action is taken in DCPS before Final Pass if at all
possible
» Ensure all retroactive ATAAPS corrections are made in timely and
correctly applying the employee’s personal leave balances

DFAS will be submitting reimbursement request to OPM on behalf of DoD,
and will issue notification to the DAF when/if the shared federal fund has
been exhausted and if any submissions will not be approved (not reimbursed
due to depletion of the fund)

» Exact method of notification has not yet been finalized

DFAS will be releasing an SCR to DCPS (date TBD), which will impose the
aggregate limit of 600 hours
* |n the meantime, CSRs should monitor total leave hours for each
employee reporting “LV/DW” to ensure the 600 hour limitation is not
exceeded

It is ultimately the employee’s responsibility to track their leave balances
and ensure they are not requesting or utilizing leave beyond that to which
they are entitled
= 600 hour aggregate limit and $2,800 bi-weekly salary cap
limitation must be applied and monitored
e ARPA EPL Determination Calculator (Link in Employee
requirement section, item 4 of page 2 and sample screenshot
at Attch 5) and Record of Use (Attch 6) spreadsheets to
properly apply and monitor
= If overpayment occurs, a debt will be incurred and payment will
be collected at a later date
o Employees will not receive debt waivers for these debts
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e Every effort should be made to ensure leave hours are applied correctly and
limitations are not exceeded
= Employees and Supervisors MUST utilize the ARPA EPL
Determination Calculator and Record of Use of EPL spreadsheets to

avoid incurring debt by exceeding the prescribed limitations of this
leave

e Upon notification of required correction (due to exceeded limitations or lack of
available funds), the EPL will be cancelled
»  Employee must take immediate action to correct their timecard by
replacing the LV/DW with their own paid leave (LS, LA, etc)

o If the employee has no paid leave available to use, KA (LWOP)
will be applied to portion of time not authorized under EPL
limitations, and the employee will be expected to repay the
monies received when the EPL was conditionally approved

Among the enclosed attachments, you will find the DAF_A1 American Rescue Plan
Emergency Paid Leave_May 2021 _ Fact Sheet, which serves as a quick reference guide
with several FAQs related to this leave. All attachments are outlined below. A one stop
shop on the most critical American Rescue Plan attachments, including where OPM plans
to give updates on the status of the remaining amount of the fund, can be located here:
https://www.opm.gov/policy-data-oversight/pay-leave/ARPA.

The POC for the DAF FM Guidance portion of this effort is Ms. Sarah Moore,
AFAFO-F, sarah.moore.12@us.af.mil.

Attachments:

1a. ARPA Emergency Leave JON Memo-COVIDLV21 24 May 2021

1b. Adding COVIDLV21 Job Order Number in ATAAPS

2. DAF_A1 Guidance_ American Rescue Plan Emergency Leave_May 2021 _FACT SHEET
3. COVID-19 Emergency Paid Leave Employee Agreeement_ OPM Template

4. Request to Use COVID-19 Emergency Paid Leave_ OPM Template

5. ARPA EPL Determination Calculator Screenshot Sample

6. Record of Use of EPL — applying aggregate limit

7. DFAS Fact Sheet — American Rescue Plan Act Emergency Paid Leave
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DEPARTMENT OF THE AIR FORCE
WASHINGTON, DC

OFFICE OF THE ASSISTANT SECRETARY

24 May 2021
MEMORANDUM FOR AFIMSC/RMF, ANG/FM, and AFRC/FM

FROM: SAF/FMFSI (AFAFO-F)
1960 1 ST, Bldg. 977
JBSA-Randolph, TX 78150

SUBJECT: Tracking Emergency Federal Employee Leave Fund Hours

The Air Force is required to track leave hours authorized under Section 4001
of the 2021 American Rescue Plan Act. This requires a unique coding identifier, which can be
accomplished by establishing a new Job Order Number (JON) in the ATAAPS system.

Detailed instructions on how to create this specific JON in ATAAPS are included with
this memorandum. The JON will be maintained in ATAAPS to retrieve the data. Please use
COVIDLV21 as the JON name with the effective date of 11 March 2021; this will enable
consistency across the Air Force in capturing these hours.

Any questions on this policy should be addressed to POCs Ms. Sarah Moore,
SAF/FMFSI (AFAFO-F), sarah.moore.12 @us.af.mil.

C U E BAS' E R I C’ ?:?E';'\';’;‘SEEIC_’I (’3’0904883
11020904883 G557+

Eric 1. Cuebas
Director, Air Force Accounting
and Finance Office - Finance

Attachment:
Adding COVIDLV21 JON Instructions

Financing the Fight
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JOB Aid
Adding COVIDLV21 Job Orders in ATAAPS

1. Select ‘Job Order’ from main ATAAPS menu

ATAAPS Menu

Labor

Timekeeping

Labor/Leave Review
Timekeeper Review
Default Labor

Leave Request
Premium Request

Administration

Certification

Personnel Management

Roster Management Work Center
Team Management User Data
Employee Reopen Sub Account
Database

Accounting Utilities
Inquiries

Op Code Defaults/Favorites Maintenance
Change UIC - F16M

Reports

Change Password

Notifications &

2. Click the ‘Add’ button to go to the Accounting: Job Order Add screen
Filter Job Orders

Code Starts With: |

| Apply Filter || Clear Filter |

‘ Open v | Rows perpage:

[Job Orders

5 items found, displaying all items.

Job Order Code “Description Open Date Close Date Properties Work Centers Leave Type Hours
11WING 11WING 09/27/2020 View/Edit | View/Edit View/Edit
21COVID19 21COVID19 | 10/01/2020 View/Edit | View/Edit View/Edit
FIARFY21 FIARFY21 10/25/2020 View/Edit | View/Edit View/Edit
INAUG2021 INAUG2021 | 12/06/2020 View/Edit | View/Edit View/Edit
NONPAY NONPAY 09/13/2020 View/Edit | View/Edit View/Edit

Export options: Excel

Add

TS—

3. Adding Job Order Information
a. Code: Enter new Job Order “COVIDLV21”

4. Click ‘Continue’ to go to the Accounting Job Order: Work Center-Assignscreen

|CovVIDLV21 < |
| Emergency Federal Empln}h

-0 oo T

Code:*

Premium:

Description:*
Open Date:*

Leave Only:

Type/Split Code:

03/11/2021 <

v <$mmmm

[

‘ Continue |

Back ‘ ‘ Refresh

Description: Enter “Emergency Federal Employee Leave - 2021 COVID Relief Bill”
Open Date: Enter effective date of “03/11/2021”
Leave Only: Check this box
Premium: Do NOT check this box

Type Split Code: This field is NOT used







JOB Aid
Adding COVIDLV21 Job Orders in ATAAPS

5. Enter ‘03/11/2021’ in the Effective Datefield

Job OrderCOVIDLV21 - Eligible Work Centers

Effective Date:* | _

Hl Work Center “ Description

Open Date Close Date
Nothing found to display.

6. Select the ‘Rows per Page:’ drop down to select 200’. This will display the maximum number
of work centers

7. Click ‘Apply Filter’ button to refresh screen

Filter Eligible Work Centers

Code Starts With: | | Rows per Page:
( Apply Filter ) Clear Filter

~—  —

Job OrderCOVIDLV21 - Eligible Work Centers

Effective Date:* | 03/11/2021 |

9 items found, displaying all items.

' | 'Nork Center “Description Open Date Close Date

Ao A4 Ao ANINTIAAAN

8. Click the box located to the left of the Work Center Header Row (Highlighted in Red above) to select all
Work Centers to be associated with the new COVIDLV21 JobOrder

9. Click ‘save’

10. Repeat steps 6-9 until all Work Centers have been associated with the new COVIDLV21 JobOrder
Filter Eligible Work Centers

Code Starts With: \

| Rows per Page:

| Apply Filter | | Clear Filter |

9 Work Center(s) assigned successfully.

Job OrderCOVIDLV21 - Eligible Work Centers
Effective Date:* | 03/11/2021 |

B Work Center “Description Open Date Close Date

Nothing found to display.

<‘ Save 'm
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AMERICAN RESCUE PLAN ACT OF 2021:
EMERGENCY PAID LEAVE

FACT SHEET

The American Rescue Plan Act of 2021 (ARPA) authorizes employees emergency paid
leave for any of eight specified reasons related to COVID-19. The authorization applies from
March 11, 2021 through September 30, 2021. This fact sheet provides information for
civilian employees, supervisors, and managers of the Department of the Air Force (including
US Space Force).

REFERENCES:

Public Law 117-2, American Rescue Plan Act of 2021, Section 4001, March 11, 2021;

5 USC Chapter 63;

5 CFR Part 630;

US Office of Personnel Management (OPM), Memorandum (and attachments 1 through

5), Subject: COVID-19 Emergency Paid Leave, dated April 29, 20217;

e. Department of Defense, Defense Civilian Personnel Advisory Service, Reference Guide,
COVID-19 Emergency Paid Leave Section 4001 of the American Rescue Plan Act of
2021, dated May 2021;

f. Air Force Instruction DoDI1400.25V630_AFI136-815, Leave;

g. AFAFO-Finance, Civilian Pay Policy Division, SAF/FMSI, American Rescue Plan Act of

2021: Emergency Paid Leave, FM Guidance, dated May 2021.

Qoo

DEFINITIONS?

¢ Any other substantially similar condition (under qualifying reason (6)) — Only
applies to circumstances approved by the OPM Director.

¢ Child Care Provider — A provider who would normally be available to provide care for
an employee’s child, regardless of whether the care is compensated. Examples include,

! This Fact Sheet is meant to be a supplement to, not a replacement for, Reference d. As a result, supervisors and
employees should read and apply Reference d in conjunction with the information provided in this Fact Sheet.

2 See Reference d, Attachment 2 (Guidance on COVID-19 Emergency Paid Leave (Section 4001 of the American
Rescue Plan Act of 2021)) for the complete list of EPL related definitions.
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center-based child care providers, group home child care providers, a family child care
provider, a family member, friend or neighbor.
Emergency Paid Leave (EPL) — Paid leave available to covered Federal employees
under Section 4001 of ARPA.
Family member — an individual with any of the following relationships to the employee:
o Spouse, and parents thereof;
Sons and daughters, and spouses thereof;
Parents, and spouses thereof;
Brothers and sisters, and spouses thereof;
Grandparents and grandchildren, and spouses thereof;
Domestic partner and parents thereof, including domestic partners of any
son/daughter, parent, or brother/sister; and
o Any individual related by blood or affinity whose close association with the
employee is the equivalent of a family relationship.
Full-time employee — An employee who is regularly scheduled to work the number of
hours and days required for an entire administrative work week (e.g., 40 hours each
workweek).
Health care provider -- Any health care provider recognized by the Federal Employees
Health Benefits Program; is licensed or certified under Federal or State law to provide
the services in question; or who otherwise meets the definition of a “health care
provider” as described in 5 CFR 630.1202.
Individual (under qualifying reason (3)) — an employee’s family member (see
definition of “family member” above). Also includes a person who regularly resides in
the employee’s home, or a similar person with whom the employee has a personal
relationship that creates an expectation that the employee would care for the person if
he or she were quarantined/self-quarantined. It does not include people with whom the
employee does not have a personal relationship.
Intermittent employee — An employee working an irregular number of hours or days for
which there is no prearranged, scheduled tour of duty.
Mental or physical disability (under qualifying reason (7)) — a physical or mental
impairment that substantially limits one or more major life activities of an individual,
based on 29 CFR 1630.2(h), (i) and (j).
Part-time employee — An employee with a prearranged, scheduled tour of duty who is
regularly scheduled to work fewer hours than similarly situated full-time employees each
administrative workweek.
Place of care (under qualifying reasons (5) and (7)) -- A physical location where care
is provided for an employee’s son or daughter; or a family member with a mental or
physical disability, or who is 55 years of age or older and incapable of self-care while the
employee works. For example, child or adult day care facilities; preschools; before and
after school care programs; schools; homes; summer camps; summer enrichment
programs; and respite care programs.

0O O O O O
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School (under qualifying reason (5)) — an elementary school or secondary school.
Does not include any education beyond 12t grade.

Son or Daughter — A biological, adopted, or foster child, a stepchild, a legal ward, or a
child of a person standing in loco parentis, who is under 18 years of age; or 18 years of
age or older who is incapable of self-care because of mental or physical disability.
Subject to Quarantine or Isolation Order — A broad range of governmental orders,
including orders for quarantine, isolation, containment, shelter-in-place, or stay-at-home
orders issued by any Federal, State, or local government authority that cause the
employee to be unable to work (including telework) even though there is work for the
employee to perform, but for the order. This also includes when a Federal, State, or
local government authority has advised categories of citizens (e.g., of certain age
ranges or of certain medical conditions) to shelter in place, stay at home, isolate or
quarantine, causing those categories of employees to be unable to work/telework even
though there is work for the employee to perform.

COVERED EMPLOYEES

Except for as described below, Department of the Air Force (to include US Space Force)
appropriated fund civilian employees who earn and use annual and sick leave under 5
USC Chapter 63 (including part-time employees who have an established, regular tour
of duty; employees on uncommon tours of duty; and seasonal employees) are covered.
The following categories of employees are not covered:

Non-appropriated fund civilian employees;

Part-time employees who do not have an established, regular tour of duty;
Employees with intermittent work schedules;

DoD teachers appointed under Title 10 and Title 20.

O O O O

QUALIFYING REASONS

EPL may be approved when a covered employee is unable to work (to include being
unable to telework) because the employee is:

o (1) Subject to a Federal, State or local quarantine or isolation order related to
COVID-19;

o (2) Advised by a health care provider to self-quarantine due to concerns related
to COVID-19;

o (3) Caring for an individual who is subject to such order;

o (4) Experiencing COVID-19 symptoms and is seeking a medical diagnosis;

o (5) Caring for a son or daughter whose school or place of care has been closed
or is offering virtual or hybrid learning, or the childcare provider is unavailable
due to COVID-19 precautions;

o (6) Experiencing any other substantially similar condition (as approved by the
OPM Director);
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o (7) Caring for a family member with a mental or physical disability, or who is 55
years of age or older and incapable of self-care, without regard to whether
another individual is available to care for such family member, if the place of care
for such family member is closed or the direct care provider is unavailable due to
COVID-19; or

o (8) Obtaining immunization related to COVID-19 or is recovering from any injury,
disability, illness or condition related to such immunization.

Prior to approving any EPL leave request based upon qualifying reason (6), a supervisor
must seek and obtain OPM approval. To do so, the supervisor must work through his or
her command or organizational headquarters to submit a request for OPM approval
through AF/A1CM. Specifically, command or organizational headquarters requests for
OPM approval of qualifying reason (6) situations should be submitted to the AF/A1CM
workflow inbox, within five (5) working days of receipt, at:
AF.A1CM.Workflow@us.af.mil. The request must include all relevant documentation
which the employee believes establishes that the circumstance is “substantially similar”
to one of the other seven qualifying reasons, and include a command/organizational
statement regarding management’s endorsement or non-concurrence with the request.

TIMING & LIMITATIONS

EPL is available for qualifying reasons occurring 11 March 2021 through and including
30 September 2021. However, due to the way that EPL is funded, the leave will
become unavailable prior to 30 September 2021 if the agency reimbursement fund
administered by OPM runs out.

EPL is in addition to any other paid leave entitlements. As a result, an employee may
be approved to take other forms of paid leave during the same pay period in which he or
she is conditionally approved to take EPL. However, EPL may not be used concurrently
with any other paid leave or paid time off, i.e., an employee cannot take EPL and
another form of paid leave for the same period of time in order to receive double
compensation.

EPL is paid at out at the same hourly rate as an employee’s annual leave, subject to the
pay-period maximum set out below.

The total, maximum amount of EPL that may be approved for an individual covered, full-
time employee is 600 hours. The limit for covered part-time employees must be pro-
rated based on the number of hours in their work schedules. The amount available to
seasonal employees should be calculated based on the number of hours they are
scheduled to work.

EPL is subject to a statutory limitation on the aggregate cash value of the paid leave that
may be approved during a single biweekly pay period. Specifically, full-time employees
should not be approved to take more than the cash value equivalent of $2800 in EPL
during any biweekly pay period. For covered part-time employees, that limit must be
prorated based on the number of hours in their work schedules. For seasonal workers,
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that limit is a proportionally equivalent aggregate limit taking into account the portion of
the qualifying period that includes the employee’s work season and the employee’s
biweekly tour of duty (for example, if the employee’s work season includes half of the
March 11 through September 30 qualifying period and if the employee has a 40-hour
biweekly tour of duty, then %2 x 40/80 x 600 hours = 150 hours).

e Time spentin EPL reduces the employee’s total service used to calculate any Federal
civilian retirement annuity benefit (e.g., under the Civil Service Retirement System
(CSRS) or Federal Employees’ Retirement System (FERS)). However, it will not impact
the hours of creditable service calculation used to determine an employee’s total service
credit for purpose of establishing eligibility for a retirement annuity benefit; or
determining periods of time during which an employees has a rate of basic pay used to
compute the employee’s high-3 average rate of basic pay. Employees should contact
the Air Force Personnel Center’s Benefits and Entitlement Service Team (BEST) for
additional questions concerning retirement impacts.

TIMEKEEPING

¢ IMPORTANT!

o Specific EPL timekeeping guidance for Customer Service
Representatives, timekeepers, certifying officials and employees has
been issued by AFAFO-Finance, and is included with this Fact Sheet as
an enclosure. See Reference g.

o The leave code and timekeeping guidance provided in Reference g is
intended to identify EPL in timekeeping and attendance systems, but it
will not identify or flag that an employee has reached his or her
statutory limits for EPL. Use of the assigned codes will not prevent an
employee from requesting and being approved to take EPL leave in
excess of the statutory limits, nor enforce the statutory caps on
biweekly or aggregate pay. Thus, any employee seeking to use EPL
must be informed that any overpayment will be treated as a debt that
will be collected at a later date. Debt waivers for overpayment will not
be considered.

o All approvals for EPL are CONDITIONAL until DAF receives
reimbursement for the leave from OPM. This means that it is possible
that the leave may ultimately be denied/cancelled (for example, if it is
determined that the employee does not have a qualifying reason for the
leave; or if funding for the leave runs out after the conditional approval).

- If a conditionally approved request for EPL is ultimately
denied/cancelled, the cancellation will create a debt that the
employee will owe to the Federal government. At that point, the
impacted employee’s options will be: (1) to request and be
approved to retroactively apply other forms of accrued paid leave
or paid time off; or (2) to request and be approved for leave
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without pay, and voluntarily repay the dollar value of the paid
leave that was conditionally approved and taken.

o All employee requests for EPL must be submitted with the appropriate
documentation, and the employee’s signed agreement certifying that he
or she understands the leave is granted on a conditional basis, may be
cancelled if the EPL fund runs out before DAF is reimbursed, will reduce
his or her total service used to calculate any Federal civilian retirement
annuity benefit, and what the impact of cancellation of the leave will
mean in terms of creation of a debt that will need to be repaid. A
sample notification and leave request form, and sample employee
agreement are both included with this Fact Sheet, and should be used
as guides concerning the specific employee information,
documentation, and employee agreement language that must be
included with an employee’s EPL request.

o DAF cannot seek reimbursement and final OPM approval of EPL until
after the leave has been conditionally approved and taken. Therefore,
EPL must be requested and - if conditionally approved — certified to the
timekeeping system on a biweekly basis.

LEAVE ADMINISTRATION

A supervisor may not require an employee to use other paid leave before or instead of
using EPL.
A supervisor may not deny EPL for solely mission based reasons.
A supervisor may not require an employee to search for or find a replacement employee
to cover hours during which the employee is using EPL.
Employees may not take EPL if he or she is not scheduled to work, or when the
employer does not have work (or telework) available for the employee to perform.
Supervisors should consult with their servicing CPS for options in this case.

o For example, seasonal employees are not eligible for EPL during any period of

time for which they were not scheduled to work.

If an employee requests more EPL than may be available to them based on the
biweekly limit, he or she may request when the hours are used; and supervisors should
seek to accommodate the employee’s request while also taking into account mission
considerations. To the extent that the employee still needs to be absent from work due
to an emergency, he or she may request to use other types of leave, subject to
supervisory approval.
A holiday is a non-workday; thus EPL may not be used on a holiday. It also may not be
used on any other non-workday established by Federal statute, Executive order, or
administrative order.
When taking EPL under qualifying reason (4) above, the leave taken is limited to time
the employee is unable to work due to taking affirmative steps to obtain a medical
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diagnosis, such as making, waiting for, or attending an appointment for a test for
COVID-19, or while awaiting the results.

For qualifying reason (8) (i.e., receiving COVID-19 vaccination), employees must first
utilize any available administrative leave that has been authorized by DAF for this
purpose. See related DAF policy guidance on administrative leave for COVID-19
vaccination for additional information. EPL shall only be approved for any additional
hours of leave needed beyond the 2 workdays per vaccination dose that is authorized
for COVID-19 vaccination and/or recovery.

The 600-hour limit of EPL for regular full-time employees, or equivalent pro-rated limits
for employees with part-time, seasonal, or uncommon tours of duty is per person, not
per job. Should an employee change positions during the effective period, they are not
entitled to a new period of EPL.

The 600-hour limit of EPL for regular full-time employees, or equivalent pro-rated limits
for employees with part-time, seasonal, or uncommon tours of duty is per person, not
per qualifying reason. Once an employee’s total applicable level of EPL has been
exhausted, no additional EPL is authorized, regardless of whether additional qualifying
reasons exist.

OTHER GENERAL INFORMATION

An employee’s entitlement to, or use of, EPL is not grounds for diminishment, reduction,
or elimination of any other right or benefit to which the employee is entitled under any
other law, collective bargaining agreement, or Air Force or DoD policy that existed prior
to 11 March 2021.

EPL is in addition to, and not a substitute for, other sources of leave which the employee
had already accrued, was already entitled to, or had already used, before the effective
period. Therefore, neither eligibility for, nor use of, EPL may count against an
employee’s balance or accrual of any other source or type of leave.

No supervisor shall require, coerce, or unduly influence an employee to use another
source of paid or unpaid leave prior to or in lieu of taking EPL.

Unused EPL is not “carried over” or “paid out” upon an employee’s separation from
federal employment nor upon expiration of the effective period.

DOCUMENTATION

Employees must request EPL in accordance with established leave requesting
procedures. For all qualifying reasons except (5) and (7), requests must be submitted
as soon as practicable after the first workday (or portion thereof) for which an employee
takes EPL. For qualifying reasons (5) and (7), an employee must submit an EPL request
as soon as practicable, which will generally be prior to the first workday leave is used if
the need for leave is foreseeable. “As soon as practicable” is determined by the facts
and circumstances of each particular case. If an employee fails to properly request the
leave, the supervisor should give him/her notice of the failure and an opportunity to
provide the documentation and cure the failure prior to denying the leave request.
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e The leave request must contain sufficient information for the leave approving official to
determine whether the requested leave is covered under these provisions. Information
provided by the employee must include the following:

O

O
O
o

Employee’s name;
Date(s) for which EPL is requested;
Description of qualifying reason (from EPL reasons 1-8 above);
Written statement (self-certification) that the employee is unable to work
(including telework) because of the qualified reason for leave and that the
employee will meet the conditions of the qualified reason while using the EPL;
and
Written statement (self-certification) that the employee understands approval of
EPL is conditional upon availability of money in the EPL fund; and further
understands what obligations her or she will have if the leave is cancelled due to
exhaustion of the EPL fund. A sample of this statement is included with this
Fact Sheet.
- A supervisor MUST receive a signed version of this agreement
from the employee before conditionally approving the leave.
- Employees who submit multiple requests for EPL only need to sign
and provide this agreement with their first instance of requesting
EPL,; the terms of the signed agreement will continue to apply to all
subsequent requests for EPL.

¢ Additional requirements based on the qualified reason include the following —

o

For EPL reason 1, the employee must provide the governmental quarantine or
isolation order;

For EPL reason 2, the employee must provide the name of the health care
provider who advised the employee to self-quarantine;

For EPL reason 3, the employee must provide either the governmental
quarantine or isolation order; or the name of the health care provider who
advised the cared-for individual to self-quarantine, as applicable;

For EPL reason 4, the employee must provide a written self-certification that he
or she is experiencing COVID-19 symptoms and taking immediate steps to
obtain a medical diagnosis;

For EPL reason 5, the employee must provide the name of the son or daughter
being cared for; the name of the school, place of care, or child care provider and
a brief description of the situation (i.e., closure, use of on-line instruction,
unavailability of child care provider); and a written explanation regarding why the
employee’s circumstances (e.g., ages of children, number of children, special
needs, lack of other adults in the home) make the employee unable to
work/telework during the hours of EPL being requested.

For EPL reason 6, the employee must provide any documentation required for
the EPL reason that the employee believes is substantially similar to his or her
situation. REMINDER: Reason 6 requests must be routed through a
command or organizational headquarters to AF/A1CM within five (5)
working days of receipt to seek OPM approval, and may not be
conditionally approved until such approval is obtained. See “Qualifying
Reasons” section above.

For EPL reason 7, the employee must provide the name of the family member,
and a written certification that the identified person has a physical or mental
disability, or the name and age of the family member that is 55 years or older; a
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written certification by the employee that the identified family member is
incapable of self-care; the name of the place of care that is closed, or the direct
care provider that is unavailable, and a written explanation of how the closure or
unavailability is due to COVID-19; and a written explanation of the employee’s
care responsibilities make him or her unable to work/telework during the hours
of leave being requested.

o For EPL reason 8, the employee must provide a written self-certification that the
leave will be or was used to receive or recover from COVID-19 vaccination.

e A supervisor may request additional information or certifications related to any of the
eight reasons if he or she has reason to believe that EPL is not being used for the
qualifying reason(s) identified by the employee. Prior to seeking any additional
information or certifications, supervisors should work with their servicing Civilian
Personnel Office and labor attorneys for assistance.

e A supervisor may also deny EPL if he or she determines that an employee’s justification
for the leave is not supported by the documents provided, or any other available facts.
However, prior to denying the request, the supervisor must advise the employee of the
reasons for the potential denial and provide him or her with a reasonable opportunity to
address and cure the concerns and/or supplement with additional documentation.

e Supervisors must retain all documentation provided by the employee for four years,
regardless of whether the leave was granted or denied. In doing so, the supervisor
should work closely with his or her servicing CPO and labor attorneys to ensure that any
medical information, medical certifications, or medical histories provided by an employee
are retained in compliance with any applicable legal requirements for medical records
(i.e., kept in a file separate from the employee’s personnel file).

e To ensure continuity of leave reporting, if an employee using EPL transfers to another
agency, Standard Form 1150, Record of Leave Data must be used to record the
aggregate amount of EPL used by the employee as of the time of transfer, in the
Remarks section (block 24).

QUESTIONS AND ANSWERS

Q1. Under the ARPA, if | use my 600 hours of EPL for one qualifying reason, such as
due to my own symptoms of COVID-19, do | get another 600 hours of EPL for a
second different qualifying reason, such as caring for my child whose school or
place of care is closed for reasons related to COVID-19?

A1. No. The ARPA only provides a full-time employee a one-time benefit of 600 hours of
EPL to be used for any of the 8 listed qualifying reasons. Once that benefit of 600 hours has
been exhausted, no additional EPL is authorized. In addition, the total amount of EPL that
may be available to an individual employee depends on the type of work schedule he or she
works. The 600 hours of paid leave that is described in ARPA must be pro-rated for
covered employees who are regularly scheduled to work less than a full-time tour of duty.

Q2. If | use EPL, will | get my full rate of pay?

A2. Yes, but ONLY up to the biweekly pay cap amount. EPL shall be paid out at the same
hourly rate as annual leave. However, EPL is subject to a statutory limitation which
prohibits payment of more than $2800 worth of the leave during a single biweekly pay
period for full-time employees, and a prorated limit for employees who are regularly
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scheduled to work less than a full-time tour of duty. Essentially this means that a full-time
employee who makes $35 an hour or less may be able to be on EPL for an entire pay
period and not exceed the pay cap. See Reference d, Attachment 2 (OPM’s Guidance on
COVID-19 Emergency Paid Leave (Section 4001 of the American Rescue Plan Act of
2021)) for additional details and examples.

Q3. If | previously took sick leave or other chargeable or non-chargeable leave for
an EPL covered situation, can | retroactively request EPL?

A3. Yes, but only back to the effective date of the law. EPL became effective 11 March
2021, so an employee may request that it be retroactively applied to any leave taken for
an EPL qualifying reason on or after that date.

Q4. | have a qualifying reason to use EPL, as | need it to care for my child whose
school or child care facility is closed due to COVID-19. However, the amount of
time | need to take off exceeds the $2800 biweekly pay period limit. Can | use my
accrued sick leave instead?

A4. No, normal sick leave is not appropriate to care for a healthy child. However, an
employee may request to use other forms of earned leave like accrued annual leave,
time off awards, compensatory time off, credit hours, or leave without pay for this
reason, subject to normal leave requesting/approval policies and procedures.

Q5. Who is responsible for keeping track of the amount of EPL used?

AS5. It is an employee’s responsibility to be aware of their leave balances and ensure
that they are not requesting or utilizing EPL beyond that to which they are entitled.
Supervisors should also work to ensure that they are only conditionally approving and
then certifying time cards that accurately reflect the amount of EPL a qualifying
employee is entitled to receive based on the limits prescribed by the ARPA. To assist
employees and supervisors with staying within the statutory limits, the Defense Finance
and Accounting Service (DFAS) has created EPL calculators, and an EPL tracking log
that are available on their website at: https://www.dfas.mil/CivilianEmployees/COVID-
19-Emergency-Paid-Leave/ . These DFAS tools have also been included as enclosures
to this Fact Sheet.

**SUPERVISORS MUST ADVISE THEIR EMPLOYEES OF THE FOLLOWING:

e (1) That leave codes and timekeeping systems are not programmed to account
for EPL'’s statutory limits; so there is no system safeguard that will prevent an
employee from taking leave beyond the aggregate number of hours of EPL, or
biweekly pay limits that may apply to him or her. Bottom-line is that our DAF
timekeeping systems are not set up to “police” EPL usage. Therefore,
employees (with supervisory support) are responsible for being aware of the
limits that apply to them, and keeping track of their EPL usage. To that end,
employees and supervisors should use the calculators and logs provided on
DFAS’ EPL website to help them calculate their entittement and monitor their
usage.
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e (2) If overpayment occurs, a debt will be incurred and payment will be collected
at a later date; employees will not receive debt waivers for these debts.

e (3) Approval of EPL is conditional until DAF receives reimbursement of the leave
from OPM. If the EPL fund runs out before the employee’s request can be
reimbursed, the employee’s EPL will be cancelled, and he or she will be financial
responsible to repay any EPL that was previously paid out to them by seeking
retroactive approval to “swap in” any available accrued paid leave or paid time
off; or voluntarily repaying the amount owed.

e (3) Time spentin EPL is not creditable time for purposes of calculating an
employee’s retirement benefits.

It is also recommended that supervisors have awareness of their employees’ paid leave
balances and EPL entitlements to help their employees ensure they do not exceed the
statutory limits of their EPL benefit. Supervisors should use the tools provided by DFAS
at https://www.dfas.mil/CivilianEmployees/COVID-19-Emergency-Paid-Leave/ and
included as enclosures to this Fact Sheet for this purpose.

Q6. For those situations where the pay cap will apply, won’t the timekeeping
system prevent me from being approved to take more EPL than | am eligible to
take? If not, and | inadvertently incur a debt, how long will | have to repay it?

A6. The leave codes associated with EPL are not programmed into timekeeping
systems to account for or “police” the statutory limit on the amount of EPL that may be
used per pay period, or the aggregate amount of EPL that may be approved for an
individual employee. Therefore, the codes being used do not automatically prevent an
employee from taking more leave than is available to them under the law, or enforce the
biweekly pay cap that will apply to the employee based on their rate of pay. Any debt
incurred based on overpayment will be collected at a later date in accordance with
DFAS’ standard debt collection policies and procedures. Employees will not receive
waivers for these debts and should plan accordingly with respect to any excess pay
they may inadvertently receive in connection with their EPL usage.

Q7. How do | know if | am covered by the EPL benefit?

A7. All appropriated fund Department of the Air Force (to include US Space Force)
civilian employees who earn and use annual and sick leave under 5 USC Chapter 63,
and work a regularly, scheduled tour of duty are covered, regardless of length of
service. However, EPL is not available to non-appropriated fund civilian employees,
part-time employees who do not work a regularly scheduled tour of duty, intermittent
employees, or DoD teachers appointed under Title 10 or Title 20.

Q8. May | take EPL intermittently while my child’s school or place of care is
closed, or child care provider is unavailable, due to COVID-19 related reasons?

A8. Yes.
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Q9. If  don’t use any of the EPL entitlement prior to 30 September 2021, can |
“carry it over” or have it “paid out” to me?

A9. No. There is no provision for financial or other reimbursement to an employee for
unused EPL, either at expiration of the effective period or upon separation from Federal
employment.

Q10. | am a full-time employee. | just transferred from another Federal agency and
previously used 5 days of EPL while at that Agency. Do | get another 600 hours of
entitlement with my new agency?

A10. No. The EPL entitlement is per person, not per job or qualifying reason. The EPL
entitlement is capped at 600 hours. In this situation, you would only have 560 hours/70
work days of your EPL entitlement remaining to use.

Q11. For employees on uncommon tour of duties, the leave balances are
calculated based on tour of duty. How is the biweekly pay cap calculated?

A11. For employees on an uncommon tour of duty, see the “Uncommon Tour-FF” tab
of DFAS’ EPL Bi-weekly Tool for assistance in completing this calculation.

Q12. Can an employee who is eligible to telework for all or part of their tour of
duty choose not to telework, and take EPL instead? For example, if an
asymptomatic employee (not ill) is told to self-quarantine by a public health
official or their personal physician and they are telework ready, can they elect not
to telework?

A12. No. EPL is only available to employees who are unable to work — to include being
unable to telework — due to one of the 8 qualifying reasons described in the law. If an
employee is able to telework/telework-ready during a period of self-quarantine, then
EPL is not available to him or her.

Q13. Since Weather and Safety Leave (WSL) can be and has been authorized and
taken by an employee for qualifying reasons 1 and 2, should the employee now
be required to use EPL instead of being granted WSL?

A13. WSL is not an employee entitlement. If an employee is requesting time off due to
qualifying reasons 1 and 2, EPL would be appropriate. However, if management is
restricting access to the workplace due to concerns for the safety of the employee
seeking leave, or the employees that share the workplace with him or her, then WSL
may be authorized. A supervisor cannot require that an employee take EPL.
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Q14. My employee has requested EPL for a qualifying reason, provided the
appropriate documentation in support of that reason, and signed the required
self-certification statement. Although | know that he/she qualifies to take EPL,
the timing of when he/she wants to take the leave conflicts with an important
project that my work unit has to deliver on in order to achieve our mission. Can |
deny the leave, and require my employee to reschedule it for a different day?

A14. No. Once an employee has established that he/she meets the basic
requirements to take EPL, provided the appropriate documentation in support of a
qualifying reason, and signed the required self-certification statements, he or she is
entitled to be conditionally approved to take the leave on the dates requested. The
exception would be when an employee has more hours of qualifying need than EPL
hours available to them, due to the statutory limits on the amount of leave that is
available to him or her. For example, if an employee needs to take 50 hours of EPL
during the pay period, but based on their adjusted rate of pay, they are only eligible to
receive 40 hours of it during a pay period. In this situation, the employee may request
when the EPL hours are used during the biweekly pay period, and the supervisor should
seek to accommodate the employee’s request but may also take into account mission
considerations.

Q15. | want to approve my employee to take EPL to cover time spent in self-
quarantine. She has verbally told me that she understands that the leave can be
cancelled if the EPL funds run out. Can | go ahead and approve her request and
certify her time off for EPL in the timekeeping system?

A15. No. Before conditionally approving any EPL, and posting the leave to a
timekeeping system, the employee needing the leave must submit a written request for
the leave and any required supporting documentation to support the request; a written
statement (self-certification) that her or she is unable to work (including telework)
because of a qualifying reason and will meet the conditions of the qualified reason while
using the EPL; and a written statement (self-certification) that the he or she understands
approval of EPL is conditional upon availability of money in the EPL fund; and further
understands what obligations her or she will have if the leave is cancelled due to
exhaustion of the EPL fund. Verbal provision of any of these requirements is not
sufficient to support approval of the leave.
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SAMPLE EMPLOYEE AGREEMENT

(AMERICAN RESCUE PLAN ACT OF 2021: EMERGENCY PAID LEAVE)

I, INSERT NAME], understand that the Department of the Air Force (DAF) is granting me
Emergency Paid Leave (EPL) on a conditional basis, subject to the availability of monies in the
EPL Fund. I understand that if the EPL Fund is exhausted before DAF receives reimbursement
from the Fund for any use of EPL by me; or | use more EPL than | am eligible to receive based
on the EPL statutory limitations, the affected conditional EPL will be cancelled; and | will be
responsible for eliminating the resulting leave debt by taking one of the following actions:

¢ Requesting other paid leave or time off (as available to me, and as appropriate for the
given circumstance under normal leave rules) to substitute for the cancelled EPL. For
example, annual leave (including advanced annual leave), sick leave (including
advanced sick leave), compensatory time off for overtime work, compensatory time off
for travel, credit hours under a flexible work schedule, and any limited amount of
administrative leave that DAF may grant me.

and/or

¢ Voluntarily providing monetary reimbursement to the agency to satisfy the overpayment
debt resulting from receiving payments for a period of time when | should have been in
leave without pay status.

If I do not eliminate the leave debt by substituting other paid leave or paid time off, | agree to
make the required monetary reimbursement to DAF, and to permit offset of Federal payments
(including salary payments) to recover the amount owed. (Note: any offset of salary payments
will be limited to 15 percent of an employee’s disposable pay, except in the case of a final check
at the time of separation from employment). However, | reserve the right to challenge the
decision through any applicable administrative grievance procedure, negotiated grievance
procedure, or judicial process that is available to me, and to seek return of any amounts
erroneously collected from me.

Employee’s Signature Date:








SAMPLE EPL REQUEST

COVID-19 Emergency Paid Leave (EPL)
Employee Notification and Leave Request Form

Identifying Information

Employee name

Phone number (work) Email address (work)

Name of organization (agency, office, division, branch, etc.)

EPL Qualifying Circumstance Causing the Employee to be Unable to Work

Employee is unable to work because the employee is—

(1) Subject to COVID-19 governmental quarantine or isolation order/advisory

(2) Advised by health care provider to self-quarantine due to COVID-19 concerns

(3) Caring for an individual subject to (1) such order/advisory or (2) such advice

(4) Experiencing symptoms of COVID-19 and actively seeking (i.e., taking immediate steps to
obtain) a medical diagnosis

(5) Caring for a child when required because, due to COVID-19 precautions, the child’s school
or place of care has been closed, or the child is participating in virtual learning instruction,
or the child’s care provider is unavailable

(6) Experiencing any other substantially similar condition (as approved by OPM)

(7) Caring for a family member (i) who has a “mental or physical disability”* or who is 55 years
of age or older and (ii) who is “incapable of self-care”*, without regard to whether another
individual other than the employee is available to care for such family member, if the place
of care for such family member is closed or the direct care provider is unavailable due to
COVID-19 (* as those terms are defined in OPM guidance)

(8) Obtaining immunization related to COVID-19 or recovering from any injury, disability,
illness, or condition related to such immunization (after using any administrative leave
provided by the employing agency)

Dates Anticipated Actual

Date use of EPL begins

Date use of EPL concludes

Employee Certifications (initial each box)

| attest that | will be using EPL to be excused from duty only during hours when | am unable to work (including
telework) because an EPL qualifying circumstance applies to me.

| understand that any EPL provided to me will reduce my total creditable service used to calculate any Federal
civilian retirement annuity benefit | may receive.

| attest that | have signed the EPL Employee Agreement and understand that the granting of EPL is conditional
upon the availability of monies in the EPL Fund and that | will be obligated to take action as described in the EPL
Employee Agreement to resolve any overpayment debt if conditional EPL is cancelled due to Fund exhaustion.

| hereby certify that all statements made in this application are true and correct to the best of my knowledge and
belief. | understand that a false or misleading certification may be grounds for disciplinary action, up to and
including removal.

Employee’s signature Date








Additional Documentation Requirements

An employee must submit the following additional documentation in connection with each identified
qualifying circumstance, as applicable:

Qualifying | Insert v'if | Nature of Documentation Instructions
circum- completed
stance
(1) the governmental quarantine or Attach the order or provide web address here:
isolation order applicable to the
employee
(2) the name of the health care Provide name here:
provider who advised the employee
to self-quarantine due to COVID-19
(3) the governmental quarantine or Attach the order or provide web address here:

isolation order applicable to the
employee (if applicable)

the name of the health care
provider who advised the individual
to self-quarantine due to concerns
related to COVID-19 (if applicable)

Provide name here:

(4)

No generally required additional
documentation.

(5)

the name of the son or daughter
being cared for

Provide name here:

the name of the school, place of
care, or child care provider and a
brief description of the situation
(i.e., closure, use of on-line
instruction, unavailability of the
child care provider)

Provide information here:

a written explanation regarding
why the employee’s circumstances
(e.g., ages of children, number of
children, special needs of children,
lack of other adults in the home)
make the employee unable to work
during the requested hours of leave

Provide explanation here:

(6)

any documentation the Director of
OPM requires

Follow agency instructions based on OPM guidance.

(7)

the name of the family member
with a mental or physical disability
(if applicable)

Provide name here:

the name and age of the family
member that is 55 years or older (if
applicable)

Provide name and age here:

the name of the place of care that is
closed or the direct care provider
that is unavailable due to COVID-19

Provide name here:

a written explanation regarding
why the employee’s care
responsibilities make the employee
unable to work during the
requested hours of leave

Provide explanation here:

(8)

No generally required additional
documentation.








NOTE: In addition to the above generally required documentation requirements, an agency is authorized to request
supplemental information, explanations, or certifications from an employee if the agency has reason to believe that EPL is
not being used appropriately. Once an employee has met the generally required documentation requirements described
above, the agency may grant conditional approval of EPL. However, an agency may deny EPL based on an agency’s
determination that an employee’s justification for the leave is not supported by the documents submitted or any other
available facts. If the agency questions the validity or adequacy of the employee’s justification, the employee must have
an opportunity to provide documentation or further supplement his/her response to the agency before EPL is denied. An
agency may conditionally approve use of EPL pending receipt of supplemental documentation and other information as
required under the first sentence of this NOTE; however, it must ensure that the employee understands his/her
obligations to resolve the overpayment of leave if the agency’s final decision is to deny the leave.

Additional Information

For additional information on the rules governing EPL (including conditions and limitations), go to
https://www.chcoc.gov/content/covid-19-emergency-paid-leave.

Note to agencies: Any agency form based on this template must include an appropriate Privacy Act Statement
as required by 5 U.S.C. 552a(e)(3).
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Template: Employee Agreement in Connection with Emergency Paid Leave
(EPL) Provided Under Section 4001 of the American Rescue Plan of 2021

[to be signed before approval of an employee’s first use of EPL]

I, [insert employee’s name], understand that my agency is granting EPL on a conditional basis,
subject to the availability of monies in the EPL Fund. I understand that, if the EPL Fund is
exhausted before my agency receives reimbursement from the Fund for any use of EPL by me,
the affected conditional EPL will be cancelled, and I will be responsible for eliminating the
resulting leave debt by taking one or both of the following actions:

e Requesting other paid leave or paid time off (as available to me and as appropriate for the
given circumstance under normal leave rules) to substitute for the cancelled EPL—for
example: annual leave (including advanced annual leave), sick leave (including advanced
sick leave), compensatory time off for overtime work, compensatory time off for travel,
credit hours under a flexible work schedule, and any limited amount of administrative
leave that my agency may grant me.

and/or

e Voluntarily providing monetary reimbursement to the agency to satisfy the overpayment
debt resulting from receiving payments for a period of time when I should have been in
leave without pay status.

If I do not eliminate the leave debt by substituting other paid leave or paid time off, I agree to
make the required monetary reimbursement to the agency that granted conditional EPL and to
permit offset of Federal payments (including salary payments) to recover the amount owed.
(Note: Any offset of salary payments will be limited to 15 percent of an employee’s disposable
pay, except in the case of a final check at the time of separation from employment.) However, |
reserve the right to challenge the agency decision through any applicable administrative
grievance procedure, negotiated grievance procedure, or judicial process and to seek return of
any amounts erroneously collected from me.

Employee’s Signature Date:

Note: This employee agreement must be filed with an employee’s EPL request(s).









COVID-19 Emergency Paid Leave (EPL)
Employee Notification and Leave Request Form

Identifying Information

Employee name

Phone number (work) Email address (work)

Name of organization (agency, office, division, branch, etc.)

EPL Qualifying Circumstance Causing the Employee to be Unable to Work

Employee is unable to work because the employee is—

(1) Subject to COVID-19 governmental quarantine or isolation order/advisory

(2) Advised by health care provider to self-quarantine due to COVID-19 concerns

(3) Caring for an individual subject to (1) such order/advisory or (2) such advice

(4) Experiencing symptoms of COVID-19 and actively seeking (i.e., taking immediate steps to
obtain) a medical diagnosis

(5) Caring for a child when required because, due to COVID-19 precautions, the child’s school
or place of care has been closed, or the child is participating in virtual learning instruction,
or the child’s care provider is unavailable

(6) Experiencing any other substantially similar condition (as approved by OPM)

(7) Caring for a family member (i) who has a “mental or physical disability”* or who is 55 years
of age or older and (ii) who is “incapable of self-care”*, without regard to whether another
individual other than the employee is available to care for such family member, if the place
of care for such family member is closed or the direct care provider is unavailable due to
COVID-19 (* as those terms are defined in OPM guidance)

(8) Obtaining immunization related to COVID-19 or recovering from any injury, disability,
illness, or condition related to such immunization (after using any administrative leave
provided by the employing agency)

Dates Anticipated Actual

Date use of EPL begins

Date use of EPL concludes

Employee Certifications (initial each box)

| attest that | will be using EPL to be excused from duty only during hours when | am unable to work (including
telework) because an EPL qualifying circumstance applies to me.

| understand that any EPL provided to me will reduce my total creditable service used to calculate any Federal
civilian retirement annuity benefit | may receive.

| attest that | have signed the EPL Employee Agreement and understand that the granting of EPL is conditional
upon the availability of monies in the EPL Fund and that | will be obligated to take action as described in the EPL
Employee Agreement to resolve any overpayment debt if conditional EPL is cancelled due to Fund exhaustion.

| hereby certify that all statements made in this application are true and correct to the best of my knowledge and
belief. | understand that a false or misleading certification may be grounds for disciplinary action, up to and
including removal.

Employee’s signature Date








Additional Documentation Requirements

An employee must submit the following additional documentation in connection with each identified
qualifying circumstance, as applicable:

Qualifying | Insert v'if | Nature of Documentation Instructions
circum- completed
stance
(1) the governmental quarantine or Attach the order or provide web address here:
isolation order applicable to the
employee
(2) the name of the health care Provide name here:
provider who advised the employee
to self-quarantine due to COVID-19
(3) the governmental quarantine or Attach the order or provide web address here:

isolation order applicable to the
employee (if applicable)

the name of the health care
provider who advised the individual
to self-quarantine due to concerns
related to COVID-19 (if applicable)

Provide name here:

(4)

No generally required additional
documentation.

(5)

the name of the son or daughter
being cared for

Provide name here:

the name of the school, place of
care, or child care provider and a
brief description of the situation
(i.e., closure, use of on-line
instruction, unavailability of the
child care provider)

Provide information here:

a written explanation regarding
why the employee’s circumstances
(e.g., ages of children, number of
children, special needs of children,
lack of other adults in the home)
make the employee unable to work
during the requested hours of leave

Provide explanation here:

(6)

any documentation the Director of
OPM requires

Follow agency instructions based on OPM guidance.

(7)

the name of the family member
with a mental or physical disability
(if applicable)

Provide name here:

the name and age of the family
member that is 55 years or older (if
applicable)

Provide name and age here:

the name of the place of care that is
closed or the direct care provider
that is unavailable due to COVID-19

Provide name here:

a written explanation regarding
why the employee’s care
responsibilities make the employee
unable to work during the
requested hours of leave

Provide explanation here:

(8)

No generally required additional
documentation.








NOTE: In addition to the above generally required documentation requirements, an agency is authorized to request
supplemental information, explanations, or certifications from an employee if the agency has reason to believe that EPL is
not being used appropriately. Once an employee has met the generally required documentation requirements described
above, the agency may grant conditional approval of EPL. However, an agency may deny EPL based on an agency’s
determination that an employee’s justification for the leave is not supported by the documents submitted or any other
available facts. If the agency questions the validity or adequacy of the employee’s justification, the employee must have
an opportunity to provide documentation or further supplement his/her response to the agency before EPL is denied. An
agency may conditionally approve use of EPL pending receipt of supplemental documentation and other information as
required under the first sentence of this NOTE; however, it must ensure that the employee understands his/her
obligations to resolve the overpayment of leave if the agency’s final decision is to deny the leave.

Additional Information

For additional information on the rules governing EPL (including conditions and limitations), go to
https://www.chcoc.gov/content/covid-19-emergency-paid-leave.

Note to agencies: Any agency form based on this template must include an appropriate Privacy Act Statement
as required by 5 U.S.C. 552a(e)(3).
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(5745 American Rescue Plan Act of 2021 (H.R. 1319)

N Emergency Paid Leave Determination

Regular Full-Time Employee

Whose Leave Payment Equals the Employee's Hourly Adjusted Rate of Basic Pay

80 | Hoursin biweekly tour of duty (tour established for leave-charging purposes)

025 | choose hourly Increment (0.01 (6/10ths minute), 0.10 (6 minutes), or 25 (15 minutes)

52800 | Biweekly limit on value of EPL

87,108 | Employee’s annual adjusted rate of basic pay (including locality pay,special rate supplement (SRS),or equivalent
0 basic pay supplement. See OPM Website or block 7 of your LES.)

$4178 | Employee's hourly adjusted rate of basic pay (hourly leave payment)

$2,709.26 | Maximum leave payment

- Number of EPL hours permitted per pay period (rounded down to next lowest hourly increment)







example 1


			RECORD OF EMPLOYEE'S USE OF COVID-19 EMERGENCY PAID LEAVE (EPL)																																	version date:						4/30/21


			(Applying Aggregate Limit)


															 = input cell





												Hours in 									Applic.									Aggregate			Unused			Converted									Aggregate


			 Biweekly Pay Periods									Biweekly			Hourly						Agg.						EPL Hrs			EPL Hrs			Balance			Unused						Weeks			Weeks


			Beg.			End						Tour			Increment						Limit						Used**			Used			of EPL Hrs			Balance						Used			Used





			2/28/21			3/13/21			*			40			0.10						300						8.00			8.00			292.00						*			0.4000			0.4000


			3/14/21			3/27/21						40			0.10						300						40.00			48.00			252.00									2.0000			2.4000


			3/28/21			4/10/21						40			0.10						300						36.20			84.20			215.80									1.8100			4.2100


			4/11/21			4/24/21						40			0.10						300						40.00			124.20			175.80									2.0000			6.2100


			4/25/21			5/8/21						40			0.10						300						40.00			164.20			135.80									2.0000			8.2100


			5/9/21			5/22/21						40			0.10						300						26.60			190.80			109.20									1.3300			9.5400


			5/23/21			6/5/21						40			0.10						300						40.00			230.80			69.20			138.4						2.0000			11.5400


			6/6/21			6/19/21						80			0.10						600						80.00			310.80			58.40									2.0000			13.5400


			6/20/21			7/3/21						80			0.10						600						24.00			334.80			34.40									0.6000			14.1400


			7/4/21			7/17/21						80			0.10						600						24.00			358.80			10.40									0.6000			14.7400


			7/18/21			7/31/21						80			0.10						600						10.40			369.20			0.00									0.2600			15.0000


			8/1/21			8/14/21						80			0.10						600						0.00			369.20			0.00									0.0000			15.0000


			8/15/21			8/28/21						80			0.10						600						0.00			369.20			0.00									0.0000			15.0000


			8/29/21			9/11/21						80			0.10						600						0.00			369.20			0.00									0.0000			15.0000


			9/12/21			9/25/21						80			0.10						600						0.00			369.20			0.00									0.0000			15.0000


			9/26/21			10/9/21			*			80			0.10						600						0.00			369.20			0.00						*			0.0000			15.0000





			* EPL may be used only																								** Red error cell if the available															15.0000


			  during March 11 through																								    balance does not cover leave use.  															weeks


			  September 30, 2021.





			NOTES:


			1. Amount of leave used may not exceed covered tour hours.


			     Fewer covered tour hours in first and last partial biweekly pay periods, 


			     since EPL available March 11-September 30.


			2. Worksheet automatically converts unused balance


			     to a proportional equivalent balance when an 


			     employee has a change in tour of duty.  


			3. 600 hours for regular full-time employees equates


			     to fewer hours for part-time employees, but the 


			     maximum weeks of EPL is the same.


			4. Input cells are unprotected.  All other cells should be


			     protected by selecting Review-Protect Sheet.








example 2


			RECORD OF EMPLOYEE'S USE OF COVID-19 EMERGENCY PAID LEAVE (EPL)																																	version date:						4/30/21


			(Applying Aggregate Limit)


															 = input cell





												Hours in 									Applic.									Aggregate			Unused			Converted									Aggregate


			 Biweekly Pay Periods									Biweekly			Hourly						Agg.						EPL Hrs			EPL Hrs			Balance			Unused						Weeks			Weeks


			Beg.			End						Tour			Increment						Limit						Used**			Used			of EPL Hrs			Balance						Used			Used





			2/28/21			3/13/21			*			80			0.10						600						8.00			8.00			592.00						*			0.2000			0.2000


			3/14/21			3/27/21						80			0.10						600						80.00			88.00			512.00									2.0000			2.2000


			3/28/21			4/10/21						80			0.10						600						72.40			160.40			439.60									1.8100			4.0100


			4/11/21			4/24/21						80			0.10						600						80.00			240.40			359.60									2.0000			6.0100


			4/25/21			5/8/21						80			0.10						600						80.00			320.40			279.60									2.0000			8.0100


			5/9/21			5/22/21						80			0.10						600						53.20			373.60			226.40									1.3300			9.3400


			5/23/21			6/5/21						80			0.10						600						80.00			453.60			146.40									2.0000			11.3400


			6/6/21			6/19/21						80			0.10						600						80.00			533.60			66.40									2.0000			13.3400


			6/20/21			7/3/21						80			0.10						600						24.00			557.60			42.40									0.6000			13.9400


			7/4/21			7/17/21						80			0.10						600						24.00			581.60			18.40									0.6000			14.5400


			7/18/21			7/31/21						80			0.10						600						18.40			600.00			0.00									0.4600			15.0000


			8/1/21			8/14/21						80			0.10						600						0.00			600.00			0.00									0.0000			15.0000


			8/15/21			8/28/21						80			0.10						600						0.00			600.00			0.00									0.0000			15.0000


			8/29/21			9/11/21						80			0.10						600						0.00			600.00			0.00									0.0000			15.0000


			9/12/21			9/25/21						80			0.10						600						0.00			600.00			0.00									0.0000			15.0000


			9/26/21			10/9/21			*			80			0.10						600						0.00			600.00			0.00						*			0.0000			15.0000





			* EPL may be used only																								** Red error cell if the available															15.0000


			  during March 11 through																								    balance does not cover leave use.  															weeks


			  September 30, 2021.





			NOTES:


			1. Amount of leave used may not exceed covered tour hours.


			     Fewer covered tour hours in first and last partial biweekly pay periods, 


			     since EPL available March 11-September 30.


			2. Worksheet automatically converts unused balance


			    to a proportional equivalent balance when an 


			    employee has a change in tour of duty.  


			3. 600 hours for regular full-time employees equates


			    to fewer hours for part-time employees, but the 


			    maximum weeks of EPL is the same.


			4. Input cells are unprotected.  All other cells should be


			     protected by selecting Review-Protect Sheet.










Defense Finance and Accounting Service GHAS

Emergency Paid Leave

The American Rescue Plan Act of 2021 (H.R.1319) allows emergency paid leave for certain COVID-19-related qualifying
circumstances and is subject to fund availability. The emergency paid leave is funded by a $570 million Emergency Federal
Employee Leave Fund administered by OPM for Title 5 employees. The Department of Veterans Affairs has an $80 million
Emergency Federal Employee Leave Fund administered by OPM for Title 38 medical professional employees.

TO USE EMERGENCY LEAVE:

e Employees must be unable to work, including telework
e Leave must be used during scheduled work hours

e Employees do not have to exhaust other leave

e May request retroactively back to March 11, 2021

o Leave eligibility will expire September 30, 2021

e Employees should use leave code 'LVDW' to properly report time and attendance

QUALIFYING CIRCUMSTANCES INCLUDE:

e Subject to a Federal, State, or local quarantine or isolation
order

e Advised by a health care provider to self-quarantine

e Caring for an individual who is subject to such an order or
has been so advised

e Experiencing symptoms and seeking a medical diagnosis

e Experiencing any other substantially similar condition

Caring for a son or daughter whose school or place of care
has been closed or whose childcare provider is unavailable

Caring for a family member with a mental or physical
disability or who is 55 years or older

Obtaining immunization (up to Agency discretion) or is
recovering from any injury, disability, illness, or condition
related to such immunization

EMERGENCY PAID LEAVE GUIDELINES:

e Leave is paid at the same rate as other paid leave

e Total amount of leave allowed is 600 hours for a full time
employee (prorated for part-time)

e Total amount of leave payment, including premium pays,
cannot exceed $2,800 per biweekly pay period

e Any emergency paid leave reduces the total amount of
creditable service used to calculate any Federal civilian
retirement annuity benefit

Agencies are responsible for determining employee
eligibility and proper timecard reporting

Calculator is available at https://www.dfas.mil/
CivilianEmployees/COVID-19-Emergency-Paid-Leave/to
assist agencies and employees with this calculation

Payment of emergency paid leave subject to fund
availability, if money is exhausted from fund, employees
must correct timecards to apply other paid leave or non-
paid time off

REQUESTING REIMBURSEMENT PROCEDURES:

e Reimbursement Process will be handled at the
Department level for the Department of Defense. DFAS
will work directly with OUSD(C) to certify and submit
reimbursement payments using the reported time and
attendance.

Non-DoD customers will be handled by their respective
agency. DFAS will provide a Report with reimbursement
data for assistance.

For more information, check out the OPM website:





https://www.dfas.mil/CivilianEmployees/COVID-19-Emergency-Paid-Leave/
















Instructions

				version date: 5-4-21

		General Instructions - COVID-19 Emergency Paid Leave (EPL) Biweekly Limit Worksheets

		1.		This Excel workbook contains worksheets to assist in applying the biweekly limit on number of emergency paid leave (EPL) hours an employee may be granted in a biweekly pay period.  Each worksheet deals a different scenario.  Not all possible scenarios (or combination of scenarios) are addressed.

		2.		Some employees receive special payments as part of their leave payments.  These special payments result in various scenarios addressed in the worksheets.

		3.		In any biweekly pay period, an employee may be credited with hours of emergency paid leave only to the extent that the total amount of the payment for such leave does not exceed—
• $2,800 for each full-time employee (including both regular full-time employees with an 80-hour biweekly tour of duty or employees with an uncommon tour of duty); or
• a proportionally equivalent biweekly limit for a part-time employee (for example, $1,400 for a part-time employee who has a 40-hour biweekly tour instead of a full-time 80-hour biweekly tour, since 40/80 x $2,800 = $1,400).

		4.		Since leave is used in hourly units (including fractional increments of an hour), an hourly value must be established for leave payments under the various scenarios in order to apply the EPL biweekly limit.  For leave payments where there is a regular rate assigned to each hour (which may reflect a percentage-based locality payment, special rate supplement, cost-of-living allowance, or post differential), the hourly leave rate is that regular rate.  For leave payments for LEAP recipients, AUO pay recipients, firefighters, and Border Patrol agents, each leave hour is considered to have an equal dollar value derived by determining the total "regular (recurring) pay" an employee would receive if working the entire biweekly pay period (subject to any premium pay cap) and dividing that total by the number of hours in the employee's tour of duty established for leave charging purposes.  For scenarios where a nightwork differential is provided only for certain nightwork hours, the hourly leave payment will reflect the applicable nightwork differential only for nightwork hours. 

		5.		If, in a biweekly pay period, an employee has a mix of work hours, EPL hours, and other paid leave hours covering all hours in the employee's tour of duty established for leave purposes, the total pay received by the employee should equal the pay the employee would received for working the entire pay period based on the employee's regular tour and regular pay entitlements--except that paid leave payments must exclude Sunday pay and may exclude night pay under 5 U.S.C. 5545(a).  (EPL is paid at the same rate as annual leave.)  The leave payment rate described in row 4 is used solely to apply the biweekly limit.  For some scenarios, due to rounding, it would not necessarily produce the exact (to the penny) regular total pay for a biweekly pay period as described in this row 5.

		6.		For each scenario, users must input specified data in input cells, which are identifed by a red border.  Other cells are populated based on the inputted data.  

		7.		For most of the worksheets, the maximum number of EPL hours is shown in a yellow-highlighted cell.  

		8.		For the worksheets dealing with a nightwork differential, the yellow-highlighted cell shows the number of EPL hours being claimed, rather than showing the maximum number of EPL hours.  If the EPL being claimed exceeds the maximum EPL hours allowed, then an ERROR message will appear in the yellow-highlighted cell.  (These worksheets require a trial-and-error approach to entering EPL hours, since the leave hours can be at different rates, which results in different possible outcomes depending on the number of hours at each rate.)

		9.		The worksheets make reference to the "hourly increment."  This refers to the increments (fractions) of an hour used in the employee's timekeeping system for pay and leave purposes.  The increment is generally either 6 minutes or 15 minutes, which equates to a decimal fraction of 0.10 or 0.25, respectively.























reg FT simple

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																        version date:		4/30/21



				Regular Full-Time Employee

				    Whose Leave Payment Equals the Employee's Hourly Adjusted Rate of Basic Pay



				80				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$2,800				Biweekly limit on value of EPL

																				Example:  GS-13, step 3 annual locality rate in DC = $110,603

				$110,603				Employee's annual adjusted rate of basic pay (including locality pay, special rate supplement (SRS), or equivalent basic pay supp.)

				$53.00				Employee's hourly adjusted rate of basic pay (hourly leave payment) 

				52.75				Number of EPL hours permitted (rounded down to next lowest hourly increment)

				$2,795.75				Maximum leave payment

						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.







reg FT-PT simple

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																        version date:		4/30/21



				Regular Full-Time or Part-Time Employee

				    Whose Leave Payment Equals the Employee's Hourly Adjusted Rate of Basic Pay



				40				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$1,400				Biweekly limit on value of EPL

																				Example:  GS-13, step 3 annual locality rate in DC = $110,603

				$110,603				Employee's annual adjusted rate of basic pay (including locality pay, special rate supplement (SRS), or equivalent basic pay supp.)

				$53.00				Employee's hourly adjusted rate of basic pay (hourly leave payment)

				26.25				Number of EPL hours permitted (rounded down to next lowest hourly increment)

				$1,391.25				Maximum leave payment

						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.





uncommon tour-FF

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																        version date:		5/4/21



				Employee with Uncommon Tour of Duty (in 48 Contiguous States)

				      (as defined in 5 CFR 630.201 and 630.210; for employees receiving standby duty premium pay or firefighters under 5 U.S.C. 5545b)



				144				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$2,800				Biweekly limit on value of EPL (no proportional adjustment; $2,800 for all full-time employees)

				$3,294.42				Employee's regular biweekly pay for uncommon tour												(See B34 if 24-hour shift firefigher. See B52 or B60 if 40+16 firefighter.)

				$22.88				Hourly leave payment rate



				122.25				Number of EPL hours permitted (rounded down to next lowest hourly increment)

				$2,797.08				Maximum leave payment



						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.

				24-hour shift firefighter compensated under 5 U.S.C. 5545b and 5 CFR part 550, subpart M



				N				FLSA nonexempt (N) or exempt (E)?

				$55,712				Annual adjusted rate of basic pay (including locality pay or SRS)												Example: GS-7, step 5, locality rate in DC = $55,712

				20.21				Firefighter hourly rate												annual rate / 2756

				144				Hours in uncommon tour during biweekly pay period

				106				Biweekly overtime threshold

				$2,142.26				Total nonovertime basic pay

								Total overtime pay for overtime hours in uncommon tour:												Example:  GS-10, step 1, locality rate in DC = $66,216

				$1,152.16				   ��  if FLSA-nonexempt (N)										$66,216.00		 = annual GS-10, step 1, rate (including locality pay or SRS)

								   ��  if FLSA-exempt (E)*										$31.73		 = GS-10, step 1, hourly rate based on 2087 divisor

																		$47.60		 = GS-10, step 1, overtime rate

				$3,294.42				Total regular pay for uncommon tour										$47.60		 = greater of 10/1 OT rate and FF basic rate

																		$30.32		 = FF OT rate (uncapped)

										*		Cell B32 does not consider possibility of biweekly premium pay cap limiting title 5 overtime pay.

				40+16 firefighter compensated under 5 U.S.C. 5545b and 5 CFR part 550, subpart M (see 5 CFR 550.1303(b))

				E				FLSA nonexempt (N) or exempt (E)?

				$130,000				Annual adjusted rate of basic pay (including locality pay or SRS)												Example: GS-12, step 5, locality rate in DC = $98,827

				$62.29				Hourly adjusted rate of basic pay (for basic 40-hr workweek)												annual rate / 2087

				$47.17				Firefighter hourly rate (for hours beyond basic 40-hr workweek)												annual rate / 2756

				112				Hours in uncommon tour during biweekly pay period

				106				Biweekly overtime threshold

				$6,209.62				Total nonovertime basic pay

								Total overtime pay for overtime hours in uncommon tour:												Example:  GS-10, step 1, locality rate in DC = $66,216

								   ��  if FLSA-nonexempt (N)										$66,216.00		 = applicable annual GS-10, step 1, rate (including locality pay or SRS)

				$285.60				   ��  if FLSA-exempt (E) (if no biweekly cap)*										$31.73		 = GS-10, step 1, hourly rate based on 2087 divisor

																		$47.60		 = GS-10, step 1, overtime rate

				$6,495.22				Total regular pay for uncommon tour										$47.60		 = greater of 10/1 OT rate and FF basic rate

								Insert in B10 unless > biweekly limit in B58.										$70.76		 = FF OT rate (uncapped)

										*		Cell B50 does not consider possibility of biweekly premium pay cap limiting title 5 overtime pay.

										**		Find applicable biweekly limit at https://www.opm.gov/policy-data-oversight/pay-leave/pay-administration/#url=Biweekly-Pay-Caps

				$6,612.00				Biweekly premium pay cap applicable to employee**

								If total in B52 > B58, then total in B58 must be inserted in B10.





LEAP

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																        version date:		4/30/21



				Employee receiving Law Enforcement Availability Pay (LEAP) in 48 Continguous States

				      (see 5 U.S.C. 5545a and 5 CFR 550.181-550.187)



				80				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$2,800				Biweekly limit on value of EPL (no proportional adjustment; $2,800 for all full-time employees)



				$117,516				Employee's annual adjusted rate of basic pay (including locality pay or SSR)														Example:  GS-13, step 5, locality rate in DC = $117,516

				$56.31				Employee's hourly adjusted rate of basic pay

				$6,612.00				Biweekly premium pay cap*										Note: Payroll providers may have different methods of computing LEAP

																		Alternative Method

				$14.08				LEAP as hourly rate (25% of basic rate, uncapped) 										$5,631.00		Employee's regular biweekly pay (basic pay + LEAP)

				$1,126.40				Payable LEAP under biweekly premium pay cap										70.39		Hourly leave payment rate

				$70.39				Hourly leave payment rate



				39.75				Number of EPL hours permitted (rounded down to next lowest hourly increment)

				$2,798.00				Maximum leave payment

												*		https://www.opm.gov/policy-data-oversight/pay-leave/pay-administration/#url=Biweekly-Pay-Caps

														Note:  This model assumes there is no LWOP.  See cell B15.

						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.





reg FT-PT COLA-PD

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																        version date:		4/30/21



				Regular Full-Time or Part-Time Employee (outside 48 Contiguous States)

				    Who Receives a Cost-of-Living Allowance and/or Post Differential



				40				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$1,400				Biweekly limit on value of EPL

																						Example:  GS-13, step 3, locality rate in Honolulu = $101,346

				$101,346				Employee's annual adjusted rate of basic pay (including locality pay, special rate supplement (SRS), or equivalent basic pay supp.)

				$48.56				Employee's hourly adjusted rate of basic pay



				10.28%				Nonforeign cost-of-living allowance (COLA) percentage														Example:  10.28% COLA in Honolulu

								Post differential (PD) percentage (payable percentage if offset by COLA)

																						Note: Payroll providers may have different methods of computing biweekly COLA/PD

				$53.55				Employee's hourly leave payment (reflecting COLA/PD)



				26.00				Number of EPL hours permitted (rounded down to next lowest hourly increment)

				$1,392.30				Maximum leave payment

						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.





FWS night shift diff

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																						        version date:		4/30/21



				Federal Wage System Employee Receiving Night Shift Differential

				    Whose Leave Payment Equals the Employee's Hourly Adjusted Rate of Basic Pay Including Applicable Night Shift Differential



				80				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$2,800				Biweekly limit on value of EPL

																						Example:  WG-10, step 5, in the Washington, DC wage area at $34.50 per hour

				$34.50				Employee's hourly wage rate

				0				Total hours in biweekly pay period scheduled to generate no night shift differential

				0				Hours to be covered by EPL

				$0.00				Pay for hours worked without night shift differential





				7.5%				Second shift night shift differential for majority of hours worked between 3 pm and midnight*

				40				Total hours in biweekly pay period scheduled to generate 7.5 percent night shift differential

				40				Number of such hours covered by EPL

				$37.09				Hourly rate for leave purposes including 7.5 percent night shift differential as basic pay

				$1,483.60				Pay for EPL hours with 7.5 percent night shift differential



				10.0%				Third shift night shift differential for majority of hours worked between 11 pm and 8 am**

				40				Total hours in biweekly pay period scheduled to generate 10 percent night shift differential

				34.5				Number of such hours covered by EPL

				$37.95				Hourly rate for leave purposes including 10 percent night shift differential as basic pay

				$1,309.28				Pay for EPL hours with 10 percent night shift differential



				$2,792.88				Total value of EPL payments						(red cell & font marks error  if above amount in B8:								$2,800		)



				74.5				Number of EPL hours claimed (sum of EPL hours entered if valid total)

								  (if "ERROR", need to reduce EPL hours)



								NOTE:  To determine maximum permissible number of EPL hours under the biweekly limit, use trial and error method   

								of adjusting EPL hours in cells B12, B18, and B24, as applicable, to achieve highest permissible value in cell B30 (before error generated).

				*				7.5% night shift differential applies if majority of nonovertime hours in a shift are in the 3:00 pm-12:00 midnight timeframe. 

				**				10% night shift differential applies if majority of nonovertime hours in a shift are in the 11:00 pm-8:00 am timeframe. 

						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.







Border Patrol OT supp

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																        version date:		5/4/21



				Border Patrol Agent Receiving Overtime Supplement in 48 Continguous States

				      (see 5 U.S.C. 5550a and 5 CFR subpart P)



				80				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$2,800				Biweekly limit on value of EPL (no proportional adjustment; $2,800 for all full-time employees)



				$117,516				Employee's annual adjusted rate of basic pay (including locality pay or SSR)														Example:  GS-13, step 5, locality rate in DC = $117,516

				$56.31				Employee's hourly adjusted rate of basic pay

				$6,612.00				Biweekly premium pay cap*

																		Note: An alternative method of computing the BPOS may be used.  

				25.0%				Border Patrol Overtime Supplement (BPOS) (12.5% or 25%)										Alternative Method

				$14.08				BPOS as hourly rate (applicable % of basic rate, uncapped) 										$5,631.00		Employee's regular biweekly pay (basic pay + BPOS)

				$1,126.40				Payable BPOS under biweekly premium pay cap										70.39		Hourly leave payment rate

				$70.39				Hourly leave payment rate



				39.75				Number of EPL hours permitted (rounded down to next lowest hourly increment)

				$2,798.00				Maximum leave payment

												*		https://www.opm.gov/policy-data-oversight/pay-leave/pay-administration/#url=Biweekly-Pay-Caps

														Note:  This model assumes there is no LWOP.  See cell B16.

						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.





reg FT-PT night pay

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																        version date:		5/4/21



				Regular Full-Time or Part-Time Employee

				     Who Receives Night Pay under 5 U.S.C. 5545(a) and 5 CFR 550.121-550.122



				80				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$2,800				Biweekly limit on value of EPL

																				Example:  GS-13, step 3 annual locality rate in DC = $110,603

				$110,603				Employee's annual adjusted rate of basic pay (including locality pay, special rate supplement (SRS), or equivalent basic pay supp.)

				$53.00				Employee's hourly adjusted rate of basic pay (hourly leave payment)



				10%				Night pay percentage

				$58.30				Leave hourly rate when night pay payable

				7				Scheduled hours when night pay payable during EPL* 												[must be less than 8 hours, since total night pay leave hours must be less than 8)

				see NOTE below																								see 5 CFR 550.122(b)

				45				EPL  hours during which night pay is not payable





				$2,793.10				Total value of EPL payments						(red cell & font marks error  if above amount in B8:								$2,800		)



				52				Number of EPL hours claimed (sum of EPL hours entered if valid total)

								  (if "ERROR", need to reduce EPL hours)



								NOTE:  To determine maximum permissible number of EPL hours under the biweekly limit, use trial and error method   

								of adjusting EPL hours in cells B15 and B17, as applicable, to achieve highest permissible value in cell B22 (before error generated).

								EPL hours must use the hourly increment in B7.







						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.



				*				Night pay for leave hours applies only when an employee has less than 8 combined hours of the follwing types of leave

								in the given biweekly pay period:  annual leave, sick leave, home leave, shore leave, or EPL.  See 5 CFR 550.122(b).

								Night pay applies only to regularly scheduled (i.e., scheduled in advance of the workweek) nightwork hours

								between 6 pm and 6 am.  See 5 CFR 550.121(a).







AUO

				Applying Biweekly Limit on Emergency  Paid Leave (EPL)																        version date:		5/4/21



				Employee Receving Administratively Uncontrollable Overtime (AUO) Pay 

				      (see 5 U.S.C. 5545(c)(2) and 5 CFR 550.151-550.164)



				80				Hours in biweekly tour of duty (tour established for leave-charging purposes)

				0.25				Hourly increment (0.10 or 0.25, 6 minutes or 15 minutes, respectively)

				$2,800				Biweekly limit on value of EPL (no proportional adjustment; $2,800 for all full-time employees)



				$117,516				Employee's annual adjusted rate of basic pay (including locality pay or SSR)														Example:  GS-13, step 5, locality rate in DC = $117,516

				$56.31				Employee's hourly adjusted rate of basic pay

				$6,612.00				Biweekly premium pay cap*

																		Note: An alternative method of computing AUO pay may be used.  

				25.0%				AUO percentage (10-25%)										Alternative Method

				$14.08				AUO pay as hourly rate (applicable % of basic rate, uncapped) 										$5,631.00		Employee's regular biweekly pay (basic pay + BPOS)

				$1,126.40				Payable AUO pay under biweekly premium pay cap										70.39		Hourly leave payment rate

				$70.39				Hourly leave payment rate



				39.75				Number of EPL hours permitted (rounded down to next lowest hourly increment)

				$2,798.00				Maximum leave payment

												*		https://www.opm.gov/policy-data-oversight/pay-leave/pay-administration/#url=Biweekly-Pay-Caps

														Note:  This model assumes there is no LWOP.  See cell B16.

						 = input cell

								Input cells are unprotected.  All other cells should be protected by selecting Review-Protect Sheet.






example 1

		RECORD OF EMPLOYEE'S USE OF COVID-19 EMERGENCY PAID LEAVE (EPL)																						version date:				4/30/21

		(Applying Aggregate Limit)

										 = input cell



								Hours in 						Applic.						Aggregate		Unused		Converted						Aggregate

		 Biweekly Pay Periods						Biweekly		Hourly				Agg.				EPL Hrs		EPL Hrs		Balance		Unused				Weeks		Weeks

		Beg.		End				Tour		Increment				Limit				Used**		Used		of EPL Hrs		Balance				Used		Used



		2/28/21		3/13/21		*		40		0.10				300				8.00		8.00		292.00				*		0.4000		0.4000

		3/14/21		3/27/21				40		0.10				300				40.00		48.00		252.00						2.0000		2.4000

		3/28/21		4/10/21				40		0.10				300				36.20		84.20		215.80						1.8100		4.2100

		4/11/21		4/24/21				40		0.10				300				40.00		124.20		175.80						2.0000		6.2100

		4/25/21		5/8/21				40		0.10				300				40.00		164.20		135.80						2.0000		8.2100

		5/9/21		5/22/21				40		0.10				300				26.60		190.80		109.20						1.3300		9.5400

		5/23/21		6/5/21				40		0.10				300				40.00		230.80		69.20		138.4				2.0000		11.5400

		6/6/21		6/19/21				80		0.10				600				80.00		310.80		58.40						2.0000		13.5400

		6/20/21		7/3/21				80		0.10				600				24.00		334.80		34.40						0.6000		14.1400

		7/4/21		7/17/21				80		0.10				600				24.00		358.80		10.40						0.6000		14.7400

		7/18/21		7/31/21				80		0.10				600				10.40		369.20		0.00						0.2600		15.0000

		8/1/21		8/14/21				80		0.10				600				0.00		369.20		0.00						0.0000		15.0000

		8/15/21		8/28/21				80		0.10				600				0.00		369.20		0.00						0.0000		15.0000

		8/29/21		9/11/21				80		0.10				600				0.00		369.20		0.00						0.0000		15.0000

		9/12/21		9/25/21				80		0.10				600				0.00		369.20		0.00						0.0000		15.0000

		9/26/21		10/9/21		*		80		0.10				600				0.00		369.20		0.00				*		0.0000		15.0000



		* EPL may be used only																** Red error cell if the available										15.0000

		  during March 11 through																    balance does not cover leave use.  										weeks

		  September 30, 2021.



		NOTES:

		1. Amount of leave used may not exceed covered tour hours.

		     Fewer covered tour hours in first and last partial biweekly pay periods, 

		     since EPL available March 11-September 30.

		2. Worksheet automatically converts unused balance

		     to a proportional equivalent balance when an 

		     employee has a change in tour of duty.  

		3. 600 hours for regular full-time employees equates

		     to fewer hours for part-time employees, but the 

		     maximum weeks of EPL is the same.

		4. Input cells are unprotected.  All other cells should be

		     protected by selecting Review-Protect Sheet.





example 2

		RECORD OF EMPLOYEE'S USE OF COVID-19 EMERGENCY PAID LEAVE (EPL)																						version date:				4/30/21

		(Applying Aggregate Limit)

										 = input cell



								Hours in 						Applic.						Aggregate		Unused		Converted						Aggregate

		 Biweekly Pay Periods						Biweekly		Hourly				Agg.				EPL Hrs		EPL Hrs		Balance		Unused				Weeks		Weeks

		Beg.		End				Tour		Increment				Limit				Used**		Used		of EPL Hrs		Balance				Used		Used



		2/28/21		3/13/21		*		80		0.10				600				8.00		8.00		592.00				*		0.2000		0.2000

		3/14/21		3/27/21				80		0.10				600				80.00		88.00		512.00						2.0000		2.2000

		3/28/21		4/10/21				80		0.10				600				72.40		160.40		439.60						1.8100		4.0100

		4/11/21		4/24/21				80		0.10				600				80.00		240.40		359.60						2.0000		6.0100

		4/25/21		5/8/21				80		0.10				600				80.00		320.40		279.60						2.0000		8.0100

		5/9/21		5/22/21				80		0.10				600				53.20		373.60		226.40						1.3300		9.3400

		5/23/21		6/5/21				80		0.10				600				80.00		453.60		146.40						2.0000		11.3400

		6/6/21		6/19/21				80		0.10				600				80.00		533.60		66.40						2.0000		13.3400

		6/20/21		7/3/21				80		0.10				600				24.00		557.60		42.40						0.6000		13.9400

		7/4/21		7/17/21				80		0.10				600				24.00		581.60		18.40						0.6000		14.5400

		7/18/21		7/31/21				80		0.10				600				18.40		600.00		0.00						0.4600		15.0000

		8/1/21		8/14/21				80		0.10				600				0.00		600.00		0.00						0.0000		15.0000

		8/15/21		8/28/21				80		0.10				600				0.00		600.00		0.00						0.0000		15.0000

		8/29/21		9/11/21				80		0.10				600				0.00		600.00		0.00						0.0000		15.0000

		9/12/21		9/25/21				80		0.10				600				0.00		600.00		0.00						0.0000		15.0000

		9/26/21		10/9/21		*		80		0.10				600				0.00		600.00		0.00				*		0.0000		15.0000



		* EPL may be used only																** Red error cell if the available										15.0000

		  during March 11 through																    balance does not cover leave use.  										weeks

		  September 30, 2021.



		NOTES:

		1. Amount of leave used may not exceed covered tour hours.

		     Fewer covered tour hours in first and last partial biweekly pay periods, 

		     since EPL available March 11-September 30.

		2. Worksheet automatically converts unused balance

		    to a proportional equivalent balance when an 

		    employee has a change in tour of duty.  

		3. 600 hours for regular full-time employees equates

		    to fewer hours for part-time employees, but the 

		    maximum weeks of EPL is the same.

		4. Input cells are unprotected.  All other cells should be

		     protected by selecting Review-Protect Sheet.






Defense Finance and Accounting Service GHAS

Emergency Paid Leave

The American Rescue Plan Act of 2021 (H.R.1319) allows emergency paid leave for certain COVID-19-related qualifying
circumstances and is subject to fund availability. The emergency paid leave is funded by a $570 million Emergency Federal
Employee Leave Fund administered by OPM for Title 5 employees. The Department of Veterans Affairs has an $80 million
Emergency Federal Employee Leave Fund administered by OPM for Title 38 medical professional employees.

TO USE EMERGENCY LEAVE:

e Employees must be unable to work, including telework
e Leave must be used during scheduled work hours

e Employees do not have to exhaust other leave

e May request retroactively back to March 11, 2021

o Leave eligibility will expire September 30, 2021

e Employees should use leave code 'LVDW' to properly report time and attendance

QUALIFYING CIRCUMSTANCES INCLUDE:

e Subject to a Federal, State, or local quarantine or isolation
order

e Advised by a health care provider to self-quarantine

e Caring for an individual who is subject to such an order or
has been so advised

e Experiencing symptoms and seeking a medical diagnosis

e Experiencing any other substantially similar condition

Caring for a son or daughter whose school or place of care
has been closed or whose childcare provider is unavailable

Caring for a family member with a mental or physical
disability or who is 55 years or older

Obtaining immunization (up to Agency discretion) or is
recovering from any injury, disability, illness, or condition
related to such immunization

EMERGENCY PAID LEAVE GUIDELINES:

e Leave is paid at the same rate as other paid leave

e Total amount of leave allowed is 600 hours for a full time
employee (prorated for part-time)

e Total amount of leave payment, including premium pays,
cannot exceed $2,800 per biweekly pay period

e Any emergency paid leave reduces the total amount of
creditable service used to calculate any Federal civilian
retirement annuity benefit

Agencies are responsible for determining employee
eligibility and proper timecard reporting

Calculator is available at https://www.dfas.mil/
CivilianEmployees/COVID-19-Emergency-Paid-Leave/to
assist agencies and employees with this calculation

Payment of emergency paid leave subject to fund
availability, if money is exhausted from fund, employees
must correct timecards to apply other paid leave or non-
paid time off

REQUESTING REIMBURSEMENT PROCEDURES:

e Reimbursement Process will be handled at the
Department level for the Department of Defense. DFAS
will work directly with OUSD(C) to certify and submit
reimbursement payments using the reported time and
attendance.

Non-DoD customers will be handled by their respective
agency. DFAS will provide a Report with reimbursement
data for assistance.

For more information, check out the OPM website:




https://www.dfas.mil/CivilianEmployees/COVID-19-Emergency-Paid-Leave/
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The Director

MEMORANDUM FOR: HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES
From: Kathleen M. McGettigan, Acting Director
Subject: COVID-19 Emergency Paid Leave

On March 11, 2021, President Biden signed into law the American Rescue Plan Act of 2021
(Public Law 117-2). The Act included provisions authorizing emergency paid leave (EPL) for
covered Federal employees in specified qualifying circumstances through special funds.

The EPL provision in section 4001 of the Act is administered by the U.S. Office of Personnel
Management (OPM). The attachments to this memorandum provide necessary guidance,
including a high-level summary of key features, detailed guidance, templates, and answers to
frequently asked questions.

OPM also has responsibility to provide detailed guidance on implementing the retirement
provisions in the EPL authorities administered by OPM, the Federal Aviation Administration, the
Transportation Security Administration, and the U.S. Department of Veterans Affairs. That
guidance is being provided in a separately issued Benefits Administration Letter.

In addition, OPM is issuing separately another Benefits Administration Letter providing detailed
instructions to agencies on submitting reimbursement claims to the OPM-administered Fund
established under section 4001 of the Act.

Additional Information

Agency headquarters-level human resources offices may contact OPM at pay-leave-
policy@opm.gov with their questions. Agency field offices should contact their appropriate
headquarters-level agency human resources office. Employees should contact their agency
human resources office for further information on this memorandum.

cc: Chief Human Capital Officers (CHCOs), Deputy CHCOs, Human Resources Directors, and
Work-Life Coordinators

Attachments (See 508-conformant PDFs below)

o Attachment 1: Summary of Key Features

Attachment 2: Guidance on COVID-19 Emergency Paid Leave
Attachment 3: Template: Employee Notification and Leave Request Form
Attachment 4: Template: Employee Agreement

Attachment 5: Answers to Frequently Asked Questions

https://www.chcoc.gov/print/9597 1/2
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Related Benefits Administration Letters (BALs) posted at

https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/

o BAL 21-102, “The American Rescue Plan Act of 2021—Emergency Paid Leave Effect on
Retirement”

* BAL 21-303, “COVID-19 Emergency Paid Leave Reimbursement”

Attachment(s):

| Attachment 1 COVID-19 Emergency Paid Leave Key Features.pdf

1] Attachment 2 Guidance on COVID-19 Emergency Paid Leave.pdf

4 Attachment 3 Template - Request to Use COVID-19 Emergency Paid Leave.pdf

M Attachment 4 Template - COVID-19 Emergency Paid Leave Employee Agreement.pdf
| Attachment 5 COVID-19 Emergency Paid Leave Questions and Answers.pdf

https://www.chcoc.gov/print/9597 2/2
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https://www.chcoc.gov/sites/default/files/Attachment%202%20Guidance%20on%20COVID-19%20Emergency%20Paid%20Leave.pdf

https://www.chcoc.gov/sites/default/files/Attachment%203%20Template%20-%20Request%20to%20Use%20COVID-19%20Emergency%20Paid%20Leave.pdf

https://www.chcoc.gov/sites/default/files/Attachment%204%20Template%20-%20COVID-19%20Emergency%20Paid%20Leave%20Employee%20Agreement.pdf

https://www.chcoc.gov/sites/default/files/Attachment%205%20COVID-19%20Emergency%20Paid%20Leave%20Questions%20and%20Answers.pdf
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Attachment 1

Summary of Key Features
COVID-19 Emergency Paid Leave (EPL) Section
4001 of the American Rescue Plan Act of 2021
(Public Law 117-2, March 11, 2021)

Note: This is a high-level summary and must be read with the detailed information in OPM’s “Guidance on COVID-19

Emergency Paid Leave” to properly implement the authority.

General Information

$570 million fund administered by OPM.

EPL authorized only if paid out of the Fund.

Covers employees under the title 5 annual leave and sick leave program plus employees of the
United States Postal Service, the Postal Regulatory Commission, the Public Defender Service for
the District of Columbia, and the District of Columbia Courts.

Applies to qualifying leave taken during period from March 11 through September 30, 2021.

8 qualifying circumstances:

(1) Subject to Federal, State, or local government quarantine or isolation order related to
COVID-19 (including government advisory).

(2) Advised by health care provider to self-quarantine due to COVID-19 concerns.

(3) Caring for an individual subject to (1) such order/advisory or (2) such advice.

(4) Experiencing symptoms of COVID-19 and actively seeking a medical diagnosis.

(5) Caring for employee’s child when required because, due to COVID-19 precautions, the
child’s school or place of care has been closed, or the child is participating in virtual
learning instruction, or the child’s care provider is unavailable.

(6) Experiencing any other substantially similar condition (as approved by OPM).

(7) Caring for a family member (i) who has a mental or physical disability or who is 55 years
of age or older and (ii) who is incapable of self-care, without regard to whether another
individual other than the employee is available to care for such family member, if the
place of care for such family member is closed or the direct care provider is unavailable
due to COVID-19.

(8) Obtaining immunization related to COVID-19 or recovering from any injury, disability,
illness, or condition related to such immunization (after using any administrative leave
provided by the employing agency).

Employee must be unable to work (including telework) because of a qualifying circumstance.
Employee will be required to submit supporting documentation and certifications.

EPL is paid at same hourly rate as annual leave.

EPL is a separate leave entitlement used at employee request; employee may not be required to
first use any other available paid leave.

Limitation on EPL hours:

0 Biweekly limit (EPL hours allowed only to extent that the value of those EPL hours in a
biweekly pay period does not exceed $2,800 for full-time employee or equivalent limit
for part-time employee, which can limit number of leave hours);

0 Aggregate limit (total of 600 hours for regular full-time employee or equivalent limits for
employees with part-time, seasonal, or uncommon tours);

0 Fund exhaustion (no EPL available once the Fund is exhausted).





Due to possibility of Fund exhaustion, EPL is granted on a conditional basis. If an agency does
not receive reimbursement for conditionally granted EPL, that EPL will be cancelled and the
employee will be obligated to take action to resolve any overpayment debt.

In calculating an employee’s retirement annuity benefit, total creditable service will be reduced
by the amount of EPL used.

0 Hours of EPL remain creditable service for purposes of (1) determining an employee’s
total service credit for the purpose of establishing eligibility for a retirement annuity
benefit and (2) determining periods of time during which an employee has a rate of basic
pay used in computing an employee’s high-3 average rate of basic pay.

0 Basic pay generated by EPL is subject to retirement and Thrift Savings Plan (TSP)
deductions/contributions.

0 Time covered by EPL remains creditable service for other purposes (just as other paid
leave)—e.g., creditable service for purposes of determining an employee’s annual leave
accrual rate.

0 OPM will be providing instructions on annotating employees’ Individual Retirement
Record.

Fund Administration

Agencies submit claims for reimbursement after conditionally granted EPL is used (after
completed biweekly pay period)—claim is a lump-sum dollar amount associated with a specified
biweekly pay period.

OPM processes agency claims on a first-come/first-served basis.

OPM relies on agency certifications.

OPM will provide specific instructions to agency Chief Financial Officers.

Responsibilities of Agencies

Inform employees of EPL (eligibility requirements, limitations, conditional nature of leave,
effect on any future retirement benefit).

Process employee requests; obtain from employee required documentation and certifications.
Approve conditional use of leave (conditional on Fund not being exhausted, and on execution of
employee agreement describing employee’s obligation to take action to resolve any overpayment
debt if conditional EPL is cancelled due to Fund exhaustion) after determining employee
eligibility.

Apply biweekly limit ($2,800 or equivalent) to determine number of hours that may be granted
in a biweekly pay period.

Apply aggregate limit (600 hours or equivalent); stop granting leave when limit reached.

Submit certified reimbursement claims to OPM.

Resolve any cases where conditional leave is cancelled due to exhaustion of the Fund.
Document use of EPL when employee transfers to another agency or separates.

Maintain records on approval/denial of individual employee requests (4 years).

Make changes in timekeeping/payroll systems or develop outside system to apply biweekly and
aggregate limits.

Annotate Individual Retirement Records to document use of EPL.

Take into account EPL hours used by an employee when providing retirement annuity estimates.





Attachment 2

Guidance on COVID-19 Emergency Paid Leave
(Section 4001 of the American Rescue Plan Act of 2021)

A. General Information

1.

The American Rescue Plan Act of 2021 (Public Law 117-2) was enacted on March 11,
2021.

Section 4001 of the Act established a new category of paid leave for certain categories of
Federal employees based on certain COVID-19-related qualifying circumstances. This
paid leave is hereafter referred to as “emergency paid leave” or “EPL.” This emergency
paid leave is to be funded by a $570 million Emergency Federal Employee Leave Fund
(hereafter referred to as the “Fund”) administered by the Director of the Office of
Personnel Management.

NOTE: Sections 7103, 7104, and 8008 of the Act establish a similar authority and
Fund for employees of the Federal Aviation Administration (FAA), the
Transportation Security Administration (TSA), and the Department of Veterans
Affairs (VA; limited to those appointed under chapter 74 of title 38, United States
Code), respectively. Except for section G, this guidance pertains solely to employees
covered by section 4001. VA employees appointed under 38 U.S.C. chapter 74 are
covered by either a VA-established leave system under 38 U.S.C. 7421 or the title 5
annual and sick leave program. Those VA employees who are appointed under 38
U.S.C. chapter 74 and who are covered by the title 5 annual and sick leave program
are covered by both section 8008 and section 4001.

Section 4001 does not provide authority to offer paid leave outside of the Fund
mechanism. Any paid leave provided under the section 4001 authority must be covered
by payments from the Fund. If the Fund is exhausted, payments of paid leave under this
authority will cease.

Under section 4001(c)(1), emergency paid leave may be used by a covered employee
only during the “qualifying period,” which begins on the date of enactment of the Act
(March 11, 2021) and ends on September 30, 2021.

B. Coverage

1.

Section 4001 covers the following categories of employees:
a. an individual in the executive branch for whom annual and sick leave is provided
under subchapter I of chapter 63 of title 5, United States Code;
b. an individual employed by the United States Postal Service;
c. an individual employed by the Postal Regulatory Commission; and
d. an employee of the Public Defender Service for the District of Columbia and the
District of Columbia Courts.





2. An employee in category “a” in paragraph B.1 is an individual who—
a. is an employee appointed in the civil service as described in 5 U.S.C. 2105 (as
provided in 5 U.S.C. 6301(2)(A));
b. holds a civil service position in the executive branch; and
c. is covered by the title 5 annual and sick leave program (i.e., not excluded from
coverage by another law and not in an excluded category listed in clauses (i)
through (xiii) of 5 U.S.C. 6301(2)).

NOTE 1: Foreign Service employees are “civil service” employees under
5 U.S.C. 2105. See definition of “civil service” in 5 U.S.C. 2101.

NOTE 2: Examples of employees excluded from coverage under the title 5 annual
and sick leave program by another law include employees of the Federal Aviation
Administration, the Transportation Security Administration, and Department of
Defense (DOD) or Coast Guard nonappropriated fund instrumentalities (as
described in 5 U.S.C. 2105(c)). Examples of employees excluded from coverage
under the title 5 annual and sick leave program by an exclusion in 5 U.S.C.
6301(2) include employees with intermittent work schedules, VA employees
covered by a leave system established under 38 U.S.C. 7421, DOD overseas
teachers holding a teaching position as defined in 20 U.S.C. 901, and leave-
exempt Presidential employees.

3. The agencies employing individuals in categories “b”, “c”, and “d” in paragraph B.1 are
responsible for identifying covered employees in those categories. Where special
authorities, conditions, or circumstances apply to such employees in a manner not
specifically addressed in this guidance, the agency should strive to be consistent with the
guidance (or underlying principles) to the extent reasonable and practicable.

C. Fund Administration

1. The $570 million Fund is available to make leave payments to covered employees in
qualifying circumstances for leave used during the qualifying period from March 11,
2021, through September 30, 2021. The Fund is also available for reasonable expenses
incurred by the Office of Personnel Management in administering the section 4001
authority. The Fund remains available through September 30, 2022 (to make
reimbursements to agencies for payments for leave used during the qualifying period)
unless the Fund is exhausted prior to that date. If the Fund is exhausted, payments of paid
leave under this authority will cease.

2. Each agency with covered employees using emergency paid leave must submit to OPM a
request for reimbursement from the Fund.

a. An agency may not submit a request for reimbursement until the leave covered by
the request has been used by the employee. An agency request must be associated
with completed biweekly pay periods.





b. An agency must submit a separate reimbursement request for each biweekly pay
period. The request must identify the pay period by the pay period end date. In
addition to providing the total dollar value of the conditionally granted emergency
pay leave for which reimbursement is sought, the request must also include the
total number of leave hours covered and the total number of employees using the
covered leave.

3. Agencies must inform employees that the granting of emergency paid leave to employees
who meet the eligibility conditions is tentative and conditional upon monies being
available in the Fund. Before an employee is granted conditional emergency paid leave
for the first time, the employee must agree in writing that, if any conditional emergency
paid leave subsequently granted to the employee is not available due to exhaustion of the
Fund, the employee will apply other paid leave or paid time off (as available to the
employee and as appropriate for the given circumstance, including any limited amounts
of administrative leave that may be granted by the agency in accordance with established
principles) or will retroactively be placed on leave without pay for the affected period and
voluntarily provide monetary reimbursement to the agency to cover the resulting
overpayment debt. (See 5 CFR 550.1102(b). The regulatory salary offset procedures do
not apply when an employee consents to recovery. However, the monetary
reimbursement may be made by offsetting salary payments, since the employee will have
voluntarily agreed to permit the agency that granted conditional EPL to offset Federal
payments (including salary payments) to the employee to recover the amount owed. Any
offset of salary payments will be limited to 15 percent of an employee’s disposable pay,
except in the case of a final check at the time of separation from employment.) An
employee may seek to apply advanced annual or advanced sick leave (as appropriate)
under the normal rules governing such advances of leave. (See paragraph F.4 and
attached templates.)

4. If the Fund approaches the point where it will be exhausted, agency reimbursement
requests will be processed on a first-come, first-served basis, based on the date and time
OPM receives each agency reimbursement request, subject to the rules in the following
paragraphs.

a. For the purposes of applying the first-come/first-served protocol, OPM will not
consider any agency reimbursement request in connection with a given biweekly
pay period to be received prior to 12:00 noon on the second Friday following the
end of that pay period—regardless of the actual day and time of receipt. OPM will
not process agency reimbursement requests until after this earliest-allowed-receipt
point in time. (This rule considers the fact that agencies have different payroll
processing timeframes.)

b. An agency reimbursement request (or set of agency requests with the same receipt
date/time) that exhausts the Fund will result in a partial reimbursement to the
agency (or agencies). The partial reimbursement will be determined applying a
proration percentage derived by dividing the remaining funds available by the
total dollar value of the affected agency (or agencies’) reimbursement requests.

In this partial reimbursement scenario, OPM will organize agency claims by





biweekly pay period. OPM will apply available funds to reimbursement claims for
the earliest biweekly pay period, seeking to provide full reimbursement, until it
identifies the earliest biweekly pay period for which there are insufficient funds to
fully cover the reimbursement claims associated with that period. OPM will
provide partial reimbursement for claims associated with that biweekly pay period
and will provide no reimbursement to claims associated with any later biweekly
pay period. When an agency receives a partial reimbursement, it will need to
determine how to allocate available funds to cover (i.e., give final approval of)
affected individual employee EPL claims that were conditionally granted. (See
paragraph e.)

c. Agency reimbursement requests must be submitted in accordance with the
procedures established by OPM, and a request will not be considered to be
received by OPM unless and until those procedures are established and followed.

d. Since reimbursement requests will be processed on a first-come, first-served basis
as described in this guidance, OPM strongly encourages agencies to submit
reimbursement requests on a biweekly basis, rather than hold and bundle requests
covering multiple biweekly pay periods.

e. Ifan agency’s reimbursement request cannot be granted due to exhaustion of the
Fund, the emergency paid leave conditionally granted to an employee by the
agency must be cancelled. The affected period of time will be converted to a
period of leave without pay (resulting in an overpayment) unless the employee
elects, in accordance with the signed Employee Agreement (see paragraph F.4
and attached template), to apply other paid leave or paid time off available to the
employee (including advanced annual leave or advanced sick leave, as
appropriate).

5. OPM will provide agencies with regular updates on the balance remaining in the Fund.

6. When submitting a reimbursement claim to OPM, an authorized agency official must
attest that, to the official’s knowledge, the agency’s established policies and procedures
for implementing emergency paid leave are in compliance with section 4001 and OPM’s
supporting guidance.

D. Qualifying Circumstances

1. General. In order to use emergency paid leave, an employee must be unable to work
because the employee—

(1) is subject to a Federal, State, or local quarantine or isolation order related to
COVID-19;

(2) has been advised by a health care provider to self-quarantine due to concerns
related to COVID-19;

(3) is caring for an individual who is subject to such an order or has been so advised;
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(4) is experiencing symptoms of COVID-19 and seeking a medical diagnosis;

(5) is caring for a son or daughter of such employee if the school or place of care of

the son or daughter has been closed, if the school of such son or daughter requires
or makes optional a virtual learning instruction model or requires or makes
optional a hybrid of in-person and virtual learning instruction models, or the child
care provider of such son or daughter is unavailable, due to COVID-19
precautions;

(6) 1s experiencing any other substantially similar condition (see paragraph D.8);

(7) is caring for a family member with a mental or physical disability or who is 55

years of age or older and incapable of self-care, without regard to whether another
individual other than the employee is available to care for such family member, if
the place of care for such family member is closed or the direct care provider is
unavailable due to COVID-19; or

(8) 1s obtaining immunization related to COVID-19 or is recovering from any injury,

disability, illness, or condition related to such immunization.

2. Unable to work. An employee must certify that he or she is unable to work because of a
qualifying circumstance. In other words, the employee would have been scheduled to
work (or be on other paid leave) but for the qualifying circumstance (see paragraph E.7,
Scheduled Hours). Since the term “work” includes telework, an employee who is able to
telework is considered able to work. See section F for guidance on employee notification,
certification, and documentation.

3.  Qualifying circumstance (1) — is subject to a Federal, State, or local quarantine or
isolation order related to COVID-19

a.

The term *“quarantine or isolation order” includes quarantine, isolation,
containment, shelter-in-place, or stay-at-home orders issued by any Federal, State,
or local government authority that cause the employee to be unable to work
(including telework). This also includes when a Federal, State, or local
government authority has advised categories of citizens (e.g., of certain age
ranges or with certain medical conditions) to shelter in place, stay at home,
isolate, or quarantine, causing those categories of employees to be unable to work.
An employee is subject to “isolation” when the employee has a positive COVID-
19 test result or displays COVID-19 symptoms, as described in guidance issued
by the Centers for Disease Control and Prevention (CDC).

An employee is subject to “quarantine” when exposed to COVID-19, as described
in CDC guidance.





4. Qualifying circumstance (2) — has been advised by a health care provider to self-
quarantine due to concerns related to COVID-19

a. The term “health care provider” has the same meaning given that term in OPM
FMLA regulations at 5 CFR 630.1202.

5. Qualifying circumstance (3) — is caring for an individual who is subject to such an order
or has been so advised

a. The term “individual” means an employee’s family member (as defined in 5 CFR
630.201), a person who regularly resides in the employee’s home, or a similar
person with whom the employee has a personal relationship that creates an
expectation that the employee would care for the person if he or she were
quarantined or self-quarantined. For this purpose, “individual” does not include
persons with whom the employee has no personal relationship.

b. The individual must depend on the employee to care for him or her and the
individual must meet the conditions described in qualifying circumstance (1) or

2).

6. Qualifying circumstance (4) — is experiencing symptoms of COVID-19 and seeking a
medical diagnosis

a. In determining whether this circumstance applies, agencies and employees should
follow the latest CDC guidance regarding COVID—-19 symptoms.

b. Leave under this circumstance covers the time it takes an employee experiencing
symptoms to obtain a medical diagnosis, as long as the employee is taking
affirmative steps (i.e., actively seeking) to obtain a diagnosis as soon as possible.

7. Qualifying circumstance (5) — is caring for a son or daughter of such employee if the
school or place of care of the son or daughter has been closed, if the school of such son
or daughter requires or makes optional a virtual learning instruction model or requires
or makes optional a hybrid of in-person and virtual learning instruction models, or the
child care provider of such son or daughter is unavailable, due to COVID-19 precautions

a. The term “son or daughter’’ has the meaning given that term in OPM FMLA
regulations at 5 CFR 630.1202—i.e., a biological, adopted, or foster child, a
stepchild, a legal ward, or a child of a person standing in loco parentis, who is
under 18 years of age; or 18 years of age or older who is incapable of self-care
because of a mental or physical disability.

b. The term “school” means an elementary school or secondary school, except that
the term does not include any education beyond grade 12.

c. The term “place of care” means a physical location in which care is provided for
the employee’s child while the employee works for an agency. The physical
location does not have to be solely dedicated to such care. Examples include day
care facilities, preschools, before and after school care programs, schools, homes,
summer camps, summer enrichment programs, and respite care programs.





d.

The term “child care provider” means a provider who would normally be
available to provide care of an employee’s child (including a center-based child
care provider, a group home child care provider, a family child care provider, a
family member, a friend or neighbor), regardless of whether the care is
compensated.

This circumstance applies only when an employee needs to, and actually is, caring
for the employee’s son or daughter and if the employee is unable to work
(including telework) as a result of providing care.

The closure of schools or the use of virtual learning instruction models must be
due to COVID-19 precautions. The nonavailability of a child care provider must
be due to COVID-19 precautions.

8. Qualifying circumstance (6) — is experiencing any other substantially similar condition

a.

This circumstance applies only if the Director of the Office of Personnel
Management approves a defined circumstance as being a “substantially similar
condition” that warrants treatment as a qualifying circumstance. OPM will notify
agencies of any such approval.

Agencies may not approve emergency paid leave under this qualifying
circumstance prior to OPM approving a defined circumstance as being a
“substantially similar condition” warranting treatment as a qualifying
circumstance. Agencies must consult with OPM if they identify a possible
“substantially similar condition” not already covered by the other qualifying
circumstances listed in this section, and OPM will determine whether to define
that circumstance as a qualifying circumstance.

An authorized agency official (headquarters level) seeking OPM consideration of
a possible condition as a qualifying circumstance under this paragraph 8 should
send an email to pay-leave-policy@opm.gov with the subject line: “Request for a
new EPL qualifying circumstance.”

9. Qualifying circumstance (7) — is caring for a family member with a mental or physical
disability or who is 55 years of age or older and incapable of self-care, without regard to
whether another individual other than the employee is available to care for such family
member, if the place of care for such family member is closed or the direct care provider
is unavailable due to COVID-19

a.

b.

The term “family member” has the meaning given that term in OPM’s annual and
sick leave regulations at 5 CFR 630.201.

The term “mental or physical disability” means a “physical or mental

impairment” that “substantially limits” one or more of the “major life activities”
of an individual, based on the definitions in 29 CFR 1630.2 (h), (1) and (j).

The term “incapable of self-care” means that the person requires active assistance
or supervision to provide daily self-care in three or more of the “activities of daily
living” (ADL’s) or “instrumental activities of daily living” (IADL’s). Activities of
daily living include adaptive activities such as caring appropriately for one’s
grooming and hygiene, bathing, dressing, and eating. Instrumental activities of
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daily living include cooking, cleaning, shopping, taking public transportation,
paying bills, maintaining a residence, using the telephones and directories, using a
post office, etc.

The term “place of care” means a physical location in which care is provided for
the family member while the employee works for an agency. The physical
location does not have to be solely dedicated to such care.

For this circumstance to apply, the family member must (1) have a mental or
physical disability or be 55 years of age or older, and (2) be incapable of self-care.

10. Qualifying circumstance (8) — is obtaining immunization related to COVID-19 or is
recovering from any injury, disability, illness, or condition related to such immunization

a.

The Administration has already issued guidance on the use of administrative leave
for COVID-19 vaccination purposes. (See Q&A on administrative leave issued by
Safer Federal Workforce Task Force at https://www.usa.gov/safer-federal-
workforce.) That guidance addressed administrative leave to cover time spent
getting a COVID-19 vaccination, including necessary travel time; however, it did
not address situations in which an employee has adverse reactions to a vaccination
and needs time to recover. OPM encourages agencies to address time off related
to COVID-19 vaccinations by granting administrative leave rather than
emergency paid leave, as described in paragraph b. This will preserve the Fund
for other qualifying uses and fully incentivize employees to get a vaccination
(since there will be no loss of service credit in their retirement annuity
computation if administrative leave is granted instead of emergency paid leave).
Administrative leave should be granted for both time spent getting the vaccination
(including necessary travel time) and also for a reasonable recovery time, subject
to the limitations described in paragraph b. If an employee claims he or she needs
more time to recover, the agency may make a determination to grant emergency
paid leave at that point. (OPM views the granting of administrative leave for
vaccination recovery periods as a special exception warranted by the severity of
the COVID-19 pandemic.)

Agencies should grant administrative leave for an appropriate number of hours
(based on each employee’s specific situation) when an employee receives a
COVID-19 vaccination dose, with consideration of both the time spent getting the
vaccination and necessary travel time. An agency should grant up to 2 workdays
of administrative leave if an employee has an adverse reaction to a COVID-19
vaccination dose (i.e., no more than 2 workdays of administrative leave for any
adverse reactions associated with a single vaccination dose). If an agency has not
previously been providing administrative leave for an employee’s recovery
following a COVID-19 vaccination, it should commence providing such leave
effective on March 11, 2021. If an employee claims he or she needs more than 2
workdays to recover, the agency may make a determination to grant emergency
paid leave or other appropriate leave (e.g. sick leave) at that point.
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E. Crediting of Leave Hours and Payments

1.

2.

3.

Use at employee request. An employee may be entitled to use emergency paid leave upon
request if the employee meets all conditions and requirements, as described in this
guidance. An agency may not require that an employee use other available paid leave
before using emergency paid leave. If an employee has more hours of qualifying
circumstances than hours of emergency paid leave—due to the limitations described in
paragraph 4—the employee may request when the emergency paid leave hours are used
during the biweekly pay period, and the agency should seek to accommodate the
employee’s request while also taking into account mission considerations.

Relationship to other leave. Emergency paid leave is a separate paid leave entitlement
that is used in place of other paid leave or other paid time off an employee might
otherwise use. It does not affect balances of other paid leave or paid time off. Emergency
paid leave may not be used by an employee concurrently with any other paid leave or
paid time off. However, an employee may use other types of paid leave or paid time off
in the same biweekly pay period in which emergency paid leave is used, if applied to
hours not covered by emergency paid leave—subject to the normal rules applicable to
each type of paid leave or paid time off.

Leave payment.
a. Emergency paid leave is paid at the same hourly rate as annual leave.

b. For most employees, the hourly leave payment is equal to the employee’s hourly
adjusted rate of basic pay (including any applicable locality payment, special rate
supplement, or the equivalent).

c. For certain employees, the leave payment reflects certain additional payments
such as—

e recurring overtime/premium payments (such as standby duty premium pay
and related FLSA overtime pay associated with regularly scheduled
overtime hours; law enforcement availability pay; Border Patrol overtime
supplements);

e nonforeign area cost-of-living allowances and post differentials; or
e night pay under 5 U.S.C. 5545(a), as described in paragraph d.

d. For employees receiving emergency paid leave, night pay under 5 U.S.C. 5545(a)
for hours within an employee’s tour of duty established for leave-charging
purposes is payable only as allowed under the 8-hour rule in 5 CFR 550.122(b).

NOTE: The other types of leave that are considered in applying the 8-hour
rule are annual leave (including donated annual leave), sick leave, home leave,
and shore leave. In applying the 8-hour rule, do not consider types of paid
leave that, by law, are provided without any reduction in pay; for those types





of leave, night pay for applicable hours is always included. Thus, in applying
the 8-hour rule, emergency paid leave would be combined with annual leave,
sick leave, home leave, and shore leave in determining whether an employee
has less than 8 hours of paid leave in a given biweekly pay period. If the
employee has less than 8 hours of the specified types of leave, night pay
would be included for applicable leave hours; if the employee has 8 or more
leave hours, no night pay would apply for the specified types of leave.

4. Limitations on leave hours. The amount of emergency paid leave hours with which an
employee may be credited is subject to the limitations described in this paragraph 4.

a. Biweekly hours limit. In any biweekly pay period, an employee may be credited
with hours of emergency paid leave only to the extent that the total amount of the
payment for such leave does not exceed—

e $2,800 for each full-time employee (including both regular full-time
employees with an 80-hour biweekly tour of duty or employees with an
uncommon tour of duty); or

e aproportionally equivalent biweekly limit for a part-time employee (for
example, $1,400 for a part-time employee who has a 40-hour biweekly
tour instead of a full-time 80-hour biweekly tour, since 40/80 x $2,800 =
$1,400).

NOTE 1: For a regular full-time employee with an 80-hour biweekly tour of
duty whose hourly leave payment is equal to the employee’s hourly adjusted
rate of basic pay, the $2,800 biweekly limit equates to a $35 hourly threshold
($2,800 / 80 hours = $35). In other words, the crediting of emergency paid
leave in a biweekly pay period will be affected by the biweekly limit if the
value of the hourly leave payment would exceed $35. Below are examples for
a regular full-time employee whose hourly leave payment is equal to the
employee’s hourly adjusted rate of basic pay (including locality pay, special
rate supplements, or the equivalent):

Example A: If the employee’s hourly adjusted rate of basic pay is $35 or
less, the employee would be able to use up to 80 hours of emergency paid
leave in a biweekly pay period.

Example B: If the employee’s hourly adjusted rate of basic pay is $70, the
employee would be limited to 40 hours of emergency paid leave in a
biweekly pay period, since $2,800 divided by $70 equals 40 hours. This
employee could request other available leave (e.g., annual leave or, if
appropriate, sick leave) to cover remaining hours.

NOTE 2: As described in paragraph 3.c, some employees receive additional
pay as part of their leave payments. The total value of emergency paid leave
(including such additional pay) in a biweekly pay period may not exceed the
applicable biweekly limit, which will result in limiting the number of
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emergency paid leave hours in a biweekly pay period that may be granted to
such an employee.

Example: A criminal investigator receives 25 percent law enforcement
availability pay (LEAP) as part of his leave payments. The investigator is
at GS-13, step 3, and has an official worksite in Washington, DC;
therefore, the criminal investigator’s locality-adjusted hourly rate of basic
pay is $53.00. In the investigator’s payroll system, LEAP is computed to
be $13.25 per hour of basic pay (25% x $53 = $13.25). When the
investigator is on leave, the number of paid leave hours are multiplied by
$13.25 to derive the portion of the leave payment based on LEAP. The
total hourly leave payment is $66.25 ($53.00 + $13.25). To determine how
many hours of emergency paid leave the investigator may receive in a
biweekly pay period, divide $2,800 by $66.25, which yields 42.26 hours.
Since the investigator is in a payroll system that uses quarter-hour (15-
minute) increments, the investigator may receive up to 42.25 hours of
emergency paid leave, if there are qualifying circumstances to support the
hours.

b. Aggregate hours limit. The number of aggregate hours of emergency paid leave
that any employee may receive over the entire qualifying period is limited to—

e 600 hours of paid leave for each regular full-time employee;

e a proportionally equivalent aggregate limit for a part-time employee (for
example, 300 hours for a part-time employee who has a 40-hour biweekly
tour instead of a full-time 80-hour biweekly tour, since 40/80 x 600 =
300);

e aproportionally equivalent aggregate limit for an employee on an
uncommon tour of duty (for example, 1,080 hours for an employee with a
144-hour biweekly uncommon tour of duty, since 144/80 x 600 = 1,080);

e aproportionally equivalent aggregate limit for an employee with a
seasonal work schedule (taking into account the portion of the qualifying
period that includes the employee’s work season and the employee’s
biweekly tour of duty, for example, if the employee’s work season
includes half of the March 11 through September 30 qualifying period and
if the employee has a 40-hour biweekly tour of duty, then 2 x 40/80 x 600
hours = 150 hours).

c. Fund exhaustion. Notwithstanding the biweekly limit in paragraph 4.a and the
aggregate limit in paragraph 4.b, an employee may not be credited with
emergency paid leave hours if the Fund has been exhausted.

5. Leave increments. Emergency paid leave is used in the same hourly increments (hours
and specified fractions of an hour) as regular paid leave under the timekeeping system
applicable to the employee (i.e., fraction such as 1/10th or 1/4th of an hour). In applying
the limitations in paragraph 4, payment may not be made for an increment of leave if it
would cause the total leave payments to exceed the applicable limitation.
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6.

8.

10.

Part-time tour of duty. In determining the proportional equivalent of the biweekly limit in
paragraph 4.a or the aggregate limit in paragraph 4.b for a part-time employee, the part-
time tour of duty is the tour of duty established for leave-charging purposes.

Scheduled hours. An employee must use emergency paid leave during scheduled hours
within the employee’s tour of duty established for leave-charging purposes when the
employee would otherwise be working or using other paid leave.

a. A seasonal employee is not scheduled to work during the off-season and, thus,
may not use emergency paid leave during off-season periods.

b. An employee who is furloughed is not scheduled to work while in furlough status
and, thus, may not use emergency paid leave during furlough periods.

c. Anemployee who is suspended is not scheduled to work while in suspension
status and, thus, may not use emergency paid leave during the suspension period.

d. An employee who is on leave without pay for service in the uniformed services
(“Absent-US”) is not scheduled to perform civilian work while serving in the
uniformed services and, thus, may not use emergency paid leave during periods of
service in the uniformed services.

e. An employee who is on leave without pay (LWOP) while in receipt of workers’
compensation benefits is not scheduled to work during such a LWOP period and,
thus, may not use emergency paid leave during any such LWOP period.

f. An employee who is already on LWOP under FMLA or for some other reason is
not scheduled to work during such a LWOP period and thus, may not use
emergency paid leave during any such LWOP period (unless the LWOP is solely
due to the need to take leave because of a qualifying circumstance identified in
section D).

Holidays. A holiday is a nonworkday; thus, emergency paid leave may not be used on a
holiday. It also may not be used on any other nonworkday established by Federal statute,
Executive order, or administrative order.

Flexible work schedule. Employees with a flexible work schedule may have fixed basic
work requirement hours per day or may be allowed to elect to vary basic work
requirement hours by day. In the case of a flexible work schedule under which an
employee may elect to vary daily work hours, the employing agency may allow the
employee to determine (within agency-established limits) the number of scheduled hours
during which emergency paid leave will be used on a given day, if the agency determines
the employee is entitled to emergency paid leave during the specified time periods.

Change in tour of duty. For purposes of applying the aggregate limit in paragraph 4.b, a
change in an employee’s biweekly tour of duty during the qualifying period for using
emergency paid leave requires adjustments. The aggregate limit must be recomputed to
reflect the new tour of duty. The number of emergency paid leave hours used under the
previous tour of duty must be converted to the proportional equivalent hours under the
new tour of duty. For example, if an employee first had a regular full-time tour of duty
with a 600-hour aggregate limit, used 100 hours of emergency paid leave under that tour,
and then changed to a half-time tour of duty, the new aggregate limit would be 300 hours,
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and the 100 hours used under the full-time tour would be converted to 50 hours (since
300/600 x 100 hours = 50 hours).

NOTE: An agency may choose to track usage of emergency paid leave where usage is
measured by weeks of leave used, instead of hours. For example, 600 hours for a
regular full-time employee with an 80-hourly biweekly tour of duty equates to 15
weeks of leave (since 600 / (80 /2) =15) , and 300 hours for a part-time employee
with an 40-hourly biweekly tour of duty (half-time) equates to 15 weeks (since 300 /
(40 /2) =15). No conversion is required in connection with a change in an employee’s
tour of duty if the unused balance is expressed as weeks of leave.

11. Change in employing agency. The biweekly limit in paragraph 4.a and the aggregate limit
in paragraph 4.b are per-employee limits. For example, an employee may not use more
than 600 hours in aggregate even if the employee changes agencies. Agencies must
determine how many hours of emergency paid leave a newly hired or transferred
employee has used under another Federal agency. (See paragraph F3c.)

NOTE: This guidance implements the emergency paid leave authority in section 4001
of the American Rescue Plan Act of 2021. As discussed in the NOTE in paragraph
A.2, that Act created three other emergency paid leave authorities for FAA, TSA, and
VA with separate funds. If an employee moves from a position covered by one of
those other authorities to a position covered by the OPM-administered section 4001
authority, hours of emergency paid leave granted under those other authorities may
not be counted towards the biweekly limit in paragraph 4.a or the aggregate limit in
paragraph 4.b. Also, for VA employees who are covered by both the VA Fund
(section 8008) and the OPM Fund (section 4001) (see NOTE under paragraph A.2)
and for whom VA seeks reimbursement from the OPM Fund, any emergency paid
leave granted under the VA authority will not be counted in applying the biweekly
limit in paragraph 4.a or the aggregate limit in paragraph 4.b, since those limits apply
only to emergency paid leave granted under the OPM authority.

12. Retroactive use. An employee may request, and an employing agency must grant,
emergency paid leave for which the employee is eligible (subject to Fund availability) to
cover a past period of leave without pay occurring during the qualifying period described
in paragraph A.4. If an agency determines that an employee used other paid leave to
cover a period of time for which emergency paid leave could have been used, an agency
may allow the employee to retroactively substitute emergency paid leave for such other
paid leave upon making a determination that the employee lacked information or was not
allowed to use emergency paid leave at the time.

F. Employee Notification, Documentation, and Recordkeeping
1. Requirement for employee to provide notice.
a. For all qualifying circumstances except (5) and (7), an employing agency may

require an employee to follow reasonable notice procedures after the first
workday (or portion thereof) for which an employee takes emergency paid leave.
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Whether a procedure is reasonable will be determined under the facts and
circumstances of each particular case. Nothing in this section precludes an
employee from offering notice to his or her agency sooner. Employees are
encouraged, but not required, to notify their agency about their request for
emergency paid leave as soon as practicable. If an employee fails to give proper
notice, the agency should give him or her notice of the failure and an opportunity
to provide the required documentation prior to denying the request for leave.

For qualifying circumstances (5) and (7), an employee must provide the agency
with notice of the intent to use emergency paid leave as soon as practicable,
which will generally be prior to the first workday leave is used if the need for
leave was foreseeable. If an employee fails to give proper notice, the employer
should give him or her notice of the failure and an opportunity to provide the
required documentation prior to denying the request for leave.

Generally, it will be reasonable for notice to be given by the employee’s
spokesperson (e.g., spouse, adult family member, or other responsible party) if the
employee is unable or otherwise inhibited from doing so personally.

Generally, it will be reasonable for the agency to require oral notice and sufficient
information for the agency to determine whether the requested leave meets the
conditions for emergency paid leave.

Generally, it will be reasonable for the agency to require the employee to comply
with the agency’s usual and customary notice and procedural requirements for
requesting leave, absent unusual circumstances.

2. Requirement for employee to provide documentation (including employee certifications).

a.

For all requests for emergency paid leave (EPL), an employee is required to
provide the employing agency with documentation containing the following
information as soon as practicable, which in most cases will be when the
employee provides notice under paragraph 1:

(1) Date(s) for which EPL is requested;

(2) Description of the qualifying circumstance justifying use of EPL;

(3) Written statement (self-certification) that the employee is unable to work
(including telework) because of the cited qualifying circumstance and that
the employee will meet the conditions associated with the cited qualifying
circumstance during the use of EPL; and

(4) Written statement (self-certification) meeting the requirements described
in C3 indicating that the employee understands (A) that approval of
emergency paid leave is conditional upon the availability of monies in the
Fund, and (B) what obligations the employee will have if the leave is
cancelled due to exhaustion of the Fund. (NOTE: Agencies must have
employees sign this statement before approving an employee’s first use of
EPL. An agency may require a separate certification in connection with

14





each subsequent use of EPL by the employee but is not obligated to do
S0.)

To confirm eligibility for EPL for qualifying circumstance (1), an employee must
provide to the agency the governmental quarantine or isolation order applicable to
the employee.

To confirm eligibility for EPL based on qualifying circumstance (2), an employee
must provide to the agency the name of the health care provider who advised the
employee to self-quarantine due to concerns related to COVID-19.

To confirm eligibility for EPL based on qualifying circumstance (3), an employee
must provide to the agency the same documentation described in paragraph b or c,
as applicable.

To confirm eligibility for EPL based on qualifying circumstance (4), an employee
must provide to the agency a written self-certification that the employee is
experiencing symptoms of COVID-19 and taking immediate steps to obtain a
medical diagnosis.

To confirm eligibility for EPL based on qualifying circumstance (5), an employee
must provide to the agency—

(1) the name of the son or daughter being cared for;

(2) the name of the school, place of care, or child care provider and a brief
description of the situation (i.e., closure, use of on-line instruction,
unavailability of the child care provider); and

(3) a written explanation regarding why the employee’s circumstances (e.g.,
ages of children, number of children, special needs of children, lack of
other adults in the home) make the employee unable to work (including
telework) during the requested hours of leave.

To confirm eligibility for EPL based on qualifying circumstance (6), an employee
must provide to the agency any documentation the Director of OPM requires or
recommends with respect to a particular substantially similar condition.

To confirm eligibility for EPL based on qualifying circumstance (7), an employee
must provide to the agency documentation as follows—

(1) the name of the family member with a mental or physical disability and a
written certification by the employee that the identified family member
has a mental or physical disability (as defined in paragraph D.9.b), if
applicable;

(2) the name and age of the family member that is 55 years or older, if
applicable;

(3) a written certification by the employee that the identified family member
is “incapable of self-care” (as defined in paragraph D.9.c);
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(4) the name of the place of care that is closed or the direct care provider that
is unavailable and a written explanation of how the closure or
unavailability is due to COVID-19; and

(5) a written explanation regarding why the employee’s care responsibilities
make the employee unable to work (including telework) during the
requested hours of leave.

To confirm eligibility for EPL based on qualifying circumstance (8), an employee
must provide to the agency a written self-certification that the leave will be (or
was) used to obtain immunization related to COVID-19 or to recover from any
injury, disability, illness, or condition related to such immunization.

In addition to the above generally required documentation requirements, an
agency is authorized to request additional reasonable information, explanations,
or certifications from an employee if the agency has reason to believe that EPL is
not being used for the qualifying circumstance(s) invoked by the employee.

Once an employee has met the requirements of paragraphs a through i, as
applicable, the agency may grant conditional approval of EPL. However, an
agency may deny EPL based on an agency’s determination that an employee’s
justification for the leave is not supported by the documents submitted or any
other available facts. If the agency questions the validity or adequacy of the
employee’s justification, the employee must have an opportunity to provide
documentation or further supplement his/her response to the agency before EPL is
denied. An agency may conditionally approve use of EPL pending receipt of
acceptable documentation and other information as required under paragraph j;
however, it must ensure that the employee understands his/her obligations to
resolve the overpayment of leave if the agency’s final decision is to deny the
leave.

3. Recordkeeping.

a.

An employing agency is required to retain all documentation provided by the

employee for 4 years, regardless of whether leave was granted or denied. If an
employee provided oral statements to support his or her request, the agency is
required to document and maintain such information in its records for 4 years.

Since emergency paid leave is a temporary benefit, OPM is not creating a new
leave data element in its Enterprise Human Resources Integration (EHRI)
database; thus, agencies will not be required to report usage of emergency paid
leave as part of EHRI data reporting. OPM leaves to agencies and payroll
providers the decisions regarding how to implement emergency paid leave within
the parameters set by law and this guidance. OPM recognizes that, at least in the
near term, agencies may need to report this paid leave under an existing leave
category (e.g., administrative leave). At the same time, agencies must ensure that
the biweekly and aggregate limits are applied to each employee, consistent with
statutory requirements. Also, as discussed in section G, agencies must document
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use of emergency paid leave on employees’ Individual Retirement Records.
Agencies may determine a reasonable way to comply with the various
requirements.

c. When an agency prepares a Standard Form 1150, Record of Leave Data, for a
transferring employee, it should record the aggregate amount of emergency paid

leave used by the employee (as of the time of transfer) in the Remarks section
(block 24).

4. Forms. Agency forms to document employee leave requests, general certifications, and
agreements must contain the same or equivalent elements found in the templates attached
to this guidance. As part of documentation, employees may be required to provide
additional special certifications related to the given qualifying circumstance, as provided
in paragraph 2.

5. Sensitive medical information. Agencies must maintain records and documents relating to
medical information, medical certifications, or medical histories of employees or
employees’ family members created for EPL purposes as confidential medical records in
separate files/records from the usual personnel files and in accordance with 29 CFR
1630.14(c)(1), if Americans with Disabilities Act standards apply, and in accordance with
29 CFR 1635.9, if the Genetic Information Nondiscrimination Act applies.

G. Effect on Retirement and Other Leave Benefits.

1. Except as provided in paragraph 2, a period during which emergency paid leave is used is
creditable service for the same purposes as other paid leave. For example, periods of time
covered by emergency paid leave are creditable service for purposes of determining an
employee’s annual leave accrual rate. Also, emergency paid leave generates basic pay
that affects other payments and benefits in the same manner as other paid leave. For
example, any retirement-creditable basic pay generated by emergency paid leave is
subject to employee retirement deductions and agency retirement contributions.

NOTE: For some employees, leave payments may include special payments in
addition to regular basic pay. Some of those special payments may be retirement-
creditable basic pay (e.g., law enforcement availability pay, Border Patrol overtime
supplement, standby duty premium pay, the straight-rate portion of overtime pay for
hours in a firefighter’s regular tour of duty under 5 U.S.C. 5545b), and some of those
special payments are not retirement-creditable basic pay (e.g., night pay under

5 U.S.C. 5545(a), nonforeign area post differentials and cost-of-living allowances, the
non-straight-rate portion of overtime pay for hours in a firefighter’s regular tour of
duty under 5 U.S.C. 5545b).

2. Any emergency paid leave provided to an employee under sections 4001, 7103, 7104,
and 8008 of the Act reduces the employee’s total service used to calculate any Federal
civilian retirement annuity benefit (e.g., a Civil Service Retirement System (CSRS)
annuity benefit computed under 5 U.S.C. 8339 or a Federal Employees’ Retirement
System (FERS) annuity benefit computed under 5 U.S.C. 8415).
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a. When OPM calculates an employee’s retirement annuity benefit, total creditable
service will be reduced by the amount of emergency paid leave used.

b. Hours of emergency paid leave remain creditable service for purposes of (1)
determining an employee’s total service credit for the purpose of establishing
eligibility for a retirement annuity benefit and (2) determining periods of time
during which an employee has a rate of basic pay used in computing an
employee’s high-3 average rate of basic pay.

3. Examples

Example 1: If an employee retires with 30 years of service and during 2021 received
600 hours of EPL, OPM would reduce the retirement annuity calculation by the 600
EPL hours. Based on the 2087-hour chart, 600 hours of EPL converts to 3 months and
14 days. The retirement annuity calculation would be based on 29 years and 8
months.

Example 2: An employee covered by FERS retires at age 57 with 30 years of service
and a high-3 average salary of $75,000. 1% of $75,000 x 30 years of service =
$22,500. $22,500/12 = $1,875 monthly annuity

If the same employee received 600 EPL hours in 2021: 600 EPL hours converts to 3
months and 14 days.

30 years — 3 months 14 days = 29 years 8 months 16 days

1% of $75,000 x 29 years and 8 whole months (29.666667) = $22,250

$22,250/12 = $1,854 monthly annuity (rounded down to the next lower whole dollar
amount)

In this example, the employee would lose $21 a month in retirement benefits for
receiving 600 EPL hours.

4. For employees covered by an OPM-administered retirement system, agencies must
document the employee’s use of emergency paid leave and provide such documentation
to the OPM Retirement Services. OPM will issue a Benefits Administration Letter
(BAL), in consultation with agency human resources offices and payroll providers, that
provides specific instructions for documenting employees’ Individual Retirement
Records. When providing a retirement estimate to an employee, the total hours of
emergency paid leave should be excluded from the total service so that the employee
receives an accurate estimate of the future retirement benefit. OPM’s BAL will provide
guidance and procedures for documenting the use of EPL so that agencies may accurately
prepare retirement estimates.

5. The fact that an employee was able to use emergency paid leave instead of annual leave,
resulting in an excess balance of annual leave at the end of the leave year, is not a basis
for the restoration of forfeited annual leave due to an exigency of the public business
under 5 U.S.C. 6304(d)(1)(B).
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H. Legislation

Section 4001 of the American Rescue Plan Act of 2021 (H.R. 1319; Public Law 117-2) was
enacted on March 11, 2021:

SEC. 4001. EMERGENCY FEDERAL EMPLOYEE LEAVE FUND.

(a) ESTABLISHMENT; APPROPRIATION.—There is established in the Treasury the Emergency
Federal Employee Leave Fund (in this section referred to as the “Fund”), to be administered by
the Director of the Office of Personnel Management, for the purposes set forth in subsection (b).
In addition to amounts otherwise available, there is appropriated for fiscal year 2021, out of any
money in the Treasury not otherwise appropriated, $570,000,000, which shall be deposited into
the Fund and remain available through September 30, 2022. The Fund is available for reasonable
expenses incurred by the Office of Personnel Management in administering this section.

(b) PURPOSE.—Amounts in the Fund shall be available for reimbursement to an agency for
the use of paid leave under this section by any employee of the agency who is unable to work
because the employee—

(1) is subject to a Federal, State, or local quarantine or isolation order related to COVID-
19;

(2) has been advised by a health care provider to self-quarantine due to concerns related
to COVID-19;

(3) is caring for an individual who is subject to such an order or has been so advised;
(4) is experiencing symptoms of COVID-19 and seeking a medical diagnosis;

(5) is caring for a son or daughter of such employee if the school or place of care of the
son or daughter has been closed, if the school of such son or daughter requires or makes
optional a virtual learning instruction model or requires or makes optional a hybrid of in-
person and virtual learning instruction models, or the child care provider of such son or
daughter is unavailable, due to COVID-19 precautions;

(6) 1s experiencing any other substantially similar condition;

(7) 1s caring for a family member with a mental or physical disability or who is 55 years
of age or older and incapable of self-care, without regard to whether another individual other
than the employee is available to care for such family member, if the place of care for such
family member is closed or the direct care provider is unavailable due to COVID-19; or

(8) is obtaining immunization related to COVID-19 or is recovering from any injury,
disability, illness, or condition related to such immunization.
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(c) LIMITATIONS.—

(1) PERIOD OF AVAILABILITY.—Paid leave under this section may only be provided to and
used by an employee during the period beginning on the date of enactment of this Act and
ending on September 30, 2021.

(2) TOTAL HOURS; AMOUNT.—Paid leave under this section—

(A) shall be provided to an employee in an amount not to exceed 600 hours of paid
leave for each full-time employee, and in the case of a part-time employee, employee on
an uncommon tour of duty, or employee with a seasonal work schedule, in an amount not
to exceed the proportional equivalent of 600 hours to the extent amounts in the Fund
remain available for reimbursement;

(B) shall be paid at the same hourly rate as other leave payments; and

(C) may not be provided to an employee if the leave would result in payments greater
than $2,800 in aggregate for any biweekly pay period for a full-time employee, or a
proportionally equivalent biweekly limit for a part-time employee.

(3) RELATIONSHIP TO OTHER LEAVE.—Paid leave under this section—
(A) 1s in addition to any other leave provided to an employee; and
(B) may not be used by an employee concurrently with any other paid leave.

(4) CALCULATION OF RETIREMENT BENEFIT.—Any paid leave provided to an employee
under this section shall reduce the total service used to calculate any Federal civilian
retirement benefit.

(d) EMPLOYEE DEFINED.—In this section, the term “employee” means—

(1) an individual in the executive branch for whom annual and sick leave is provided
under subchapter I of chapter 63 of title 5, United States Code;

(2) an individual employed by the United States Postal Service;
(3) an individual employed by the Postal Regulatory Commission; and

(4) an employee of the Public Defender Service for the District of Columbia and the
District of Columbia Courts.

Attachments (See 508-conformant attachments at https://www.chcoc.gov/content/covid-19-
emergency-paid-leave)

e Template: Employee Notification and Leave Request Form
e Template: Employee Agreement
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Attachment 3

COVID-19 Emergency Paid Leave (EPL)
Employee Notification and Leave Request Form

Identifying Information

Employee name

Phone number (work) Email address (work)

Name of organization (agency, office, division, branch, etc.)

EPL Qualifying Circumstance Causing the Employee to be Unable to Work

Employee is unable to work because the employee is—

(1) Subject to COVID-19 governmental quarantine or isolation order/advisory

(2) Advised by health care provider to self-quarantine due to COVID-19 concerns

(3) Caring for an individual subject to (1) such order/advisory or (2) such advice

(4) Experiencing symptoms of COVID-19 and actively seeking (i.e., taking immediate steps to
obtain) a medical diagnosis

(5) Caring for a child when required because, due to COVID-19 precautions, the child’s school
or place of care has been closed, or the child is participating in virtual learning instruction,
or the child’s care provider is unavailable

(6) Experiencing any other substantially similar condition (as approved by OPM)

(7) Caring for a family member (i) who has a “mental or physical disability”* or who is 55 years
of age or older and (ii) who is “incapable of self-care”*, without regard to whether another
individual other than the employee is available to care for such family member, if the place
of care for such family member is closed or the direct care provider is unavailable due to
COVID-19 (* as those terms are defined in OPM guidance)

(8) Obtaining immunization related to COVID-19 or recovering from any injury, disability,
illness, or condition related to such immunization (after using any administrative leave
provided by the employing agency)

Dates Anticipated Actual

Date use of EPL begins

Date use of EPL concludes

Employee Certifications (initial each box)

| attest that | will be using EPL to be excused from duty only during hours when | am unable to work (including
telework) because an EPL qualifying circumstance applies to me.

| understand that any EPL provided to me will reduce my total creditable service used to calculate any Federal
civilian retirement annuity benefit | may receive.

| attest that | have signed the EPL Employee Agreement and understand that the granting of EPL is conditional
upon the availability of monies in the EPL Fund and that | will be obligated to take action as described in the EPL
Employee Agreement to resolve any overpayment debt if conditional EPL is cancelled due to Fund exhaustion.

| hereby certify that all statements made in this application are true and correct to the best of my knowledge and
belief. | understand that a false or misleading certification may be grounds for disciplinary action, up to and
including removal.

Employee’s signature Date






Additional Documentation Requirements

An employee must submit the following additional documentation in connection with each identified
qualifying circumstance, as applicable:

Qualifying | Insert v'if | Nature of Documentation Instructions
circum- completed
stance
(1) the governmental quarantine or Attach the order or provide web address here:
isolation order applicable to the
employee
(2) the name of the health care Provide name here:
provider who advised the employee
to self-quarantine due to COVID-19
(3) the governmental quarantine or Attach the order or provide web address here:

isolation order applicable to the
employee (if applicable)

the name of the health care
provider who advised the individual
to self-quarantine due to concerns
related to COVID-19 (if applicable)

Provide name here:

(4)

No generally required additional
documentation.

(5)

the name of the son or daughter
being cared for

Provide name here:

the name of the school, place of
care, or child care provider and a
brief description of the situation
(i.e., closure, use of on-line
instruction, unavailability of the
child care provider)

Provide information here:

a written explanation regarding
why the employee’s circumstances
(e.g., ages of children, number of
children, special needs of children,
lack of other adults in the home)
make the employee unable to work
during the requested hours of leave

Provide explanation here:

(6)

any documentation the Director of
OPM requires

Follow agency instructions based on OPM guidance.

(7)

the name of the family member
with a mental or physical disability
(if applicable)

Provide name here:

the name and age of the family
member that is 55 years or older (if
applicable)

Provide name and age here:

the name of the place of care that is
closed or the direct care provider
that is unavailable due to COVID-19

Provide name here:

a written explanation regarding
why the employee’s care
responsibilities make the employee
unable to work during the
requested hours of leave

Provide explanation here:

(8)

No generally required additional
documentation.






NOTE: In addition to the above generally required documentation requirements, an agency is authorized to request
supplemental information, explanations, or certifications from an employee if the agency has reason to believe that EPL is
not being used appropriately. Once an employee has met the generally required documentation requirements described
above, the agency may grant conditional approval of EPL. However, an agency may deny EPL based on an agency’s
determination that an employee’s justification for the leave is not supported by the documents submitted or any other
available facts. If the agency questions the validity or adequacy of the employee’s justification, the employee must have
an opportunity to provide documentation or further supplement his/her response to the agency before EPL is denied. An
agency may conditionally approve use of EPL pending receipt of supplemental documentation and other information as
required under the first sentence of this NOTE; however, it must ensure that the employee understands his/her
obligations to resolve the overpayment of leave if the agency’s final decision is to deny the leave.

Additional Information

For additional information on the rules governing EPL (including conditions and limitations), go to
https://www.chcoc.gov/content/covid-19-emergency-paid-leave.

Note to agencies: Any agency form based on this template must include an appropriate Privacy Act Statement
as required by 5 U.S.C. 552a(e)(3).
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Attachment 4

Template: Employee Agreement in Connection with Emergency Paid Leave
(EPL) Provided Under Section 4001 of the American Rescue Plan of 2021

[to be signed before approval of an employee’s first use of EPL]

I, [insert employee’s name], understand that my agency is granting EPL on a conditional basis,
subject to the availability of monies in the EPL Fund. I understand that, if the EPL Fund is
exhausted before my agency receives reimbursement from the Fund for any use of EPL by me,
the affected conditional EPL will be cancelled, and I will be responsible for eliminating the
resulting leave debt by taking one or both of the following actions:

e Requesting other paid leave or paid time off (as available to me and as appropriate for the
given circumstance under normal leave rules) to substitute for the cancelled EPL—for
example: annual leave (including advanced annual leave), sick leave (including advanced
sick leave), compensatory time off for overtime work, compensatory time off for travel,
credit hours under a flexible work schedule, and any limited amount of administrative
leave that my agency may grant me.

and/or

e Voluntarily providing monetary reimbursement to the agency to satisfy the overpayment
debt resulting from receiving payments for a period of time when I should have been in
leave without pay status.

If I do not eliminate the leave debt by substituting other paid leave or paid time off, I agree to
make the required monetary reimbursement to the agency that granted conditional EPL and to
permit offset of Federal payments (including salary payments) to recover the amount owed.
(Note: Any offset of salary payments will be limited to 15 percent of an employee’s disposable
pay, except in the case of a final check at the time of separation from employment.) However, |
reserve the right to challenge the agency decision through any applicable administrative
grievance procedure, negotiated grievance procedure, or judicial process and to seek return of
any amounts erroneously collected from me.

Employee’s Signature Date:

Note: This employee agreement must be filed with an employee’s EPL request(s).





Attachment 5

American Rescue Plan:
COVID-19 Emergency Paid Leave for Federal Employees

These Q&As should be read in conjunction with OPM’s Guidance on COVID-19 Emergency Paid Leave.

Overview
1. Whatis EPL?

EPL stands for “Emergency Paid Leave.” This is a new, temporary paid leave program established in the
American Rescue Plan intended to help Federal employees who are impacted by COVID.

2. What makes EPL different from other leave programs?

Unlike other leave programs, EPL is set up as a fund. Employees will be able to request leave from their
employing agencies. If the employee is eligible, the employing agency can conditionally grant this leave
and submit a request for reimbursement to the agency that administers the fund.

3. Why did the American Rescue Plan create EPL?

EPL advances several important public policy goals. First, it helps provide a way for Federal employees
experiencing COVID-19 symptoms or subject to quarantine or isolation orders to stay home to avoid
putting others at risk. Second, it recognizes the challenges that Federal employees have faced during the
COVID-19 pandemic with caring for children, elderly family members, and family members with
disabilities—when their normal school, childcare, and caregiving options are not available because of
COVID. Third, to the extent that agencies do not provide administrative leave for COVID vaccination
purposes, EPL is available to cover periods of time when an employee is getting vaccinated, thereby
facilitating employees in obtaining COVID vaccines.

4. What does it mean for EPL to be a “temporary” leave program?
EPL is available until September 30, 2021, unless the applicable fund is exhausted before then.
5. Are all federal employees covered by the same fund?

No. The ARP created four distinct funds. OPM administers a $570 million fund that covers most of the
Federal government. There are separate funds for TSA, FAA, and VA employees, who are covered by
other leave systems not administered by OPM. Employees of these agencies should direct questions about
how to access their funds to their agency.

For Employees Covered by the OPM Administered Fund
Below are FAQs to help employees understand how to access EPL.
6. When did EPL become available?

Federal employees became eligible for EPL when the American Rescue Plan was signed into law on
March 11, 2021. EPL may not be used for periods of time before March 11, 2021.
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7. Under what circumstances may an employee use EPL?

If an employee is covered by the EPL fund, the employee may use EPL if unable to work because the
employee is:

(1) Subject to COVID-19 governmental quarantine or isolation order/advisory;
(2) Self-quarantining due to COVID-19 concerns on the advice of a health care provider;
(3) Caring for an individual subject to (1) such order/advisory or (2) such advice;

(4) Experiencing symptoms of COVID-19 and actively seeking (i.e., taking immediate steps to
obtain) a medical diagnosis;

(5) Caring for a child when required because, due to COVID-19 precautions, the child’s school or
place of care has been closed, or the child is participating in virtual learning instruction, or the child’s care
provider is unavailable;

(6) Experiencing any other substantially similar condition (as approved by OPM);

(7) Caring for a family member (i) who has a mental or physical disability or who is 55 years of age
or older and (ii) who is incapable of self-care, without regard to whether another individual other than the
employee is available to care for such family member, if the place of care for such family member is
closed or the direct care provider is unavailable due to COVID-19; and/or

(8) Obtaining immunization related to COVID-19 or recovering from any injury, disability, illness, or
condition related to such immunization (after using any administrative leave provided by the employing

agency).
8. What is the maximum amount of leave can Federal employees receive under EPL?

Full-time employees experiencing qualifying circumstances can receive a maximum of 600 hours (15
weeks) of EPL. For part-time employees, the total hours are prorated based on the employee’s tour of
duty, e.g., a half-time employee can get up to 300 hours.

9. How much are Federal employees paid under EPL?

Federal employees will receive the same pay for EPL hours they would receive if they were on annual
leave.

10. Is there limit on how many hours of EPL an employee can use in a biweekly pay period?

Yes, there is a biweekly limit. An employee may be granted EPL hours only to the extent that the value of
those EPL hours in a biweekly pay period does not exceed $2,800 for a full-time employee or an
equivalent limit for a part-time employee (e.g., $1,400 for a half-time employee).

11. An employee previously submitted a leave request and now wants to change it to EPL.
What should they do?

Employees can ask their agency to retroactively convert other categories of leave they may have taken to
EPL, if they meet the eligibility requirements.





12. How do employees put in a claim in for EPL?

Each agency will provide employees with a form (modeled after an OPM template) to request EPL.
Employees should check with their human resources office on the procedures for claiming EPL.

13. What does it mean that EPL is approved “conditionally?”

EPL is available until September 30, unless the $570 million fund is exhausted before then. If the fund
becomes exhausted, any EPL that was conditionally approved and cannot be paid for out of the fund will
have to be canceled, and other leave substituted for it.

14. Should employees take EPL or administrative leave to get their vaccine?

OPM has encouraged agencies to offer up to four hours of administrative leave per dose to cover time
spent getting a vaccine dose, plus additional time if reasonably necessary, instead of having employees
use EPL. This will maximize the availability of EPL for other circumstances that might affect an
employee.

15. What is the impact of EPL on an employee’s retirement?

The law provides that an employee’s total service used in computing their retirement annuity must be
reduced by the amount of EPL used. EPL is treated like other paid leave for all other retirement purposes.
For example, EPL time is creditable service for establishing annuity entitlement, computing the high-3
average salary, and applying retirement deductions and agency contributions.

16. What documentation will an employee need to provide to their employing agency?

Documentation requirements vary depending on the qualifying circumstance. The leave request form will
describe generally required documentation. Employees will need to make certain certifications and may
need to provide explanations in certain circumstances. An agency may request supplemental information,
explanations, or certifications, if it believes it is necessary.

For Agencies

Below are FAQs that agencies covered by the OPM leave fund can use to understand how to grant leave
and access reimbursement.

17. How do agencies submit a claim for EPL reimbursement to OPM?

Agencies should follow the instructions contained in OPM’s Benefits Administration Letter (BAL) 21-
303. (https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/.)

18. How long will it take agencies to get reimbursed by OPM from the fund?

OPM will make every attempt to process agency reimbursement requests promptly, but we cannot
provide a guarantee on the timing of payments.

19. How should agencies handle employees’ retroactive claims for EPL?

Please ask employees to submit any retroactive claims for EPL as soon as possible and submit them to
OPM right away so that we can accurately track expenditures against the fund.
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20. How will agencies know when the fund is exhausted?

OPM will be monitoring the fund on a regular basis and will notify agencies as it gets close to exhaustion.
Agencies can also monitor a dashboard that will be set up at https://www.opm.gov/policy-data-
oversight/pay-leave/ARPA to track overall fund usage. This dashboard will reflect data reported to OPM
by agencies through the reimbursement process.

21. How will OPM prioritize agency reimbursement requests if the fund is exhausted?

OPM will be processing agency reimbursement requests on a first-come/first-served basis based on the
date/time of receipt by OPM. (See OPM guidance for details.) An agency reimbursement request (or set
of agency requests with the same receipt date/time) that exhausts the Fund will result in a partial
reimbursement to the agency (or agencies) under rules established by OPM. When an agency receives a
partial reimbursement, it will need to determine how to allocate available funds to cover (i.e., give final
approval of) affected individual employee EPL claims that were conditionally granted.
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COVID-19 EMERGENCY PAID LEAVE
SECTION 4001 OF THE AMERICAN RESCUE PLAN ACT OF 2021

INTRODUCTION

Section 4001 of the American Rescue Plan Act of 2021 (Public Law 117-2) established “emergency paid
leave” (EPL) for certain categories of Federal employees based on COVID-19 related qualifying
circumstances. This new type of leave is funded by a $570 million Emergency Federal Employee Leave
Fund and is administered by the Director of the Office of Personnel Management (OPM). This
reference guide highlights key features of EPL and should be used in conjunction with OPM’s
Memorandum for Heads of Executive Departments and Agencies (CPM 2021-15), “COVID-19
Emergency Paid Leave,” dated April 29, 2021. The OPM memorandum contains additional guidance,
examples, templates, and frequently asked questions (FAQs) that will assist organizations in the
administration of EPL.

COVERAGE

Section 4001 covers employees in the executive branch for whom annual and sick leave is
provided under subchapter 1 of chapter 63 of title 5, United States Code. For these purposes, an
employee is defined as an individual who-

a. is an employee appointed in the civil service as described in 5 U.S.C. 2105 (as provided in 5
U.S.C. 6301(2)(A));

b. holds a civil service position in the executive branch; and

c. is covered by the title 5 annual and sick leave program (i.e., not excluded from coverage by
another law and not in an excluded category listed in clauses (i) through (xiii) of 5 U.S.C.
6301(2)).

Excluded from coverage are DoD nonappropriated-fund employees and DoD teachers appointed
under title 10 and title 20.

QUALIFYING CIRCUMSTANCES

In order to use EPL, an employee must be unable to work (including telework) because the
employee—

(1) is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;

(2) has been advised by a health care provider to self-quarantine due to concerns related to
COVID-19;

(3) is caring for an individual who is subject to such an order or has been so advised;
(4) is experiencing symptoms of COVID-19 and seeking a medical diagnosis;

(5) is caring for a son or daughter of such employee if the school or place of care of the son or
daughter has been closed, if the school of such son or daughter requires or makes optional a
virtual learning instruction model or requires or makes optional a hybrid of in-person and
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virtual learning instruction models, or the child care provider of such son or daughter is
unavailable, due to COVID-19 precautions;

(6) is experiencing any other substantially similar condition;

(7) is caring for a family member with a mental or physical disability or who is 55 years of age or
older and incapable of self-care, without regard to whether another individual other than the
employee is available to care for such family member, if the place of care for such family
member is closed or the direct care provider is unavailable due to COVID-19; or

(8) is obtaining immunization related to COVID-19 or is recovering from any injury, disability,
illness, or condition related to such immunization.

KEY FEATURES

The $570 million Fund is available to make leave payments to covered employees for EPL used
during the qualifying period, March 11, 2021, through September 30, 2021. Agencies are
required to submit claims to OPM for reimbursement from the Fund. If the Fund is exhausted
prior to September 30, 2021, payments of EPL under this authority will cease. OPM will provide
updates on the fund status at https://www.opm.gov/policy-data-oversight/pay-leave/ARPA.

Due to the possibility of Fund exhaustion, EPL is granted on a conditional basis. Before an
employee is initially granted EPL, the employee must agree in writing that, if any conditional
EPL is not available due to exhaustion of the Fund, the employee will:

(1) apply other paid leave or paid time off (as available to the employee and as
appropriate for the given circumstance) to cover the period of conditional EPL taken;
or

(2) will retroactively be placed on leave without pay for the conditional EPL time period
and voluntarily provide monetary reimbursement to the agency to cover the resulting
overpayment debt.

EPL is a separate leave entitlement used at an employee’s request and employees are not
required to first exhaust any other available paid leave. It may not be concurrently used with
any other paid leave or paid time off since EPL is used in lieu of other paid leave or other paid
time off an employee might otherwise use.

EPL is paid at the same hourly rate as annual leave, subject to the following two limitations:

e Biweekly hours limits. In any biweekly pay period, an employee may be credited
with hours of EPL only to the extent that the total amount does not exceed $2,800
for full-time employees with an 80-hour biweekly tour of duty or employees with an
uncommon tour of duty, or a proportionally equivalent biweekly limit for a part-time
employee; and

e Aggregate hours limit. The number of aggregate hours of EPL that any employee
may receive over the entire qualifying period (March 11 through September 30, 2021)
is limited to 600 hours for full-time employees, or a proportionally equivalent
aggregate limit for part-time employees, employees on uncommon tours of duty, or
employees with seasonal work schedules.
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For regular full-time employees with an 80-hour biweekly tour of duty, the amount of EPL that
an employee may be credited in a biweekly pay period may be limited if their hourly leave
payment exceeds the $2,800 limit, or $35 an hour ($2,800 divided by 80 biweekly hours = $35
an hour). In other words, the crediting of EPL in a bi-weekly pay period may be impacted if the
value of the employee’s hourly leave payment exceeds $35. It is the responsibility of the
Employee, Supervisor, and Timekeeper to ensure that the allowable amount of hours is not
exceeded on the timecard.

Examples:

Employee A’s hourly adjusted rate of basic pay is $35. Employee A would be able to use up to
80 hours of EPL in a biweekly pay period, since $2,800 divided by $35 equals 80 hours.

Employee B’s hourly adjusted rate of basic pay is $70. Employee B would be able to use only 40
hours of EPL in a biweekly pay period, since $2,800 divided by $70 equals 40 hours. In this
case, Employee B could request another type of paid leave, as available and appropriate for the
circumstances, to cover the remaining hours.

NOTE: These examples assume the employee’s hourly leave payment is equal to the employee’s
adjusted rate of basic pay (including locality pay, special rate supplements, or the equivalent). If
the employee receives additional pay as part of their leave payment, refer to the OPM Guidance
for a specific example.

EMPLOYEE NOTIFICATION AND DOCUMENTATION

For all qualifying circumstances except (5) and (7), employees should provide notice of their
intent to use EPL as soon as practicable. Generally, this means providing notice after the first
workday for which an employee takes EPL.

For qualifying circumstances (5) and (77), an employee must provide the agency with notice of
the intent to use EPL as soon as practicable, which will generally be prior to the first workday
leave is used if the need for leave was foreseeable.

Employees are required to provide documentation containing the following information:

(1) Date(s) for which EPL is requested;

(2) Description of the qualifying circumstance justifying use of EPL;

(3) Written statement (self-certification) that the employee is unable to work (including
telework) because of the cited qualifying circumstance and that the employee will
meet the conditions associated with the cited qualifying circumstance during the use
of EPL; and

(4) Written statement (self-certification) indicating that the employee understands (A)
that approval of EPL is conditional based upon the availability of monies in the Fund,
and (B) what obligations the employee will have if the leave is cancelled due to
exhaustion of the Fund. (NOTE: This is required if this is the first instance of
requesting EPL; for any subsequent request for EPL, the terms of this written
agreement will continue to apply.)
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Additional documentation may be required depending on the qualifying circumstance. OPM’s
“Guidance on COVID-19 Emergency Paid Leave” details specific requirements for each of the
qualifying circumstances (please see References below).

EFFECT ON RETIREMENT AND OTHER LEAVE BENEFITS

Any EPL provided to an employee under section 4001 of the Act reduces the employee’s total
service used to calculate any Federal civilian retirement annuity benefit (e.g., a Civil Service
Retirement System (CSRS) annuity benefit computed under 5 U.S.C. 8339 or a Federal
Employees’ Retirement System (FERS) annuity benefit computed under 5 U.S.C. 8415).

EPL is creditable service for the same purposes as other paid leave. For example, periods of
time covered by EPL are creditable service for purposes of determining an employee’s annual
leave accrual rate. Additionally, EPL generates basic pay that affects other payments and
benefits in the same manner as other paid leave. For example, any retirement-creditable basic
pay generated by emergency paid leave is subject to employee retirement deductions and agency
retirement contributions.

To ensure accurate retirement processing, DoD Components should require employees to
acknowledge approved dates of EPL by signing OPM Optional Form 5057
(https://www.opm.gov/forms/pdf fill/of5057.pdf) before uploading the form into the
employee’s official personnel folder.

FREQUENTLY ASKED QUESTIONS

Q1. Is this leave the same as emergency paid sick leave under the Families First
Coronavirus Response Act (FFCRA) that was available in 2020?

A1. No, EPL is a new and separate category of paid leave created on March 11, 2021, when President
Biden signed the American Rescue Plan Act of 2021 into law. EPL has different requirements,
qualifying circumstances, and features than the emergency paid sick leave that was available under
FFCRA in 2020. Time codes associated with the FFCRA emergency paid sick leave cannot be used for
EPL.

Q2. Are DoD NAF employees and DoD teachers eligible for EPL?

A2. No, DoD NAF employees and DoD teachers appointed under title 10 and title 20 are excluded from
coverage by Section 4001 of the American Rescue Plan Act of 2021 and therefore have no authority to
receive EPL.

Q3. DoD Employees were recently authorized administrative leave for COVID-19
vaccinations in accordance with the USD(P&R) memorandum, “Administrative Leave for
Coronavirus Disease 2019 Vaccination of Department of Defense Employees”, April 14,
2021. EPL may also be used for vaccinations in accordance with qualifying circumstance
(8). Which form of leave should I use while obtaining my COVID-19 vaccination?



https://www.opm.gov/forms/pdf_fill/of5057.pdf
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A3. The DoD policy memorandum indicates that employees will be granted administrative leave when
obtaining COVID-19 vaccinations and, if needed, for recovery time. The use of administrative leave for
vaccinations and recovery time preserves money in the Fund for other qualifying circumstances. The
use of administrative leave in this instance will not count towards the bi-weekly hour limit under EPL.
Additionally, it is more beneficial to use administrative leave for circumstance (8), as there is no effect
on retirement annuity calculations when administrative leave is used.

If the employee needs additional time to recover from the vaccine beyond the 2 workdays authorized in
the USD(P&R) memorandum, then EPL under circumstance (8) could be requested for that purpose.
As a reminder, the time and attendance code in the USD(P&R) memorandum for administrative leave
(LN) is different from the code used for EPL.

Q4. Do employees need to use a certain format when requesting EPL?

A4. Employees must request to use EPL and must sign a written agreement to use EPL. The
information required in each of these is detailed in OPM’s “Guidance on COVID-19 Emergency Paid
Leave”, April 29, 2021which includes sample templates organizations may use or adopt for EPL
requests and agreements.

Q5. If employees have a qualifying circumstance, why is the granting of EPL on a
conditional basis?

As. The granting of any EPL is conditional as it is dependent on the availability of money in the
Emergency Federal Employee Leave Fund.

Q6. What happens if an employee is conditionally granted EPL, but later learn the Fund
was exhausted and the EPL is not reimbursable?

A6. Asindicated in the written agreement, employees may substitute other available paid leave or paid
time off, or will retroactively be placed on leave without pay for the affected period and voluntarily
provide monetary reimbursement to the agency to cover the resulting overpayment debt limited to 15
percent of an employee’s disposable pay except in the case of a final check at the time of separation
from employment. An employee may seek to apply advanced annual or advanced sick leave (as
appropriate) under the normal rules governing such advances of leave.

Q7. The EPL regulation states that EPL may not be used by an employee concurrently
with any other paid leave. What does this mean? Can an employee take another type of
paid leave on the same day or in the same pay period while using EPL?

A7. “Concurrently” means that an employee cannot take EPL and another form of paid leave to cover

the same period of absence. In essence, the employee cannot receive double pay for the same period of
time. EPL is used “in place of” other paid leave an employee might otherwise use. Employees may use

other types of paid time off during the same day, or within the same pay period, but the other paid time
off cannot be applied to hours already covered by EPL.
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Q8. How should EPL be coded in the time and attendance system?

AS8. EPL will be coded with time code LV and an environmental hazard code of DW. This leave code
will be available after pay processes in the Defense Civilian Payroll System (DCPS) on May 21, 2021.

Q9. What do I need to do if I already utilized EPL prior to publication of OPM’s
guidance?

Ag. If EPL was used prior to the final guidance issued by OPM, timecard corrections are required.
Timecard entries must be corrected to “LVDW” after May 21, 2021.

Q10. What is required of employees for DoD to submit a reimbursement request?

A10. The Defense Finance and Accounting Service (DFAS) will provide reimbursement information to
Office of the Under Secretary of Defense (Comptroller) to certify and submit the reimbursement claim
for the Department. It is imperative that timesheets are corrected following the DCPS system change in
pay period ending June 5 2021, to ensure the data is accurate at the time of submission and
certification.

Q11. Where can I find additional information on the use of EPL and the associated
retirement reduction?

A11. Additional information on the retirement reduction associated with the use of EPL is forthcoming.
This information will include procedures for ensuring an employee’s use of EPL and the effect on
retirement is documented accurately.

Q12. I am a civil service employee who remained in a DoD NAF retirement plan following
a qualified portability move from a DoD NAF to a civil service position. Will taking EPL
reduce my total service for the purposes of calculating my federal retirement annuity?

A12. Yes, if an employee uses EPL under section 4001, and that time would otherwise be covered by a
NAF retirement plan, the NAF retirement plan must subtract the EPL from the total service used in the
NAF annuity computation.

REFERENCES

H.R. 1319 — American Rescue Plan Act of 2021 (Public Law 117-2), section 4001
(https://www.congress.gov/bill/117th-congress/house-bill/1319/text)

Office of Personnel Management Memorandum for Heads of Executive Departments and Agencies
(CPM 2021-15), “COVID-19 Emergency Paid Leave” dated April 29, 2021,
(https://www.chcoc.gov/content/covid-19-emergency-paid-leave)




https://www.chcoc.gov/content/covid-19-emergency-paid-leave
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CONTACT

For additional information:

Employment and Staffing: 703-545-7487 or dodhra.mc-alex.dcpas.list.ec-field-advisory--
support@mail.mil

Nonapproriated Fund: dodhra.mc-alex.dcpas.mbx.naf@mail.mil

Labor and Employee Relations: dodhra.mc-alex.dcpas.mbx.hrops-lerd-labor-relations@mail.mil

Defense Finance and Accounting Service: dfas.indianapolis-in.jjf.mbx.esscivpay@mail.mil




mailto:dodhra.mc-alex.dcpas.list.ec-field-advisory--support@mail.mil

mailto:dodhra.mc-alex.dcpas.list.ec-field-advisory--support@mail.mil

mailto:dodhra.mc-alex.dcpas.mbx.naf@mail.mil

mailto:dodhra.mc-alex.dcpas.mbx.hrops-lerd-labor-relations@mail.mil

mailto:dfas.indianapolis-in.jjf.mbx.esscivpay@mail.mil




United States
Office of Personnel Management
Retirement Operations Center
Boyers, Pennsylvania 16017

Emergency Paid Leave Tracking

This form can be used to track Emergency Paid Leave (EPL) taken by an employee under Public Law 117-2. The number of
EPL hours used by an employee should be reported to OPM on the final separation Individual Retirement Record (IRR) - SF
2806 or SF 3103 - when the employee retires. Please see Benefits Administration Letter (BAL) 21-102 for more information.

Employee name (last, first, middle) Date of birth (mm/dd/yyyy)
Dates of Emergency Paid Leave Emergency Paid Leave
From (mm/dd/yyyy) From (mm/dd/yyyy) Hours Used

Total Emergency Paid Leave Hours » » » » » »

For Agency Use

U. S. Office of Personnel Management
Public Law117-2 OF 5057
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obtaining the vaccination even when EPL is available for this purpose.

LIMITATIONS:

o Biweekly limit - EPL hours allowed only to extent that the value of those EPL hours in a biweekly pay period
does not exceed $2,800 for full-time employee or equivalent limit for part-time employee, which can limit
number of leave hours;

o Aggregate limit - total of 600 hours for regular full-time employee or equivalent limits for employees with
part-time, seasonal, or uncommon tours

EPL is paid at the same hourly rate as annual leave. To help determine the biweekly limit for each employee an
EPL biweekly limit tool is provided in the attachments. DFAS has an additional American Rescue Plan,
Emergency Paid Leave Determination tool which can be found at:
https://www.dfas.mil/Portals/98/Documents/Civilian%20Employees/HR1319%20Karen%2020210521.pdf?

ver=3ylQZvyXnd6_CIP-utlZyQ%3d%3d.

TIMECARD CODING:

Time cards must be coded using Job Order “COVIDLV21” with Type Hour “LV” and NtDiff/Haz/Oth Purpose
Code “DW”. If an employee is currently or has been on qualifying leave status since 11 Mar 21, they must make
retroactive adjustments to their timecards to receive this leave and have their own leave restored. As indicated
previously, the granting of EPL is tentative and conditional upon fund availability so all retroactive actions should
be taken as soon as possible. Per attached FM Guidance, please make every effort to complete all necessary
retroactive adjustments by pay period ending 5 Jun 21 but no later than 19 Jun 21 to give employees optimal
opportunity to receive this leave, if they choose to request it, as it is applied on a first come, first served basis.

IMPORTANT INFORMATION TO NOTE:

Due to possibility of Fund exhaustion, EPL is granted on a conditional basis. If an agency does not receive
reimbursement for conditionally granted EPL, that EPL will be cancelled and the employee will be obligated to
take action to resolve any overpayment debt. (Sample acknowledgement letter attached to DAF guidance)

In calculating an employee’s retirement annuity benefit, total creditable service will be reduced by the amount
of EPL used. Hours of EPL remain creditable service for purposes of (1) determining an employee’s total service
credit for the purpose of establishing eligibility for a retirement annuity benefit and (2) determining periods of
time during which an employee has a rate of basic pay used in computing an employee’s high-3 average rate of
basic pay. To ensure accurate retirement processing, employees are required to acknowledge approved dates
of EPL by signing OPM Form 5057 attached and available at: https://www.opm.gov/forms/pdf_fill/of5057.pdf.
This form can be uploaded to the employees eOPF by the CPS using the myPers link at:
https://mypers.af.mil/app/answers/detail/a_id/22733.

Benefits Administration Letter (BAL 21-102) providing guidance related to the effect of EPL on employees’
retirement benefits (Go to https://www.opm.gov/retirement-services/publications-forms/benefits-
administration-letters/.)

Benefits Administration Letter (BAL 21-303) providing guidance related administration of the $570 million fund
under which EPL is provided (Go to https://www.opm.gov/retirement-services/publications-forms/benefits-

administration-letters/.)

The American Rescue Plan — Emergency Paid Leave guidance has been consolidated on the COVID-19 myPers


https://www.dfas.mil/Portals/98/Documents/Civilian%20Employees/HR1319%20Karen%2020210521.pdf?ver=3yIQZvyXnd6_C9P-utLZyQ%3d%3d
https://www.dfas.mil/Portals/98/Documents/Civilian%20Employees/HR1319%20Karen%2020210521.pdf?ver=3yIQZvyXnd6_C9P-utLZyQ%3d%3d
https://www.opm.gov/forms/pdf_fill/of5057.pdf
https://mypers.af.mil/app/answers/detail/a_id/22733
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/

page found at: https://mypers.af.mil/app/answers/detail/a_id/46583/p/3/c/861.
Questions from leaders, supervisors and employees should be directed to the servicing Civilian Personnel Office.

Civilian Personnel Offices can direct any questions to the Civilian Support Branch at:

afpc.dp3fs.civiliansupportbr@us.af.mil.

Thank you.

Civilian Support Branch
AFPC/DP3FS

Attachments:

DAF Guidance - American Rescue Plan Act — Emergency Paid Leave, May 2021
FM Guidance — American Rescue Plan Emergency Leave, 5-25-2021

EPL Biweekly limit tool, 5-4-21

Record of Use EPL — Applying Aggregate Limit, 4-30-21

DFAS Guidance — American Rescue Plan Act — Emergency Paid Leave

OPM ARPA Emergency Paid Leave Guidance and Templates, April 2021
DCPAS Reference Guide, Emergency Paid Leave, 052021

OF 5057, Emergency Paid Leave Tracking

From: AF/A1C Workflow <AF.A1C.Workflow@us.af.mil>
Sent: Tuesday, May 25, 2021 1:10 PM

Subject: HAF/A1C Message # 2021-0020 -- Department of Air Force Guidance -- American Rescue Plan Act of
2021 -- Emergency Paid Leave

MESSAGE FROM THE CIVILIAN FORCE MANAGEMENT DIRECTORATE (A1C)
HAF/A1C Message # 2020-0020

SUBJECT: Department of Air Force (DAF) Guidance — American Rescue Plan Act of 2021 -
Emergency Paid Leave

SUSPENSE: N/A

1. PURPOSE: To provide implementation guidance to DAF commands and organizations concerning
Emergency Paid Leave (EPL) under the American Rescue Plan Act of 2021 (ARPA).

2. REFERENCES:

a) Public Law 117-2, American Rescue Plan Act 2021, Section 4001, March 11, 2021;

b) US Office of Personnel Management (OPM), Memorandum (and attachments 1 through 5),
Subject: COVID-19 Emergency Paid Leave, dated April 29, 2021 (attached);

c) Department of Defense, Defense Civilian Personnel Advisory Service (DCPAS), Reference
Guide, COVID-19 Emergency Paid Leave Section 4001 of the American Rescue Plan Act of 2021,
dated May 2021 (attached);

d) AFAFO-Finance, Civilian Pay Policy Division, SAF/FMSI, American Rescue Plan Act of
2021: Emergency Paid Leave, FM Guidance, dated May 2021 (attached)

e) Defense Finance and Accounting Service (DFAS), Emergency Paid Leave, dated May


https://mypers.af.mil/app/answers/detail/a_id/46583/p/3/c/861
mailto:afpc.dp3fs.civiliansupportbr@us.af.mil
mailto:AF.A1C.Workflow@us.af.mil

2021 (attached)
f) DFAS Emergency Paid Leave calculator and usage log (attached)

3. BACKGROUND:

a. On 11 March 2021, the President signed the ARPA into law. The statute includes a
provision that authorizes agencies to approve certain covered, appropriated fund Title 5 Federal
civilian employees for up to 600 hours of paid leave to address any one of eight qualifying
circumstances related to the COVID-19 pandemic, and occurring between 11 March and 30
September 2021.

b. Key aspects of the leave entitlement include the following:

1) The leave is funded by a $570M appropriation that is administered by OPM. For
that reason, EPL is only authorized if is paid from the appropriation. When the fund runs out,
so does the availability of EPL.

2) EPL is only available for 8 specific qualifying reasons related to personal impacts
that a Federal employee has experienced as a result of COVID-19 from 11 March to 30
September 2021.

3) EPL has a biweekly limit (i.e., hours of approved EPL during a single biweekly pay
period may not exceed $2800 or proportional equivalent for less than full-time employees), and an
aggregate limit (i.e., 600 hours total or a proportional equivalent for covered part-time, seasonal or
uncommon tours).

4) In calculating an employee’s retirement annuity benefit, total creditable service will
be reduced by the amount of EPL used by the employee.

4. STATUS:

a. The distinct requirements of the leave prevented agencies from being able to administer
EPL until OPM, as the EPL fund administrator, issued leave implementation and administration
guidance. OPM and Department of Defense (DoD) have now issued personnel and finance direction
that allows the DoD components to begin approving EPL and directs how the leave is to be
administered within the Defense community.

b. The attached Fact Sheet guidance provides supplemental direction concerning how the
leave is to be specifically administered within the DAF (to include the US Space Force) civilian
community. The additional attachments include SAF/FMSI guidance; OPM, DCPAS and DoD policy
guidance; as well as related DFAS information to include spreadsheet calculators and usage logs to
assist DAF supervisors and employees with effectively calculating and tracking usage of the leave. A
direct link to DFAS’ calculator tool may be found here:
https://www.dfas.mil/CivilianEmployees/COVID-19-Emergency-Paid-Leave/ . HR practitioners,
supervisors and employees seeking to use EPL should carefully review and familiarize themselves
with all of the attached information. Further, supervisors who are evaluating requests for EPL should
work closely with their local servicing CPSes and labor attorneys to address any questions regarding
an individual employee’s eligibility for coverage, qualifying circumstances, or supporting
documentation.

5. AFPC may release additional policy and/or operational guidance related to this update.

6. All A1C Numbered Messages are maintained on A1C’s Sharepoint located at:

https://usaf.dps.mil/sites/10097/a1c/numberedmessages/sitepages/home.aspx#inplviewhasha38ec229-
8d30-4fa3-998d-a20e3762e55b=#InplviewHash42201ba6-242e-40e6-9270-
11a16a61e3f3=Paged%3DTRUE-p ID%3D30-PageFirstRow%3D31-
ShowInGrid%3DTrue#lnplviewHash91b72512-3c02-4569-a4f4-0dc27935ecc8=Paged%3DTRUE-

p_SortBehavior%3D0-
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Glenda Scheiner, SES, DAF

Director, Civilian Force Management
DCS, Manpower, Personnel and Services
Comm 703-571-1724

Telework Cell: (301) 543-7494

Fly, Fight, and Win ... Airpower - Anytime, Anywhere!
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