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1. INTRODUCTION
Purpose
The purpose of the Department’s COVID-19 Workplace Safety Plan is to replace the 
previously published “ED Workplace Reconstitution Transition Plan” (May 2020) 
guidance.  It provides new COVID-19 Workplace Safety implementation guidance.  This 
implementation guidance applies ED-wide and puts the health and safety of all Federal 
employees, on-site contractors, visitors, and their families at the center.   

This document follows the President’s Executive Order (EO) on Protecting the Federal 
Workforce and Requiring Mask-Wearing and the Office of Management and Budget 
Memorandum 21-15, COVID-19 Safe Federal Workplace: Agency Model Safety 
Principles; adheres to the National Strategy for the COVID-19 Response and Pandemic 
Preparedness; and includes the latest guidance from U.S. Centers for Disease Control 
and Prevention (CDC).  This guidance also incorporates Occupational Safety and 
Health Administration’s (OSHA) guidance on preparing workplaces for COVID-19 at 
https://www.osha.gov/Publications/OSHA3990.pdf.   

Background
On March 16, 2020, the Department of Education (ED) transitioned to maximum 
telework in response to the COVID-19 pandemic.  On April 20, 2020, the Office of 
Management and Budget (OMB) and the Office of Personnel Management (OPM) 
directed Federal organizations to draft plans to return to normal operations.  In May 
2020, ED published its Workplace Reconstitution Transition Plan, which outlined a 
phased return to normal operations.   

On January 24, 2021, OMB issued updated guidance, Memorandum 21-15, COVID-19 
Safe Federal Workplace: Agency Model Safety Principles, to ensure a safer federal 
workforce.  Pursuant to this guidance, ED’s COVID-19 Workplace Safety Plan amends 
previously published guidance.   

Presidential Executive Order:  Protecting the Federal Workforce and 
Requiring Mask-Wearing 
The January 20, 2021 President’s Executive Order (EO) on Protecting the Federal 
Workforce and Requiring Mask-Wearing and the National Strategy for the COVID-19 
Response and Pandemic Preparedness established that: 

“It is the policy of the Administration to halt the spread of coronavirus disease 
2019 (COVID-19) by relying on the best available data and science-based public 
health measures. Such measures include wearing masks when around others, 
physical distancing, and other related precautions recommended by the Centers 
for Disease Control and Prevention (CDC).  Put simply, masks and other public 

https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
https://www.whitehouse.gov/wp-content/uploads/2021/01/M-21-15.pdf
https://www.whitehouse.gov/wp-content/uploads/2021/01/M-21-15.pdf
https://www.whitehouse.gov/wp-content/uploads/2021/01/National-Strategy-for-the-COVID-19-Response-and-Pandemic-Preparedness.pdf
https://www.whitehouse.gov/wp-content/uploads/2021/01/National-Strategy-for-the-COVID-19-Response-and-Pandemic-Preparedness.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.whitehouse.gov/wp-content/uploads/2021/01/M-21-15.pdf
https://www.whitehouse.gov/wp-content/uploads/2021/01/M-21-15.pdf
https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
https://www.whitehouse.gov/wp-content/uploads/2021/01/National-Strategy-for-the-COVID-19-Response-and-Pandemic-Preparedness.pdf
https://www.whitehouse.gov/wp-content/uploads/2021/01/National-Strategy-for-the-COVID-19-Response-and-Pandemic-Preparedness.pdf
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health measures reduce the spread of the disease, particularly when 
communities make widespread use of such measures, and thus save lives.” 

The Federal government has a responsibility to protect the health and safety of its 
workforce, as well as everyone who enters Federal property.  ED is committed to 
implementing the CDC recommendations to protect the health and safety of its 
employees, contractors, and visitors.   

2. PROTECTING THE ED WORKFORCE
Guiding Principles

HEALTH AND SAFETY: We will transition in a way that aligns with CDC and 
White House guidance in order to minimize the risk to the health of our 
employees, their families, and communities, especially those who are most 
vulnerable.  We will observe our workplaces and watch for changes in the 
surrounding community to help ensure we can maintain the health and safety of 
our people.  

SUPPORTING EMPLOYEES: We will continue additional workplace support 
services, such as increased cleaning.  We will continue providing maximum 
flexible telework and work schedules.  We will continue our partnership with the 
Federal Employee Assistance Program in order to continue providing a range of 
financial, emotional, and mental health services to employees.  We will lead from 
a compassionate position and encourage employees and contractors to support 
each other through these challenging times. 

TAILORED APPROACH: We will make decisions about health conditions on a 
facility-by-facility basis, rather than a “one size fits all” approach.  We will follow 
all applicable laws and guidelines.  We will adapt and deliver on our mission to 
the American people without compromising on what our employees need.  When 
conditions are similar across geographical locations and facilities, our response 
will be similar; when they are different, our responses will be different.  We will 
update our plans as needed and provide notice to affected employees as 
appropriate. 

COVID-19 Coordination Team 
ED has established a cross-functional COVID-19 Coordination Team to oversee our 
efforts to ensure the health and safety of our workforce and other individuals who visit 
our GSA-owned and leased workplaces.  The Team will: 

- On a monthly basis, review the ED COVID-19 Workplace Safety Plan and
consider potential revisions as necessary.
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- Coordinate with ED Senior Leadership to provide feedback to the Safer Federal
Workforce Task Force and Federal COVID-19 Response Coordinator.

- Provide input to the Office of Human Resources and the Office of Security,
Facilities, and Logistics in preparation for their discussions with the General
Services Administration (GSA), the Office of Personnel Management (OPM), and
the Office of Management and Budget (OMB).  For privately owned and
Federally leased space, the Team will provide input to the Facilities Division to
coordinate with GSA and federal building security and safety committees.

- Attend COVID-19 team briefings regarding local health departments’ information
and requests to help identify, track, and manage contacts of COVID-19 cases in
local communities where ED offices are located.

- Participate in COVID-19 team meetings to discuss required changes to
established protocols if COVID-19 cases increase within a specific building or
work setting.  Proposed changes would be based on information obtained from
federal and local public health official websites.

- Support the Office of Human Resources by reviewing updated telework and time
and attendance policies, as needed, in response to changing circumstances
impacted by the COVID-19 pandemic.

The Team includes members from each ED Principal Operating Component (POC); 
representatives from across the leadership team, including human resources, health 
and safety, facilities, legal counsel, a union representative, and an external public health 
expert.  A list of ED’s COVID-19 Coordination Team members can be found in Appendix 
A. If you have any suggestions or ideas, you can submit them to the Team at:
COVID19CoordinationTeam@ED.GOV.

Communications and Change Management 
Effective communications and change management are vital to protecting the 
workforce.  Employees and contractors must understand the policies and procedures 
that have been implemented in the workplace.  They also need to be aware of CDC’s 
How to Protect Yourself & Others and local health guidance and recommendations to 
keep them safe outside of Federal buildings.  Learn more at the CDC’s Public Health 
Professionals Gateway.  ED is committed to transparency about the measures that are 
in place, the guidance relied upon, and the limitations and challenges we face in 
addressing the pandemic.  

ED will continue to update this document along with the companion Frequently Asked 
Questions document and other relevant policies and guidance information and continue 
posting this information on the ED Intranet COVID-19 website.   

As local conditions, mission requirements, and the scientific understanding of COVID-19 
evolve, this plan and our workplace safety policies and protocols will change.  ED also 
expects that CDC, Occupational Safety and Health Administration (OSHA), the 

mailto:COVID19CoordinationTeam@ED.GOV
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
https://www.cdc.gov/publichealthgateway/healthdirectories/index.html
https://www.cdc.gov/publichealthgateway/healthdirectories/index.html
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Environmental Protection Agency (EPA), the General Services Administration (GSA), 
the Office of Personnel Management (OPM), and the Safer Federal Workforce Task 
Force will continue to issue updated guidance and recommendations.  All changes to 
this plan will be communicated to all employees and posted to the ED intranet COVID-
19 website.  

Note:  Employees should continue teleworking to the maximum extent possible until the 
agency receives the appropriate Office of Management and Budget and CDC guidance 
that it is safe to begin planning a physical return to the workplace.  Employees will be 
given 90 work days advance notice and guidance before returning to the physical 
workplace.   

Consultation and Engagement 
The Deputy Assistant Secretaries for the Office of Human Resources, Office of 
Acquisition Management, Office of Security, Facilities, and Logistics and other agency 
leaders, as appropriate, shall consult on the implementation of this plan with Federal 
employee unions, Federal contractors, employees, and any other interested parties, as 
appropriate.  

 

3. WORKPLACE HEALTH AND SAFETY PRINCIPLES 
COVID-19 Safe Federal Workplace: Agency Model Safety Principles 
Memorandum 21-15, COVID-19 Safe Federal Workplace: Agency Model Safety 
Principles provides guidance to agencies following the release of the President’s 
Executive Order (EO) on Protecting the Federal Workforce and Requiring Mask-
Wearing and includes a minimum level for workplace safety standards associated with 
masking, physical distancing, and other CDC-recommended actions.  

This document updates the agency’s health and safety protocols based on the updated 
OMB guidance.  

Telework and Work Schedule Flexibilities 
Every effort will be made to maximize the use of remote work during widespread 
community transmission.  All offices are authorized to allow maximum telework 
flexibility, up to and including 100% telework.  Employees teleworking will be provided 
90 working days advance notice and guidance before the implementation of any 
changes to current policy and guidance about returning.   

The Office of Human Resources is revising the current agency Telework Policy to 
incorporate the current pandemic telework changes and more flexible post-pandemic 
telework guidance for ED’s telework program.  The agency will not return to the October 

https://www.whitehouse.gov/wp-content/uploads/2021/01/M-21-15.pdf
https://www.whitehouse.gov/wp-content/uploads/2021/01/M-21-15.pdf
https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
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2018 Telework Policy given the significant business process changes that have been 
implemented since March 2020. 

For employees who must report to the physical workplace, they are encouraged to 
stagger work times to reduce density, minimize traffic volume in elevators, and avoid 
crowds during commuting, subject to mission requirements.  Cohort-based scheduling 
may also be used to help reduce exposure if a group of employees needs to access the 
building at any given time.  Cohorts could include groups of employees needing to work 
together in an in person but socially distant environment on a project.  Again, maximum 
telework should continue for the duration of the COVID-19 pandemic. 

ED is committed to supporting employees through the pandemic.  Many families 
continue to face continuing and intermittent school closures, disruptions independent 
care, public transit service changes, and other challenges.  Senior leaders and 
supervisors are authorized and encouraged to provide work schedule flexibilities on a 
categorical and case-by-case basis to assist employees facing these challenges.  

For more information on available flexibilities, employees can visit the OPM COVID-19 
Resource webpage or contact the office of the ED Chief Human Capital Officer.  In 
addition, the Office of Human Resources will continue to review and evaluate updated 
guidance from the Office of Personnel Management regarding available work schedules 
and other flexibilities and will proactively communicate changes and impacts to the 
workforce. 

Mask Wearing 
Federal employees, on-site contractors, and visitors to Federal buildings or office 
spaces must wear a mask that covers the nose and mouth and meets current CDC 
and OSHA COVID 19 guidelines.  

Masks must be worn in any common areas or shared workspaces (including open 
floorplan office space, cubicle embankments, and conference rooms).  Masks should 
also be worn in outdoor shared spaces when physical distancing cannot be maintained.  
Wearing a mask is not a substitute for physical distancing or other safety measures.  

ED has purchased masks, and they are available at all National Capital Region and 
regional offices for anyone arriving without a mask. 

Signage has been posted in all ED facilities to remind employees, contractors, and 
visitors of this requirement.  Reminders will also be included in ongoing employee 
communications. 

Wearing masks may be difficult for some people with sensory, cognitive, or behavioral 
issues.  If they cannot wear a mask properly, employees should request special 
accommodations through their office leadership for review, and adaptations and 
alternatives should be considered.  

https://www.opm.gov/policy-data-oversight/covid-19/
https://www.opm.gov/policy-data-oversight/covid-19/
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/about-face-coverings.html
https://www.osha.gov/coronavirus
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover-guidance.html#mask-adaptations-alternatives
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover-guidance.html#mask-adaptations-alternatives
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Employees and contractors are also strongly encouraged to wear face masks when 
outside Federal buildings.  Simply put, masks and other public health measures can 
help reduce the spread and severity of the disease, particularly when communities 
make widespread use of such measures. 

Exceptions to Mask Wearing and Other Safety Measures 
Exceptions to wearing a mask and other safety measures may be granted on a 
categorical or individual basis.  All exceptions must be documented, and alternative 
health and safety measures must be implemented to safeguard the health of the 
individual granted the exception and others that they may encounter or interact with 
within the workplace. 

Mask exception requests must be submitted to the COVID-19 Coordination Team for 
review prior to Assistant Secretary or Office Head approval.   

Medical/Religious Exceptions: As recognized by the CDC guidelines on masks, some 
employees may have health or medical conditions which prevent them from safely 
wearing a mask.  In addition, wearing masks may be difficult for some people with 
sensory, cognitive, or behavioral issues.  Employees requiring special accommodations 
should submit a request through their office leadership for review.  The CDC provides  
guidance on adaptations and alternatives that should be considered.  Supervisors 
should continue to leverage telework to the maximum extent possible to address these 
concerns. 

Employees with on-site work requirements who require accommodation for 
health, medical, or religious-related reasons should follow the existing 
Reasonable Accommodations process.  The interactive process between the 
supervisor and the employee should be used to determine safe alternatives to 
address mask wearing concerns, such as full-time telework, additional social 
distance, testing, temporary relocation, reconfiguration of the workplace, or 
adding barriers around the workstation.  Accommodations will be made for 
individuals with required documentation and in accordance with existing EEOC 
guidance and ED reasonable accommodations procedures.  

Contractor employees who require accommodation for health, medical, or 
religious-related reasons should contact their employer. 

Contractor employers are required to follow applicable federal laws as it pertains to 
reasonable accommodations to ensure any contractor employees requiring an 
exception to the Executive Order (E.O.) are provided with proper guidance and safe 
alternatives to ensure compliance. Contractor employers should coordinate with the 
Government Contracting Officer’s Representative (COR) if they believe an exception to 
the E.O. for medical reasons is warranted. 

 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/about-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover-guidance.html#mask-adaptations-alternatives
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover-guidance.html#mask-adaptations-alternatives
https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
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Reasonable Accommodations 
Nothing in the ED COVID-19 Workplace Safety Plan shall be construed to impair or 
otherwise affect the ED Reasonable Accommodation Policy, which remains in effect.   

All approved Reasonable Accommodation agreements will remain in place as agreed 
to.  ED will continue to comply with all existing Equal Employment Opportunity 
Commission (EEOC) laws and regulations, and applicable ED reasonable 
accommodations rules and policies. 

Physical Distancing 
To the extent practicable, individuals shall maintain a distance of at least six feet from 
others, consistent with CDC guidelines.  This includes offices, conference rooms, and 
all other communal areas and workspaces.  Distance is not a substitute for wearing 
masks.  Individuals should maintain distance and properly wear masks.  Revised office 
assignments, and other mitigation strategies may be implemented to minimize 
interactions, but not as a substitute for wearing masks. 

Signage has been posted in all ED facilities to remind employees, contractors, and 
visitors of this requirement.  Reminders will also be included in ongoing employee 
communications. 

Hand Washing / Hygiene 
Hand sanitizer stations, as well as soap and water, are available at building entrances 
and throughout the various floors and contain FDA-approved hand sanitizer with at least 
60% ethanol.  You can also visit CDC’s How to Select and Use Hand Sanitizer.  
Personnel is encouraged to wash their hands with soap and water for at least 20 
seconds or use hand sanitizer, or alcohol-based hand rubs frequently.  For more 
information on proper hand washing techniques and hand sanitizers, visit:  
https://www.cdc.gov/handwashing/index.html. 

Building Occupancy Limits 
During periods of significant and high community transmission, occupancy in Federal 
workplaces should generally be limited to no more than 25% of normal capacity, 
unless it is physically impossible or poses a threat to ED essential functions.   ED does 
not foresee any issues with the 25% limit, as the agency has been able to continue 
meeting its mission requirements, with less than 3% of employees needing to access 
federal facilities over the past year.  However, if in-person requirements increase, 
Assistant Secretaries and Office Leaders should ensure that no more than 25% of 
employees in any given area are onsite at one time. 

To find more data and also track community transmission percentages in your local 
area, please reference the CDC’s COVID Data Tracker.  

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/hand-sanitizer.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/handwashing/index.html
https://covid.cdc.gov/covid-data-tracker/#datatracker-home
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Ventilation and Air Filtration 
Additional GSA modifications may be considered in accordance with CDC guidance, 
including as density increases.  To the maximum extent feasible, indoor ventilation will 
be optimized to increase the proportion of outdoor ventilation, improve filtration, and 
reduce or eliminate recirculation. 

Environmental Cleaning and Disinfection 
In addition to ED having facemasks, gloves, and wipes stationed throughout the 
building, the GSA cleaning contractor team will continue enhanced cleaning and 
disinfection in common use/high-touch/high-density spaces, such as lobbies, restrooms, 
elevators, breakrooms, and stairwells throughout the day.  This includes the GSA 
contractors wiping down highly used door handles, equipment, and other highly touched 
surfaces.  Office space that is in regular use will be cleaned and disinfected regularly 
and in accordance with CDC guidelines.  If an employee should bring disinfectants, they 
should be appropriate for the surface and on the EPA List N: Disinfectants for 
Coronavirus (COVID-19). 

In the event of a confirmed case of COVID-19 in the workplace (if the individual had 
been in the building up to seven days prior), enhanced environmental cleaning and 
disinfection would be performed in accordance with CDC and GSA guidance.  
Employees in the affected building will receive an email alert from the Office of Finance 
and Operations mailbox.  Personnel and visitors may be asked to vacate the affected 
space until cleaning or disinfection is completed. 

Meetings and Events 
In-person meetings will be limited to 10 persons or fewer, and larger meetings will 
continue to be held via video conference and phone.  External events should be held 
virtually, and visitors to the building are restricted unless approved by the Assistant 
Secretaries and Office Leaders.  Visitors should observe the same guidelines and 
health screening self-assessment as employees before entering the workplace.   

In-person meeting participants are required to wear a mask, maintain social distancing, 
and adhere to effective hygiene practices. 

Travel 
Official travel (domestic and international) should be limited to mission-critical travel 
only.  If your travel meets mission-critical travel, it must be approved by the Assistant 
Secretary/Office Leader.  Federal employees should consult CDC travel guidelines 
carefully before deciding to travel (personal or official).  Additional resources for official 
travel can be found on the GSA COVID-19 Information Site. 

Employees must adhere strictly to CDC travel guidelines before, during, and after travel, 
regardless of whether the travel is personal or for official business.  Employees who are 

https://www.cdc.gov/coronavirus/2019-ncov/community/ventilation.html
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html
https://www.epa.gov/pesticide-registration/list-n-disinfectants-coronavirus-covid-19
https://www.epa.gov/pesticide-registration/list-n-disinfectants-coronavirus-covid-19
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
https://www.gsa.gov/governmentwide-initiatives/emergency-response/covid19-coronavirus
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
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sick, have recently tested positive for the virus that causes COVID-19, or have had 
close contact with a person confirmed to have COVID-19 (or who recently tested 
positive for COVID-19) pose a potential risk to others during travel.  

Employees are encouraged to limit personal travel.  Employees should also plan to 
work from home for a period after official or personal travel before returning to the 
workplace.  If an employee is otherwise expected to be present on-site and is not 
allowed to report because of personal travel, they should request leave. 

Health Screening Self-Assessment 
Early detection and diagnosis of COVID-19 are vital to reducing transmission of the 
disease.  Employees, contractors, and visitors should not enter a Federal building if they 
are sick, experiencing symptoms associated with COVID-19, or have been directed by a 
medical or public health official to quarantine/isolate. 

Prior to entering an ED facility, all individuals should take their temperature and assess 
themselves for COVID-19 symptoms1 and conduct a personal self-assessment as 
outlined below: 

Please conduct this self-assessment before heading to the building. 
• Are you experiencing any COVID-19 symptoms? General symptoms may include

cough, difficulty breathing, fever, chills, muscle pain, sore throat, or new loss of
taste or smell.

o Fever:  CDC considers a person to have a fever when he or she has a
measured temperature of at least 100.4 ℉ (38 ℃).

o A fever may be considered to be present if a person has not had a
temperature measurement but feels warm to the touch or gives a history
of feeling feverish.

• Within the last 14 days, have you been in close physical contact (meaning within
6 feet or closer) with a person you know to have laboratory-confirmed COVID-
19?

• Within the last 14 days, have you received instructions from a public health
authority to self-observe, self-isolate, or self-quarantine?

If you answered yes to any of these questions, please stay home. 
You can also visit CDC online who provides additional resources to assist you through 
self-screening for COVID-19.  Please visit CDC’s Coronavirus Self-Checker website or 
view CDC Notice Regarding Facilities COVID-19 Screening. 

1 For more information on symptoms of COVID-19, visit: https://www.cdc.gov/coronavirus/2019-ncov/symptoms-
testing/symptoms.html  

https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/appendix.html#contact
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/isolation.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html#anchor_1609683211941
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/coronavirus-self-checker.html
https://www.cdc.gov/screening/privacy-notice.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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COVID-19 Infection Protocol 
ED will be transparent in communicating related information to the workforce as relevant 
and appropriate.  Any disclosures must be consistent with local and Federal privacy and 
confidentiality regulations and laws. 

Employee 

• Notify: Alert First-Line supervisor of positive test result and begin home or
medical facility quarantine, as advised by medical professionals.

Supervisor 

• Take Immediate Safety Steps:
Gather basic information about location and interactions.  Discuss where the
sick staff member has been within ED facilities and any ED personnel with whom
they have been in contact.  If the infected staff member is asymptomatic (has no
symptoms), then determine close contacts from 2 days before the date of the
COVID-19 test collection date.

Close contacts would be individuals who were within 6 feet of an infected person
for a cumulative total of 15 minutes or more over a 24-hour period starting from 2
days before illness onset (or, for asymptomatic patients, 2 days prior to testing
specimen collection) until the time the patient is isolated.

Please see determining the contact elicitation window:
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-
plan/investigating-covid-19-case.html#b2 during the preceding 14 days.

• Alert the appropriate POC senior executive officer, while keeping medical details
private.

Executive Officer 

• Request Cleaning: Contact Facilities Services to request cleaning and
disinfection services for the affected areas.

• Alert and Evacuate: Work with the leadership team to alert POC staff and
evacuate the affected areas until they are cleaned and ready for occupancy
again.

Returning to Work 
Following Infection with COVID-19 
Employees or contractors with COVID-19 who have symptoms may discontinue 
isolation and return to work once all the following conditions have been met: 

https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/appendix.html#contact
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/investigating-covid-19-case.html#b2
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/investigating-covid-19-case.html#b2
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
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• At least 10 days* have passed since symptoms first appeared; and
• At least 24 hours with no fever without the use of medicine to reduce the fever;

and
• Other symptoms improving or ending; and
• Given permission from supervisor/COR to return to work.

*Individuals with a weakened immune system (immunocompromised) due to a
health condition or medication, might need to stay home and isolate longer than
10 days.

Employees and contractors with a positive COVID-19 test who never developed 
symptoms may discontinue isolation and return to work once all the following conditions 
have been met: 

• 10 days have passed since the date of their positive COVID-19 test; and
Given permission from supervisor/COR to return to work.

Following Close Contact to Someone with COVID-19 

Quarantine is used for individuals who might have been exposed to COVID-19.  People 
who have been in close contact with someone with COVID-19 should quarantine for 14 
days.  Some jurisdictions may have shorter quarantine periods (after day 10 without 
testing and after day 7 after receiving a negative test).  After the shorter quarantine 
period ends, individuals may return to work but should continue to watch for symptoms 
until 14 days after exposure to someone with COVID-19 and continue to follow other 
safety measures, including social distancing, hand hygiene, and wearing masks. 
People who have tested positive for COVID-19 within the past 3 months and recovered 
do not have to quarantine or get tested again as long as they do not develop new 
symptoms.  People who have been in close contact with someone who has COVID-19 
are not required to quarantine if they have been fully vaccinated against the disease 
within the last three months and show no symptoms. 

Testing 
As required in the Executive Order, the CDC is developing and submitting a testing plan 
for the Federal workforce to the COVID-19 Response Coordinator.  Additional guidance 
is forthcoming. 

COVID-19 Vaccinations and Administrative Leave 
ED will follow the guidance of the Safer Federal Workforce Task Force and OPM 
granting administrative leave to cover the period of time it takes to receive a COVID-19 
vaccination shot.  (An agency head (or authorized designee) has discretionary authority 
to grant administrative leave in appropriate circumstances.)  Accordingly, ED will offer 
leave-eligible employees a minimum of four hours of administrative leave per dose to 
use as needed—for a minimum total of eight hours of leave for employees receiving two 
doses.  (If an employee needs to spend less time getting the vaccine, only the needed 

https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-with-medical-conditions.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/appendix.html#contact
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/about-face-coverings.html
https://www.whitehouse.gov/briefing-room/presidential-actions/2021/01/20/executive-order-protecting-the-federal-workforce-and-requiring-mask-wearing/
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amount of administrative leave should be granted.)   ED will also recognize that some 
employees may face extenuating circumstances warranting additional administrative 
leave as appropriate (e.g., they may need to travel long distances to get the vaccine).  
Teleworking employees should normally obtain advance approval from their supervisor 
before being permitted to use administrative leave for COVID-19 vaccination purposes.  
Employees may not be credited with administrative leave or overtime work for time 
spent getting a vaccination outside their tour of duty. 

Continuous Evaluation 
As local conditions, mission requirements, and the government’s scientific 
understanding of COVID-19 evolve, this plan and our workplace safety policies and 
protocol will change.  In addition, as part of the Administration’s continued focus on the 
national response to COVID-19, ED expects that CDC, OSHA, EPA, GSA, OPM, and 
the Safer Federal Workforce Task Force will continue to issue updated guidance and 
recommendations.  

The ED COVID-19 Coordination Team will continuously evaluate this COVID-19 
Workplace Safety Plan and make updates as necessary.  All changes to this plan will be 
communicated to employees and posted to the ED COVID-19 Intranet website.  

 

4. POINTS OF CONTACT 
Questions regarding the ED COVID-19 Workplace Safety Plan may be sent to 
COVID19CoordinationTeam@ED.GOV or to your POC COVID-19 Coordination Team 
Representative. 

 
Appendix A:  ED COVID-19 Coordination Team 
  

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.osha.gov/coronavirus
https://www.epa.gov/coronavirus
https://www.gsa.gov/governmentwide-initiatives/emergency-response/covid19-coronavirus
https://www.opm.gov/policy-data-oversight/covid-19/
mailto:COVID19CoordinationTeam@ED.GOV
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Appendix A 

COVID-19 Coordination Team 
 

Component/Office Title 

Office of Finance and 
Operations (OFO) 

Acting Assistant Secretary 
for Finance and Operations 

Office of the Secretary Deputy Chief of Staff 

Office of the Under 
Secretary 

Under Secretary 
(Delegated) 

OFO/Office of Human 
Resources 

Deputy Assistant Secretary 
for HR 

OFO/Office of Human 
Resources 

Director of Workforce 
Relations Division 

OFO/Office of Security, 
Facilities and Logistics 

Deputy Assistant Secretary 
for OSFLS 

OFO/Office of Security, 
Facilities and Logistics Health and Safety Officer 

Office of the General 
Counsel 

Assistant General Counsel 
for the Division of Business 
and Administrative Law 

Office of the General 
Counsel Attorney 

Office for Civil Rights 
Deputy Assistant Secretary 
for Management and 
Planning 

Office of Planning, 
Evaluation, and Policy 
Development 

Executive Officer 

Office of Special Education 
and Rehabilitative Services Executive Officer 
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Component/Office Title 

Office of the Chief 
Information Officer Chief of Staff 

Office of Legislation and 
Congressional Affairs Legislative Director 

Office of Finance and 
Operations 

Deputy Assistant Secretary, 
Office of Management and 
Planning 

Federal Student Aid Chief Administrative Officer 

Office of Communications 
and Outreach 

Deputy Assistant Secretary, 
for Management and 
Planning 

Office of Postsecondary 
Education 

Deputy Assistant Secretary, 
for Management and 
Planning 

Institute of Education 
Sciences Executive Officer 

Office of Elementary and 
Secondary Education 

Deputy Assistant Secretary, 
for Management and 
Planning 

Office of English Language 
Acquisition Deputy Director 

Office of Career, Technical, 
and Adult Education  

Deputy Assistant Secretary, 
for Management and 
Planning 

National Assessment 
Governing Board Executive Officer 

American Federation of 
Government Employees 
(AFGE) 

AFGE Union 
Representative 
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Component/Office Title 

National Institute for 
Occupational Safety and 
Health (NIOSH) at the 
Centers for Disease Control 
and Prevention 

External Medical Officer 

 


	1. Introduction
	Purpose
	Presidential Executive Order:  Protecting the Federal Workforce and Requiring Mask-Wearing

	2. Protecting the ED Workforce
	Guiding Principles
	COVID-19 Coordination Team
	Communications and Change Management
	Consultation and Engagement

	3. WORKPLACE Health and Safety PRINCIPles
	COVID-19 Safe Federal Workplace: Agency Model Safety Principles
	Telework and Work Schedule Flexibilities
	Mask Wearing
	Exceptions to Mask Wearing and Other Safety Measures
	Physical Distancing
	Hand Washing / Hygiene
	Building Occupancy Limits
	Ventilation and Air Filtration
	Environmental Cleaning and Disinfection
	Meetings and Events
	Travel
	Health Screening Self-Assessment
	COVID-19 Infection Protocol
	Executive Officer

	Testing
	COVID-19 Vaccinations and Administrative Leave
	Continuous Evaluation
	Appendix A
	COVID-19 Coordination Team




