
 

 

 
 

 
  

 
 
 

 

 

 

Frequently Asked Questions Regarding 
Leave Administration and Telework 

Preparedness for a Significant Increase in the Spread of the COVID-19 Coronavirus 

If Library operations are disrupted by a significant increase in the spread of the COVID-19 
coronavirus, staff may check their Library email account for updated information about 
the Library’s operating status or call the Library’s staff line at (202) 707-0972 or the 
general information line at (202) 707-5000. If the Office of Personnel Management 
determines to close all federal agencies in the Washington Metropolitan Area prior to the 
beginning of a work day, the Library will also close its Washington Metropolitan Area 
buildings, except for emergency essential staff who are expected to report to work unless 
notified to the contrary by their supervisors. 

1. What are my leave options if I begin to feel unwell or develop symptoms associated with the 
coronavirus? 

If you have reason to suspect that you have been exposed to the novel coronavirus, and you 
begin to feel unwell or develop symptoms associated with the virus, you should seek immediate 
medical attention. You should call ahead to notify medical personnel of the known or potential 
exposure to the virus before leaving home. If you’ve been diagnosed with the coronavirus, your 
leave options are the same as when you have any other illness: You may use accrued sick leave 
or annual leave, request advanced sick leave or advanced annual leave, request donated leave 
under the Library’s Voluntary Leave Transfer Program, apply to become a leave recipient under 
the Voluntary Leave Bank Program if you are a Leave Bank Member, or use any earned 
compensatory time off, earned compensatory time off for travel, or earned credit hours. In 
addition, if your illness develops into a serious health condition you may use your entitlement to 
unpaid leave under the Family and Medical Leave Act (FMLA) and take up to 12 weeks of leave 
without pay. You may substitute your accrued annual leave and sick leave, as appropriate, for 
unpaid leave under the FMLA.  

2. What are my options if I have been exposed to the coronavirus but I have no symptoms?  

If you traveled and went through airport screening upon your return and were told to self-observe 
or self-quarantine, have been in close contact with a person known to have COVID -19,  or your 
health care provider or health authorities having jurisdiction, determine that you would 
jeopardize the health of others by your presence in the workplace because of exposure or 
potential exposure to the coronavirus through travel or through contact with infected persons, 
you should contact your supervisor before returning to the workplace. Your supervisor may 
approve telework to accommodate physician-directed or self-quarantine. (The Health Services 
Division (HSD) may require supporting documentation from your health care provider, or health 
authorities, after you return to work.) If your supervisor determines there is no work you can 
productively accomplish on telework (including approved developmental activities), he/she may 
place you temporarily on paid (administrative) leave. You should contact your supervisor or 
HSD by telephone or email for this approval to avoid in-person contact. 
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 3. If I contract the coronavirus and exhaust all of my annual and sick leave, what are my 
options? 

If you have used up all annual and sick leave, and all other accrued leave (earned compensatory 
time off, earned compensatory time off for travel, and earned credit hours) you may request 
advanced annual and/or sick leave. Annual leave requests cannot exceed the amount you would 
normally accrue during the remainder of the leave year. A maximum of 240 hours of sick leave 
may be advanced if you have a serious disability or ailment, if supported by sufficient medical 
documentation of your condition submitted to the Health Services Division (HSD) by your 
health provider and approved by the Human Capital Directorate (HCD). You may also request 
donated leave under the Library’s Voluntary Leave Transfer Program or apply to become a leave 
recipient under the Voluntary Leave Bank Program if you are a Leave Bank Member. 

4. A family member has been diagnosed with the coronavirus and I must care for him or her. 
What are my leave options? 

You may use a total of up to 104 hours (13 days) of sick leave each leave year to provide general 
medical care to family members and up to a total of 12 weeks of sick leave to care for family 
members who develop a serious health condition. (Employees covered by the CREA or Guild 
bargaining units may use up to 40 hours of sick leave for care of a family member, and then may 
use up to an additional 64 hours of sick leave provided that doing so does not bring the employee 
below an 80-hour sick leave balance.) If you have already used any portion of the 13 days of sick 
leave for general medical care of family members, subsequent sick leave must be subtracted 
from the 12 weeks. If you have used up to 13 days of sick leave to care for family members with 
a serious health condition, the already used sick leave must be subtracted from the 13 days of 
sick leave for general medical care of family members. You may also choose to use annual leave, 
accrued compensatory time off, compensatory time off for travel, or credit hours; request 
donated leave under the Library’s Voluntary Leave Transfer Program, apply to become a leave 
recipient under the Voluntary Leave Bank Program if you are a Leave Bank Member; or take up 
to 12 weeks of unpaid leave under the Family and Medical Leave Act (FMLA) to care for a 
spouse, son or daughter, or parent with a serious health condition. You may substitute your 
accrued annual leave and sick leave, as appropriate, for unpaid leave under the FMLA.  

5. If a coworker exhibits signs of the coronavirus, may a supervisor order him/her to leave 
work? If so, will the employee be paid during the absence?  

If you observe a coworker who exhibits flu-like symptoms suggestive of COVID-19*, inform 
your supervisor. Supervisors should call the Health Services Division (HSD). If HSD determines 
that the employee poses a risk to himself/herself or to coworkers, and the employee does not 
request approval to use leave, HSD will work with the service/support unit and the Employee 
Relations Team in the Human Capital Directorate (HCD) to place the employee in the 
appropriate leave status. 
*Common flu-like symptoms include: 

 fever 
 dry cough 
 fatigue 
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 sputum production  
 shortness of breath 
 myalgia or arthralgia (muscle or joint pain) 
 chills 
 sore throat 
 headache 

6. May I leave work or remain home because I feel I may contract the coronavirus from co-
workers or the public? 

You may request your supervisor’s approval to use annual leave or other accrued leave (earned 
compensatory time off, earned compensatory time off for travel, or earned credit hours), but not 
sick leave. As an alternative, your supervisor may determine that there is productive work that 
you can perform via telework. If your supervisor denies your request(s) to telework, you are 
expected to report for duty. Failure to report for duty constitutes Absence Without Official Leave 
(AWOL), is considered misconduct, and may result in disciplinary action. 

7. If my child’s school is closed due to a significant increase in the spread of the COVID-19 
coronavirus, will I be allowed to work from home, or take sick leave to provide childcare? 

Telework is not permitted if you are taking care of family members during duty hours. Sick leave 
cannot be used to care for a child who is not actually sick.* However, if you need to care for 
family members during your normal duty hours, you may request a change in your work 
schedule so you can arrange to work or telework during the time you are not responsible for 
child care. See Q&A 10 and 11 regarding your ability to telework. Otherwise you can request 
your supervisor’s approval to take annual leave, or other accrued leave (earned compensatory 
time off, earned compensatory time off for travel, or earned credit hours). * If your child is sick, 
please see response to Q&A 4 above. 

8. If public transportation (e.g., Metro) stops running and I have no other way to get to work, 
will I be on paid administrative leave? 

That depends on whether Library buildings have been closed, and what work is available for you 
to do at another location or at home, as described in more detail below: 

(a) In the event of a major disruption of public transit, the Library may decide to close its 
buildings in the Washington Metropolitan area (as it does on days when inclement 
weather precludes safe commuting). In that case all non-emergency employees will be 
expected to telework (see Q&A 10 and 11 below), unless their supervisor determines 
there is no productive work they can perform via telework (including developmental 
activities). If there is no such work available, non-emergency employees may be placed 
on paid administrative leave. 

(b) If there is a major disruption of public transit but the Library’s buildings are not 
closed, all employees are expected to report for duty. Service/support units have the 
option of authorizing telework until public transportation is running again. If your 
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supervisor does not authorize you to telework, you must either report for duty or request 
your supervisor’s approval to use annual leave or other accrued leave (earned 
compensatory time off, earned compensatory time off for travel, or earned credit hours).  

(c) Even in the event of a major disruption of public transit, and even if the Library’s 
buildings are closed to visitors and most staff, emergency essential staff will be expected 
to find alternative means to get to work unless instructed not to report to work by their 
supervisors. 

9. If I work during a significant increase in the spread of the COVID-19 coronavirus and I 
contract the coronavirus while at work, will I be covered by workers’ compensation?  

If you believe that illness resulted from a work-related incident, you can file a workers’ 
compensation claim. However, the Department of Labor, not the Library, determines whether an 
applicant is entitled to workers’ compensation based upon documented medical information from 
your treating physician and/or a physician referred by the Office of Workers’ Compensation 
Programs. See LCR 9-750, “Workers Compensation and Benefits under the Federal Employees’ 
Compensation Act (FECA).” 

10. I have been approved to telework one day per week. If my office is closed due to a 
significant increase in the spread of the COVID-19 coronavirus, will I be expected to telework 
on the other days as well? 

Your supervisor will determine what work you can do via telework. If there is insufficient work 
for you to perform via telework, your supervisor may identify approved developmental activities, 
including online courses that you can perform during duty hours; or your supervisor may detail 
you to another division or service/support unit which has work that you can do via telework. 
Otherwise, you can request your supervisor’s approval to take annual leave or other accrued 
leave (earned compensatory time off, earned compensatory time off for travel, or earned credit 
hours). If your supervisor determines that there is no work you can productively accomplish on 
telework (including approved developmental activities), the Library, consistent with 
government-wide policy, may place you temporarily on paid (administrative) leave. In no case 
can you telework at the same time that you are caring for family members (see Q&A 7 above). 

11. I have not been approved for telework. If my office is closed due to declaration of a 
COVID19 pandemic, will I be on paid administrative leave? 

Even if you have not previously been approved for telework, in the event of a major COVID-19 
pandemic your service/support unit may determine that you can telework, in which case you will 
be expected to telework, either performing your normal duties, or performing approved 
developmental activities including online courses; or your supervisor may detail you to another 
division or service/support unit which has work that you can do via telework. In the alternative, 
you may request your supervisor’s approval to take annual leave or other accrued leave (earned 
compensatory time off, earned compensatory time off for travel, or earned credit hours). If your 
supervisor determines that there is no work you can productively accomplish on telework 
(including approved developmental activities), the Library, consistent with government-wide 
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policy, may place you temporarily on paid (administrative) leave. In no case can you telework at 
the same time that you are caring for family members (see Q&A 7 above). 

12. If I have additional questions, whom should I contact? 

For questions about leave administration, email the Human Capital Directorate’s Customer 
Service Center at AskHR@loc.gov or send a request using AskHCD. For questions about work 
assignments, including approved developmental activities, contact your supervisor. 

5 

mailto:AskHR@loc.gov

