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HIV/AIDS in the Workplace

A Resource for EPA Managers and Supervisors

This resource provides basic facts and guidance to answer the following questions
about HIV/AIDS in the EPA workplace.

" Can HIV be transmitted in normal working situations?
. Can HIV be transmitted through blood spills at work?
] Can persons with HIV/AIDS continue to work at EPA?

. Should persons with HIV/AIDS be treated differently from other employees with
a serious illness or disability?

. Who needs to know when an employee has HIV/AIDS?

. Is information about an employee’s HIV/AIDS status private or confidential?

. How can discrimination against persons with HIV/AIDS be avoided?

. How can an employee’s schedule or work space be modified to accommodate
disabilities from HIV/AID?

» How does having HIV/AIDS affect an employee’s benefits?
. How can a person with advanced HIV/AIDS apply for disability/retirement?

. Where can managers, supervisors, or staff go to get information on HIV/AIDS?
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1. INTRODUCTION

11 Why Read this Resource

Why should I read this guidebook? HIV/AIDS has become a growing concern in the
workplace. Managers and supervisors are likely to face difficult questions from their employees
concerning Agency policies, basic facts, and the fear of HIV transmission in the workplace. This
resource will help managers and supervisors become better prepared to respond to their employee’s
concerns. Also, managers and supervisors will use this resource in a training program on
HIV/AIDS in the workplace. It is one part of a government wide effort to educate the people who
manage the Federal workforce about HIV/AIDS, to answer questions, to help alleviate fears, and
to ensure that employees with HIV/AIDS are treated fairly. Attending the training is a manager
and supervisor responsibility. This resource emphasizes two other manager and supervisor
responsibilities: maintaining a safe and productive workplace and ensuring that employees with
HIV/AIDS receive the same benefits, performance assessments, advancement opportunities, and
respect as other employees.

Beyond the requirement to read this guidebook are many other good reasons for reading
it and consulting it in the future:

1. Managers and supervisors are curious about HIV/AIDS and want to learn more;

2. Employees are asking questions about HIV/AIDS and about the related Federal
workplace policies;

3. Managers and supervisors want a comprehensive first reference to HIV/AIDS policies
and procedures concerning leave, benefit programs, and disability retirement for
employees with a serious illness; or

4. Managers and supervisors want to become better prepared in the event an employee
has disclosed that he or she has HIV/AIDS; or

5. There is an employee with HIV/AIDS in the manager’s or supervisor’s work unit.
12 HIV/AIDS Education in the Federal Workplace

On September 30, 1993, President Clinton signed a memorandum instructing all Federal
executive departments and agencies to provide comprehensive HTV/AIDS in the workplace training

1-1
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for their employees. "Sadly," President Clinton wrote, "if you do not know someone with
. HIV/AIDS, you soon will." The memorandum mandated that all initial HTV/AIDS training be
either carried out or scheduled by World AIDS Day, December 1, 1994. In addition to providing
HIV/AIDS prevention information, all Federal employees must receive information on workplace
policies and procedures related to persons living with HIV and other chronic illnesses. Human
resources staff are required to review workplace policies and procedures to ensure that the Federal
workplace encourages people with any chronic illness, including those living with HIV/AIDS, to
continue productive employment as long as their health permits. The White House directed all
agencies to establish a written policy to guide internal activities related to HIV/AIDS. The U.S.
Environmental Protection Agency is complying with the White House memorandum by establishing
an HIV/AIDS policy and employee education program.

The Office of the National AIDS Policy (ONAP) followed President Clinton’s memorandum
with guidance to Federal agencies on the content and objectives of HIV/AIDS in the workplace
awareness training. In the transmittal letter to department and agency directors, Policy Coordinator
Kristine Gebbie wrote that "Federal employees, supervisors, relatives, and friends are being affected,
and more tragically, infected. The need for compassion and education is critical. We can ill-afford
the economic and emotional damage that HIV/AIDS has upon our employees." Also, ONAP
provided the following commentary:

The President has committed his Administration to a leading role in the fight to end
the HIV/AIDS epidemic. Until there is a cure, educating people on assessing their
own risk and taking appropriate steps to protect themselves from infection with HIV
is the best way to stop the epidemic. As the epidemic matures and medical
advances proceed, more and more people living with HIV/AIDS will be in the
workforce. Since HIV cannot normally be transmitted in a workplace setting, people
living with HIV/AIDS should be encouraged to continue working so long as their
health allows them to be productive employees.

13 Overview of the Managers and Supervisors Resource

To support its policy and educational efforts, EPA has developed this resource for managers
and supervisors. It contains basic information about HIV/AIDS in the workplace, including how
HIV is transmitted, how transmission is prevented, what is expected of employees’ immediate
supervisors, what types of questions managers and supervisors are likely to face from employees,
and how to help employees with HIV/AIDS apply for the accommodations and benefits they are
entitled to receive. The resource is organized into eight Chapters:

s Chapter 1 - this intraduction;
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s Chapter 2 — background information on HIV/AIDS and related workplace issues,
including definitions of key terms, methods of preventing HIV transmission, and an
introduction to Federal laws and regulations that govern the workplace;

s  Chapter 3 — documents which provide a policy context, including EPA’s HIV/AIDS
policy;

»  Chapter 4 — answers to commonly asked questions;

e« Chapter 5 — guidance on obtaining counseling, applying for benefits, designating
beneficiaries, approving leave, and applying for disability retirement;

s Chapter 6 — references to other resources including written materials and outside
organizations;
s Chapter 7 — a description of several instructional videos and brochures; and

s Chapter 8 - an evaluation form.

Also included are an appendix with guidance for Flexiplace or Compressed Workweek options, an
index to major topics, and a glossary of important terms.

This resource is intended primarily for managers and supervisors, but contains valuable
information for anyone in the EPA workplace. The information in this resource does not apply only
to situations involving employees with HIV/AIDS. Although prepared as part of the Agency’s
response to the President’s call for action on HIV/AIDS, this resource contains information that
is directly relevant to other disabling or life-threatening conditions. Most of the issues confronting
an employee with deteriorating health are the same, no matter what the iliness. What makes
HIV/AIDS different is that many Americans do not know the facts about the disease or realize that
persons with HIV can continue to work for years with minor or no changes in job responsibilities,
hours, or productivity.

While this resource contains the most current information available at the time of its
preparation, the ever-changing nature of Federal employee benefits policies and procedures makes
it necessary to contact the EPA Office of Human Resource Management (OHRM) Employee
Outreach and Counseling Center (EOCC) (202/266-9686 for Headquarters personnel) for the latest
information and forms. Chapter 6 contains a list of human resources contacts in EPA offices acrass
the country. This resource is in no way intended to replace employee or supervisor contact with
EOCC, rather it is a roadmap or overview of the many issues and benefits relevant to disabling or
life-threatening conditions such as HIV/AIDS. There are many publications that provide detailed
information on each aspect covered in this guidebook. Some are available from EPA, some from
the Office of Personnel Management, and some from other Federal agencies such as the Social
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Security Administration. Most of these publications and the most current forms and advice are
available through Human Resources.

14 Privacy and Disclosure

One issue that is frequently addressed throughout this document is that of privacy and
disclosure. As in any case involving an employee with a disability, the supervisor’s role is largely
determined by the employee’s actions. There is no obligation for the employee to disclose any
health or other personal information until the point at which he or she is no longer able to carry
out regular duties and assignments. At any point, an emplayee may disclose the illness to a
supervisor or contact any of several Agency resources (see Chapter 5) to obtain information on
benefits, make financial arrangements, obtain counseling, or learn how he or she can stay on the
job for as long as possible, even with a disability or serious illness. Preliminary discussions about
disability retirement and related topics may or may not include the employee’s supervisor; it is up
to the employee. In many circumstances, however, the employee will be comfortable discussing his
or her condition with a supervisor. For example, the employee may ask the supervisor for an
accommodation to his or her disability in order to keep working. Reasonable accommodations
include changes in assignments, schedules, or location. The concept of a reasonable accommodation
is discussed in Chapter 2.

Supervisors cannot disclose an employee’s confidential information unless the employee has
given his or her written consent; or the sharing of information is required in order to make a
management decision. This stipulation is discussed in greater detail in Section 2.8.3.

Once an employee has disclosed his or her condition, the supervisor is bound by the rules
of the Privacy Act of 1974 and required to properly follow all appropriate policies and procedures.
This is particularly important with HIV/AIDS due to the unique social stigma often associated with
HIV, its transmission and its symptoms. Supervisors are responsible for protecting information
entrusted to them by their employees, and for acting responsibly and appropriately. EPA has
prepared a brochure, The Privacy Act, Your Rights and Responsibilities, which provides guidance on
keeping certain employee information and records secure. Also, EPA has a Privacy Act Manual
available from the Information Management and Services Division. (Headquarters staff may reach
IMSD at 202/260-5914. Field and laboratory personnel may call their local office.)

This resource is intended to provide you, an EPA manager or supervisor, with basic
information and a starting point for helping your employees with HIV/AIDS. It is designed also
to help prepare you in the event one of your employees acquires HIV/AIDS or any other serious
illness, such as HIV/AIDS. It is a reference that can be read cover-to-cover or consulted on
particular topics. By no means is this manual the only resource available to you on HIV/AIDS-

14
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related issues. Many other resources are available, a number of which are referenced in Chapter
6. Yet no information is useful if it is not consulted. Read this manual. Orient yourself to the
outline and contents. And look forward to the day when all information on HIV/AIDS is rendered
obsolete.



2. Background
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2. BACKGROUND ON HIV/AIDS AND WORKPLACE ISSUES

This chapter provides general information about HIV/AIDS and the workplace; it does not
provide explicit advice on particular situations. Whenever an employee has or develops a serious
illness or disability, certain protections and procedures come into play. Despite the application of
similar requirements, every situation has its unique features. The purpose of this resource is to
better equip managers and supervisors for workplace issues concerning HIV/AIDS.

The purpose of this chapter is to make managers and supervisors aware of a wide range of
issues concerning HIV/AIDS. Hopefully, this chapter will answer managers’ and supervisors’
questions about HIV/AIDS, including legal issues such as workers’ rights and management
responsibilities. This chapter introduces many technical terms and concepts related to public health
and personnel management. The first term to define is HIV/AIDS. The term has evolved to
encompass the full spectrum of HIV-related conditions, illness, disability, needs, rights, and
responsibilities. (Other terms are defined and discussed in Section 2.2 and in the glossary/Appendix
E.) For the most part, this managers’ resource does not distinguish between HIV infection, HIV-
related symptoms, or the class of conditions labeled AIDS by the U.S. Centers for Disease Control
and Prevention (CDC). Managers and supervisors are not responsible for recognizing the
symptoms of HIV infection or for making medical diagnoses. They do have, nevertheless, two
general responsibilities:

1. To ensure that individuals with HIV/AIDS receive all entitled benefits,
accommodations, and considerations, and

2. To maintain a productive workplace.

It is the goal of this resource guide that managers who read it will come to view these
responsibilities as complementary, not contradictory.

Chapter 2 covers a wide range of information on HIV/AIDS and workplace issues: how
managers and supervisors learn about HIV/AIDS (Section 2.1), definitions of HIV and AIDS
(Section 2.2), how HIV is transmitted (Section 2.3), how infection is prevented (Section 2.4), HIV-
related testing (Section 2.5), HIV/AIDS in the workplace issues (Section 2.6), legal responsibilities
for employers and supervisors (Section 2.7), privacy, confidentiality and disclosure (Section 2.8),
maintaining a safe and productive workplace (Section 2.9), benefits and disability (Section 2.10), and
employee reactions to HIV/AIDS (Section 2.11).
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The issue of disclosure of a person’s HIV status is addressed in Section 2.8, but it is raised
in sections throughout Chapter 2. Because disclosure is such an important subject, a few simple
rules for managers and supervisors are presented below:

s No manager or supervisor can require an employee to disclose his or her HIV status;

s An employee may keep his or her HIV status private, but if he or she decides to
disclose the status, the manager or supervisor must keep the information confidential
unless the employee specifies otherwise;

= A manager or supervisor must keep an employee’s HIV status in strict confidence and
can only disseminate the information to the persons or offices specified by the
employee — preferably in writing; and

»  Managers and supervisors do not need medical documentation or other confidential
information to approve an employee’s request for short periods (three days or less) of
annual leave, sick leave, or leave without pay (LWOP); and

»  The extent of disclosure depends on the management decision and who is making it;
disclosure may be required to obtain a reasonable accommodation (See Section 2.7.2)
in schedule, physical work area, or job assignment; in general, disclosure of medical
information should be limited to the employee’s first and second line supervisors and
professionals who provide technical guidance for designing an accommodation or for
medical review.

21 Workplace Problems and Challenges: How Managers and Supervisors Learn About
HIV/AIDS

All managers and supervisors face a challenge from HIV/AIDS, regardiess of whether or
not they have an employee with HIV/AIDS. Managers are responsible for helping implement
policies and procedures related to employees with HIV/AIDS and their coworkers. It is likely that
supervisors have been confronted already with issues and fears surrounding HIV/AIDS. A
supervisor’s awareness of HIV/AIDS probably will not begin in a training session or by consulting
this resource.

Managers and supervisors learn about HIV/AIDS in many ways. Some managers may have
obtained information about HIV/AIDS from the Employee Counseling and Assistance Program
(ECAP) in EPA headquarters, an employee assistance program is an EPA field office, or a source
outside of the Agency. Some learn about HIV/AIDS from civic organizations, friends, or public
education campaigns. Some managers become aware of HIV/AIDS issues through their
supervisees. Concerned or curious employees may ask questions about the risk of getting infected



Managing HIV/AIDS in the Workplace Septembar 15, 1094
A Resource tor EPA Managers and Supervisors

with HIV at work. Some supervisors may have supervisees who have disclosed that they are HIV-
positive.

This guide addresses how the Agency expects its managers and supervisors to respond to
questions and requests for help from employees.

For more information on answering questions about HIV/AIDS, see Chapter 4 of this
resource guide. Employees also may be referred to other resources for information about

HIV/AIDS. See Chapters 5 and 6.

22 Overview of HIV, HIV Infection, and AIDS

221 HIV

The Human Immunodeficiency Virus (HIV) is the virus that causes AIDS. HIV attacks the
T-cells and other cells of the immune system, and may infect certain cells in the brain. HIV is
classified as a retrovirus, meaning that the HIV genetic material is incorporated into the healthy
genetic maierial of the blood cells and reproduces, destroying T-cells as it goes. As a result, HTV
is very resistant to treatment. Because the HTV genetic material is reproduced, infected individuals
remain carriers for the rest of their lives.

222 The Stages of HIV Infection and Progression Into AIDS

Because HIV/AIDS is a progressive illness, persons recently infected with HIV or in the
early stages of the disease often look and feel healthy. HIV/AIDS is also episodic, that is,
employees with HIV/AIDS may experience periods of relatively good health followed by spans of
poor health, and vice versa.

Supervisors and managers should be aware of the various stages of HIV infection (as
defined by CDC) so that they may better meet the needs of employees with HIV/AIDS. These
stages are listed below:

CDC 1. One to four weeks after exposure to HIV, the symptoms of acute infection may
appear, including fever, swollen glands, fatigue, other mononucleosislike symptoms, and
occasionally a rash or headaches and inflammation of the brain tissue (encephalitis). These
symptoms disappear within a few weeks.

23
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CDC I. After the initial infection period, most infected persons evince no syfnp"toms
whatsoever for varying lengths of time (a state referred to as asymptomatic infection). A
person who is HIV positive, even without symptoms, is capable of transmitting the virus to
others.

CDC M. During the symptomatic stage of HTV infection, a person may exhibit a variety and
spectrum of symptoms. A person may develop swelling of the lymph nodes, or develop any
number of non-life-threatening infections. This stage was formerly referred to as AIDS-

Related Condition (ARC).

CDC IV. This is the final stage of HIV infection and is marked by certain opportunistic
infections, cancers neurological disease, and wasting syndrome. At present, this stage is
considered to be fatal. Acquired Immunodeficiency Syndrome or AIDS is a term used by the
U.S. Centers for Disease Control and Prevention (CDC) to encompass a range of ilinesses
among persons in this stage of symptomatic HIV infection. Once the immune system is
compromised, a person is susceptible to one or more specific bacterial, fungal, or viral
infections or rare cancers, known as opportunistic infections, which become life threatening.
For a person to be diagnosed as having AIDS, one or more of these specific diseases must

be present.

Opportunistic infections inciude Pneumocystis carinii pneumonia (PCP) and Kaposi's sarcoma (KS),
a form of skin cancer. In addition to these, women may experience recurring vaginal yeast
infections.

HIV/AIDS is not a disease of any one gender, race, or sexual orientation. Although most
reported AIDS cases continue to be among men who have had sex with men and among injecting
drug users, AIDS is becoming more prominent in the young and in heterosexual men and women.
In 1993, the U.S. Surgeon General reported the following facts about the spread of AIDS in the
United States:

- AIDS is now one of the three main causes of death for women and men 25 to 44 years
old in this country.

- It is among the top 10 causes of death for children 1 to 4 years old.

- From 1990 to 1992, the number of reported AIDS cases in women attributable to
heterosexual contact increased nearly 42 percent.

- Racial and ethnic minority populations have been most disproportionately affected.
Although Blacks and Hispanics comprise only 21 percent of the total U.S. population,
they represent 47 percent of all reported AIDS cases.

- About 1 of 5 of reported cases of AIDS are among persons infected with HIV while
they were teenagers.

24
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23 HIV Transmission

There are four body fluids which can transmit HIV: blood (and blood clotting factors),
semen, vaginal and cervical secretions, and breast milk.  Other body fluids, such as vomit, urine,
and saliva, cannot transmit HIV because the virus is not present in a high enough concentration.
Vomit, urine, and saliva are not considered infectious unless they contain visible traces of blood.
There are four main routes by which the body fluids can transmit HIV. These are through intimate
sexual contact, injections, perinatally/neonatally, and through blood to blood contact.

HIV infection during sexual activity (vaginal, oral, or anal intercourse) involves exposure
from blood, semen, or vaginal fluids. The risk of getting HIV from oral sex is not as high as from
anal or vaginal sex, but there remains a risk. Deep or "French” kissing seems to have little risk for
transmitting HIV because of the low concentration levels of HIV found in saliva.

HIV can also be transmitted through the sharing of needles, syringes, and other injection
equipment, such as the cooker, cotton, or rinse water. In addition to transmission through the
sharing of equipment used to inject illicit drugs, HIV may also be transmitted through the sharing
equipment used for body piercing, tattooing, and steroid injection or popping.

Because the mother and fetus share the mother’s blood supply, an unborn child may be
infected in utero or through the birthing process. About one of every three or four babies born to
women with HIV or AIDS will be born infected with HIV. There are also a few reported cases in
which infected mothers have transmitted HIV through breast milk.

Since 1985, blood donations have been screened for HIV. Blood that tests positive for HIV
antibodies is safely discarded and not used for transfusion. Today, there is almost no chance of
getting HTV from a blood transfusion, and essentially no risk of getting HIV from donating blood
to a reputable organization (such as the American Red Cross) that uses a new, sterile needle for
each blood donation.

Similarly, the Public Health Service and the American Association of Tissue Banks have
recommended that no organs or tissues be accepted from donors at high risk for HIV, all organ
donors be tested for HIV, and organs and tissues from donors testing positive for HTV not be used.
Thus, there is very little chance of getting HIV from a transplant. Sperm banks vary in their
procedures but sperm banks are requested to test sperm donors for HIV at the time of the
donation, freeze and quarantine the sperm, and re-test the donor 6 months later. If both tests are
negative, the sperm can then be thawed and used. Individuals considering artificial insemination
should find out the procedures used to ensure protection against HIV infection.
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As of 1993, nearly 350,000 cases of AIDS had been reported in the United States alone.
About 55 percent of persons with AIDS contracted HIV via male to male sexual contact; 30 percent
contracted HIV via injection drug use; seven percent via heterosexual contact; and seven percent
via other exposures, such as blood transfusions and other exposures to contaminated blood products.

24 Prevention of HIV Infection

Outside of the office, there are many ways that a person can prevent or reduce the risk of
HIV infection. Abstinence is the most effective method of preventing the spread of HIV through
sexual activity. Another way to protect against HIV infection is to have sex only with one steady,
uninfected partner. The U.S. Surgeon General's Office recommends that individuals and their
partners wait to have sex until they are committed to a relationship. For example, persons might
not have sex until they are comfortable asking about their partner’s sexual history and raising the
issue of condom use. Persons who are sexually active should use latex condoms, dental dams, or
other barriers, during sexual intercourse (vaginal, oral, or anal). They should consider non-insertive
sexual activity, such as masturbation or massage. Condom users face a much lower risk of HIV
infection than nonusers. Data drawn from 10 studies of HIV transmission suggest that condom
users faced a risk of becoming infected with HIV about forty percent less than that of nonusers.
Condoms also protect against HIV infection by blocking sexually transmitted diseases (STD)s.
People with STDs, particularly those that cause genital ulcers, are two to seven times more likely
to become infected with HIV than people who have not had STDs. Condoms can be highly
effective protection against infection. Evidence suggests that when infection occurs it is usually the
result of either inconsistent use or incorrect use of condoms. Studies have reported condom
breakage rates ranging from less than 1 to 12 per 100 during vaginal intercourse, with similar rates
for anal intercourse.

Persons who use drugs illegally should abstain from injecting. If injection drugs are used
(including the use of legal drugs such as insulin), persons should not share injection equipment and
should properly dispose of needles and syringes after each use or disinfect injection equipment with
a solution of bleach and water.

There are three general ways to prevent HIV infection in the workplace: do not have sex,
do not share injection equipment, and ensure that universal precautions are observed. Universal
precautions are designed to prevent the spread of many infectious agents, not just HIV. Taking
universal precautions does not mean an eight-hour day in goggles and rubber gloves for most
employees; it does mean being prepared for rare occurrences, such as medical emergencies or
accidents that result in large amounts of spilied blood. In the case of any medical emergency or
other circumstance involving a blood spill, EPA personnel should call the nearest Health Unit, 911,
or other emergency response service. Also, building maintenance could be called to clean up blood
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spills. According to draft training materials prepared for the US. Department of Health and
Human Services, there are several universal precautions which can be taken to reduce the risk of
HIV infection in the workplace. Each of the precautions necessitates the use of specific materials.
Managers and supervisors should easure that employees know how 10 call in a person trained to
respond to emergency situations. The following list identifies some situations in which there may

be exposure to blood and appropriate responses to these situations:

s Mouth-to-mouth resuscitation:

- Use bags and pocket masks for all mouth-to-mouth resuscitation.
» Blood or body fluid spills:

- Isolate the spili area.

- Use one-time use only latex gloves.

- Sponge up the surface.

- Disinfect the area with 2 disinfectant, germicide, or a solution of bleach and
water.

- Safely label and dispose of waste (proper disposal as biomedical waste).
=  Handling and disposal of sharp objects:

- Always use mechanical means such as tongs, forceps, or a brush and dust pan to
pick up contaminated broken glassware; never pick up with hands, even if gloves
are worn. Use extreme caution when handling sharp objects, such as broken
glass or meta] shards.

For referrals to other information sources on a safe workplace and universal precautions,
see Chapter 6.
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25  HIV-Related Testing

25.1 HIV Antibody Tests

There are two commonly administered tests for detecting HIV antibodies (ELISA and
Western blot). When used together, they are correct more than 99.9 percent of the time. When
a person becomes infected with HIV, his or her body makes substances called antibodies.
Antibodies are protein molecules within the immune system that have been transformed in reaction
to the presence of a virus. They serve as a warning system for infection. These HIV antibodies
usually show up in the blood within 3 months after infection, and almost all people who are infected
will show antibodies in their blood within 6 months. The period of time it takes from infection until
the point in time when antibodies to HIV can be detected with an ELISA test is called the window
period. If a person’s HIV antibody test is negative, it means no antibodies were found and the
person is probably not infected with HIV. The ELISA test may not be able to detect the presence
of HIV antibodies within 3 to 6 months after an event which could lead to infection (e.g.,
unprotected sex, shared needle use, accidental exposure to contaminated sharps). Because of the
window period, however, if a person engages in any risky behavior less than 6 months before taking
an antibody test, he or she needs to be tested again later. If an ELISA test is positive, the results
are typically confirmed with the more sensitive antibody test, the Western blot.

252 Tests for HIV

Some tests measure the amount of HIV directly. The p24 antigen test has been in use for
several years. However, most HIV-infected people test negative for the p24 antigen because p24
antibodies bind up levels of p24 antigen, rendering levels unmeasurable. Another test, the
polymerase chain reaction or PCR, amplifies the DNA or RNA in infected cells to detectable levels.
However, this test is considered to be experimental and has not been approved by the FDA for
diagnostic purposes. It requires highly sophisticated equipment and procedures, and has a high
incidence of false positive results. To date, PCR is used only in research settings.

253 Who Should be Tested

A consensus has emerged concerning who should take a test to detect the possible presence
of HIV. Persons who have engaged in high-risk behaviors associated with HIV transmission should
be tested. High-risk behaviors include the exchange of semen, bload, or vaginal fluids during sexual
intercourse (vaginal, oral, or anal) with a person who falls into one of the categories below. Other
high-risk behaviors include the exchange of blood clotting factor, blood transfusion {prior to 1985),
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receipt of blood products (prior to 1985), or sharing injection drug equipment. A person should
consider getting tested if he or she can answer "yes" to any of the following questions:

s Have you ever had unprotected sex (anal, vaginal, or oral) with a man or woman who:
- you know was infected with HIV?
- injects or has injected drugs?
- shared injection equipment with someone who was infected?
- had sex with someone who shared injection- equipment?
- had multiple sex partners?
- you normally wouldn’t have sex with?
m  Have you ever used injection equipment that was used by anyone before you?
=  Have you ever given or received sex for drugs or money?
s Did you or any of your sex partners:
- receive treatment for hemophilia between 1978 through 19857

- have a blood transfusion or organ transplant between 1978 through 1985?

The Centers for Disease Control and Prevention recommends HIV testing for persons in categories
like these. Under no circumstance can a supervisor compel an employee to be tested.

If a person contemplates taking the HIV antibody test, he or she should go to a physician,
clinic, health department, or other program that provides pre-test and post-test counseling. During
pretest counseling, an individual will discuss the need for testing with a counselor, learn about the
test and the need for retesting, and schedule an appointment for post-test counseling. It is possible
that a person who has received a test resuit will not be in the best frame of mind to absorb any
information provided in post-test counseling ~ even if the result is negative. Persons who test
negative should learn about the ways to prevent HIV infection and the need for future testing at
three-month intervals. Persons who are diagnosed as HIV positive need information on a healthy
lifestyle, ways to prevent future exposure to HIV, how to avaid transmitting HIV during post-test
counseling, and about the availability of services and emotional support.
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254 Other HIV/AIDS Related Tests

After being diagnosed as HIV positive through the HIV antibody test, there are a number
of blood tests to which a person with HIV/AIDS may be subjected. It is not necessary (nor
particularly desirable) that a manager or supervisor be familiar with the details of these tests.
However, 2 manager should appreciate that an employee may require additional time off from work
to undergo testing and, on occasion, to recover emotionally and physically from the experience.

Various tests serve a variety of functions. Because indications of illness often show up in
these tests long before symptoms appear, lab tests make it possible to estimate how far HIV has
progressed, and to prevent some serious infections. Tests can be used to monitor the side-effects
of medication. Individuals who are in a drug treatment protocol typicaliy are subjected to frequent
testing. Even within a particular function, there may be a number of tests available. For example,
there are a number of tests of immune health, the most well-known of which is the T-cell test which
measures the level of T4 helper cells in the immune system. However, the p24 antigen, p24
antibody, and the beta-2 test are also used to monitor HIV progression.

In addition to taking different tests, employees with HIV/AIDS may vary in the frequency
with which they undergo testing. For example, it is recommended that a complete blood count
{CBC)} be conducted twice a year for asymptomatic HIV positive individuals, and every three
months for symptomatic individuals. Liver function tests include 5-6 individual tests and collectively
help determine the status of one’s liver. Monitoring liver enzymes may take place over a period
of a2 few weeks to a few months.

More information on HIV-related tests is available through Project INFORM, listed in the resource
directory at the end of this docurnent.

26  HIV/AIDS in the Workplace

261 HIV/AIDS in the Office

Managers and supervisors should inform their employees that there is no known risk of HTV
infection through routine activities in the office workplace. It has been demonstrated that HIV
cannot be transmitted by:

s Using the same telephone, facsimile machine, typewriter, computer, or office furniture
as a person with HIV/AIDS;
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s Using the same sink, toilet, or shower as a person with HIV/AIDS;

s Getting sneezed on by a person with HIV/AIDS;

s Sharing towels, cups, straws, dishes, or eating utensils with a person with HTV/AIDS;
s  Sharing food or beverages with a person with HIV/AIDS;

s  Coming into casual contact with a person with HIV/AIDS, such as shaking hands or
hugging;
»  Car pooling with a person with HIV/AIDS;

» Working in small offices or sharing the same air space as a person with HIV/AIDS;
or

s Participating in sports with a person with HIV/AIDS, even if there are large amounts
of perspiration or extensive physical contact.

There are no documented cases of HIV being spread by pets, in swimming pools, or by
coming into contact with tears. A person cannot get HIV from a doorknob or an insect bite.
Support for the notion that the risk of HIV transmission through routine office contact with a
person with HIV is virtually non-existent is found in studies of household cantacts of persons with
HIV infections. In 1993, CDC published a report on a 19-year old male hemophiliac who was found
to be infected with a strain of HIV nearly identical to that in his previously infected older brother.
Although the epidemiologic investigation was unable to determine precisely how the younger
brother became infected with HIV, the author(s) reported that "transmission most likely occurred
during [a] reported blood contact (i.e., [an] episode of razor-sharing) or other blood contact that
went unrecognized or unreported.” The report also summarized the findings of seventeen previous
studies in the United States and Europe which report that none of the 1,167 nonsexual,
nonneedlesharing household contacts of persons with HIV infection resulted in HIV transmission.
Given that the risk of transmission through casual contact has nat been documented in households
between people in closer contact with one another (e.g., siblings, parent and child) than most co-
workers, it is clear that the risk of HIV transmission through routine workplace activity essentially
is non-existent.

HIV is a bloodborne pathogen. 1t is not spread through the air like the influenza virus. HIV
is not transmitted through heating or air conditioning systems. Infection can occur if a person’s
blood (circulatory system) or mucous membranes (such as the eyes) are exposed to an infected
person’s blood, vaginal/cervical secretions, or semen. The virus itself is fragile. It cannot survive
for more than a few minutes in the open air. When infection occurs, it is almost always because
of an invasive action, such as sexual intercourse, needle injection, or transfusion. As long as
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coworkers do not engage in sex or inject drugs, there should be no fear of HIV transmission in the
workplace. Transmission through commonplace behaviors or casual contact in the workplace is
nearly impossible. There may be rare occurrences such as medical emergencies, blood or body fluid
spills, or the handling of sharp objects that require the use of universal precautions. These measures
are discussed in Section 2.4.

EPA will continue to use the universal precautions outlined in the Occupational Safety and
Health Administration’s Bloodborne Pathogens Rule (29 CFR Part 191030, Appendix A) as its
guidance on avoiding HIV transmission in the workplace. The precautions will be codified in the
chapter on biosafety in the EPA Health & Safety Manual. Additionally, an exposure control pian
will be written for each facility, as required, to describe local plans to control exposure to all
bloodborne pathogens, including HIV.

While there is no known risk of HIV transmission through routine activities in the office
workplace, workplace hygiene is especially important when one of the office workers has HTV/AIDS
or any other serious health condition. Because they may have a compromised immune system,
people with HIV/AIDS may be more susceptible to common bacterial and viral infections than
people without HIV. Good workplace hygiene and habits contribute to a safe and healthy work
environment for all workers, and demonstrate concern for those with a serious health condition.

2.62 HIV/AIDS in Other Worksites

Supervisors can calm their employees’ fears through information about how HIV is spread.
Information on how HIV is transmitted and not transmitted is crucial to getting employees to
comply with policies, procedures, or job performance expectations concerning HIV/AIDS.

There have been docurnented cases of infection through needle or other sharp object sticks,
as well as injuries involved in the handling of hazardous, HTV-contaminated materials. It is unlikely
that any EPA laboratory or maintenance worker will be handling HTV-contaminated materials. Yet
these workers may be concerned that they run the risk of exposure to HIV in the case of on-the-job
accidents involving coworkers with HIV. Managers and supervisors can address their employees’
fears through education and training on universal precautions and control plans specific to their
worksites.

In work situations which normally involve the handling of blood, especially blood
contaminated by HIV or hepatitis B virus, managers and supervisors should ensure strict adherence
to the universal precautions and other safe workplace practices described in 29 CFR Part 1910.1030
Bloodbome Pathogens. Workplace situations which routinely involve the handling of blood or
contarminated sharps, such as needles or broken glass, also require a special awareness of workplace
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safety practices. Universal precautions should be followed in the case of any blood spill. Cleanup
should be conducted under the presumption that any spilled blood could contain harmful pathogens.
Universal precautions include the use of one-time use, disposable gloves, access to handwashing
facilities, and immediate disposal of used needles. Also, the CDC has published HIV in the
workplace guidelines for food service and health care workers.

All exposure incidents should be reported immediately. Exposure incidents occur in
circumstances of any specific eye, mouth, other mucous membrane, non-intact skin, or parenteral
contact with blood or other potentially infectious materials. Exposure incidents can lead to infection
with hepatitis B virus (HBV) or HIV. Reporting an exposure incident without delay permits
immediate medical follow-up. It can forestall the development of HBV or enable the affected
worker to track potential HIV infection. It can help prevent spreading the infection to others, and
help the employer prevent future exposures. Employees who have an exposure incident should
follow the guidelines delineated in the OSHA fact sheet, "Bloodborne Facts: Reporting Exposure
Incidents.”

Workers in the health care industry may run some risk of HIV infection. According to a
1993 CDC HIV/AIDS Surveillance Report, since 1978 there have been 39 documented cases of
occupational transmission among health care-workers. Of these, 15 involved clinical laboratory
technicians and 13 involved nurses. Such workers include physicians, nurses, laboratory technicians,
hospital-based maintenance and housekeeping staff, dentists, dental hygienists, blood-bank
technicians, paramedics, and morticians. Exposure to such workers can occur if an infected needie
pierces the skin (although it is much more likely that a deep muscle stick would result in infection).
Also, if a person has infected blood on his or her hand, there is a risk of infection if he or she
touches the eyes or an open wound.

2.7 Legal Background on Employer Respansibility

It is important for managers and supervisors to know their legal obligations to their
employees with a serious iliness, including HIV/AIDS. The following section covers legal
information, as opposed to legal advice. It does not offer guidance on how to respond to particular
situations. Instead, this section summarizes some of the applicable legal sources which affect the
responsibilities of the Federal government as an employer. The legal environment of the Federal
workplace is guided by a few key pieces of legisiation, by case law, and by the agencies’
interpretation of laws, regulations, and court decisions. This section does not interpret laws and
regulations, or apply legal principles to particular situations. Supervisors should take the same
approach when answering employees’ questions: provide information, but do not offer legal advice.
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In general, Federal managers and supervisors are responsible for:

s Treating employees fairly;

»  Providing reasonable accommodations for their employees’ known disabilities;
s  Helping employees obtain and retain employer-provided benefits;

s  Keeping medical information confidential; and

s Ensuring that all employees under their charge obtain HIV/AIDS in the workplace
training.

The first three points are discussed in this section. The fourth point, confidentiality of medical
information, is discussed in Section 2.8. The fifth point is related to the government wide mandate
that all Federal employees receive HIV/AIDS related training. This section addresses the following
topics: antidiscrimination {Section 2.7.1), reasonable accommodations (Section 2.7.2), insurance
(Section 2.7.3), and complaints and grievances (Section 2.7.4).

Beyond the legal requirements, managers and supervisors may take responsibility for
establishing an atmosphere that allows discussion and cooperation among coworkers. Managers and
supervisors can encourage their employees to address their fears surrounding HIV/AIDS, and can
encourage informal support systems for employees with HIV/AIDS.

Each situation concerning an employee with HIV/AIDS will be unique. There is no cookie-
cutter approach to ensuring that an employee’s rights and benefits are preserved while maintaining
a productive workplace. There may be common procedures for investigating grievances or obtaining
benefits (see Chapter 5), but each individual’s condition, needs, and attitude are likely to be
different.

2.7.1 Antidiscrimination and Employment Opportunities

Section 504 of the Federal Rehabilitation Act of 1973 prohibits discrimination on the basis
of a handicap against an otherwise qualified individual in any program or activity that receives
Federal funding. Section 504 applies to Federal agencies, Federal contractors, and other entities
that receive Federal assistance.

No otherwise qualified handicapped individual in the United States ... shall, solely
by reason of his handicap, be excluded from the participation in, be denied the
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benefits of, or be subjected to discrimination under any program or activity receiving
Federal financial assistance or under any program or activity conducted by any
Executive agency or by the United States Postal Services.

The law pertains to persons seeking employment and to those already employed by a Federal
agency or entity receiving Federal funds. The Act defines individual with handicaps as "any person
who (i) has a physical or mental impairment which substantially limits one or more of such person’s
major life activities, (i) has a record of such an impairment, or (iii) is regarded as having such an
impairment.” Excluded from the definition are alcoholics and substance abusers.

Federal employers and managers must loak to case law to determine how the Rehabilitation
Act governs employment and workplace practices. The U.S. Supreme Court confirmed that persons
with HIV/AIDS are a protected class (Schoo! Board of Nassau County v. Arline, 480 U.S. 283
(1987)). The case involved Gene Arline, a Florida school teacher who was fired after a recurrence
of a tuberculosis-related problem. The U.S. Court of Appeals ruled that Arline had been
discriminated against on the basis of handicap under Section 504. The Supreme Court ruled also
in Arline’s favor, calling the contagious disease a handicap under Section 504. Although it did not
result in an explicit definition of HIV/AIDS as a handicap under Section 504, the Arline case
established the implication that persons with HIV/AIDS would be protected as handicapped
persans.

In 1988 the Rehabilitation Act was amended to protect HIV-positive persons from being
discriminated against as employees or job applicants on the basis of actual or perceived HIV
infection, provided the individual could perform his or her job responsibilities. The Act does permit
employers to consider warkplace safety and the financial burden of employing handicapped persons
in determining whether to hire a handicapped person. Employees may not pose a threat to others’
safety or health.

The Americans with Disabilities Act of 1990 (ADA) applies to private sector employment and
some aspects of the Federal workplace. The ADA requires that public facilities and transportation
systems be accessible to persons with disabilities. As operators of public facilities, such as office
buildings, Federal agencies must make reasonable efforts to accommodate the physical disabilities
of persons who use these facilities, including their employees. All employee protections under the
ADA are provided to Federal employees under the Rehabilitation Act. A discussion of reasonable
accommodations follows in Section 2.7.2.
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2.72 Reasonable Accommodations

In addition to prohibiting discrimination, the Rehabilitation Act (Sections 503(a) and 504)
authorizes and requires a range of affirmative activities to enhance services, research and training
programs, and employment opportunities for persons with handicaps. It does not address
HIV/AIDS explicitly, but the courts have established that persons with HIV/AIDS are to be
considered handicapped under the Act.

The Act requires employers to provide ‘reasonable accommodations” for the inown
disabilities of their employees. Reasonable accommodations may include flexible work hours,
changing work from full- to part-time, job transfers, work at home, job sharing, extended leave, and
the provision of physical equipment to facilitate work. The Rehabilitation Act leaves it to the
employer and employee to work out a solution that both find acceptable, as long as the
accommodation does not cause undue hardship to the employer.

... [employers must] make reasonable accommodations to the known physical or
mental limitations of a qualified handicapped applicant or employee unless the
agency can demonstrate that the accommodations would impose an undue hardship
on the operation of its programs.

... [reasonable accommodations] may include .. (1) making facilities readily
accessible to and usable by handicapped persons, and (2) job restructuring, part-time
or modified work schedules, acquisition or modification of equipment or devices,
appropriate adjustment or modification of examinations, the provision of readers

and interpreters, and other similar actions.

Because EPA is obligated to make reasonable accommodations to an employee’s known disabilities,
some level of disclosure is needed. For example, the employee should expect to provide a health
care provider’s certification that a serious iliness or condition exists that warrants a reasonable
accommodation, such as a physical, schedule, or job modification. (See Section 2.8.) Medical
information provided to the Agency by the employee is used to determine if the employee qualifies
as being disabled. The Safety, Health, and Environmental Management Division (SHEMD) can
provide a Board Certified Occupational Medical Physician to review medical documents, make
recommendations on certifications of a disability, and provide a list of potential accommodations.
SHEMD can be reached at (202/260-7188.

EPA does not maintain a definitive list of reasonable accommodations. Accommodations
are provided on a case-by-case basis. Also, different offices within EPA have different policies and
may offer a different set of accommodations. For example, the Flexiplace and the Compressed
Workweek Programs are not offered in all work units.
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EPA supervisors have the authority to provide certain accommodations for their supervisees
with serious health conditions. Supervisors may be able to order special equipment for any
employee, such as wrist pads and anti-glare screens for computers, foot rests, desk lamps, and
telephone head sets to make office work less strenuous. Supervisors can approve leave 1o
accommodate any employee’s appointments for medical check-ups or treatment or mental health
services. To provide simple accommodations, supervisors do not need to know whether an
employee has HIV or any other serious health condition. Some actions, such as granting leave,
require no disclosure of an employee’s medical information. The general practice at EPA is that
supervisors have discretion to approve the use of annual or sick leave, and may request some
documentation of the need for sick leave that exceeds three days. This documentation can take the
form of a health provider’s note, stating that time off from work is warranted by the employee's
health needs. Detailed medical documentation is not required.

Most accommodations can be granted on the authorization of an employee’s supervisor. For
example, schedule changes, reductions in work hours, work at home, and the granting of certain
types of leave such as administrative leave and leave without pay (LWOP) can be authorized by an
employee’s first or second line supervisor. A few benefits require forms to be completed by the
supervisor, the physician, and the employee and filed with Human Resources or other offices. In
these few cases, the authority to approve benefits or accommodations may rest beyond the
supervisor especially if the employee and supervisor cannot agree on the accommodation or require
technical input. For example, applying for disability retirement involves a supervisor’s statement
and higher level authorization. More extensive physical accommodations, such as widening
doorways or installing ramps for employees with wheelchairs or walkers, may require the approval
of senior management and, in some cases, the building owner. In summary, a supervisor may
require medical or other health related information in order to respond to an employee’s request
for an accommodation. The type of information required should be appropriate to the
accommodation requested.

If the supervisor and employee disagree on the proposed course of action, or the supervisor
needs help developing an accommodation, there are several resources available within the EPA to
develop a mutually agreeable accommodation. The Safety, Health, and Environmental Management
Division (SHEMD), Health Unit, Employee Counseling and Assistance Division, and outside
physicians (made available through an arrangement with the Department of Labor) can provide
advisory services to all parties. SHEMD may be reached at 202/260-7188. SHEMD can provide
a Board Certified Occupational Medicine Physician to review medical documentation and make a
recommendation on accommodations. If conflicts cannot be resolved through informal means, the
empioyee can make a formal challenge to a decision on accommodations through Equal
Employment Opportunity, the employee’s union, or outside legal channels.
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One of the accommodations addressed in Chapter 5 is job reassignment. The U.S. Equal
Employment Opportunity Commission published a rule in 1992 which defined terms under which
Federal employees with a handicap or disability could be reassigned. The rule requires agencies
to reassign persons only when their disabilities render them unable to perform their current duties,
and requires agencies to reassign employees to the highest available vacancy below the employees’
current grade, when no vacancy exists at the current grade.

For more information on leave administration, see section 5.3.

2.73 Antidiscrimination in Health Insurance

The Federal Employee Health Benefits (FEHB) program Temporary Continuation of
Coverage (TCC) was authorized by P.L. 100-654, Title II, and is governed by the Federal Personnel
Manual, FPM Letter 89040 (September 27, 1989). This OPM guidance explains that eligible
Federal employees who would lose FEHB coverage upon separation from Federal employment may
continue to participate in their FEHB plan for up to 18 months by paying 102 percent of the full
premium. To qualify, an employee may not have been on LWOP status for 365 days, and may not

have separated for gross misconduct.

Also relevant to continuation of health insurance coverage is the Convolidated Gmnibus
Budget Reconciliation Act of 1985 (COBRA4). COBRA does not apply to Federal employment, but
it may be of concern to Federal employees with spouses, partners, or other family members who
have a serious illness and are likely to terminate employment. COBRA was enacted to allow an
employee to continue his or her health insurance coverage after terminating from a job. Employees
who are terminated from their jobs (other than for gross misconduct) are entitled to continue their
group health plan for at least 18 months. The employee cannot be charged more than 102 percent
of the applicable insurance premium. Even if the employer changes health care plans, the employee
can continue to buy the coverage. Coverage may extend to the employee, current spouse, divorced
or legally separated spouse, or dependents.

For more information, consuit the Office of Personne! Management document FEHB,
Federal Employees Health Benefits Program, Information for Federal Civilian Employees
and U.S. Posta] Service Employees (FPM. Supplement 890-1, SF 25004).
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2.74 Complaints and Grievances

Federai sector equal emplopment oppartunity is governed in part by regulations promulgated
by the U.S. Equal Employment Opportunity Commission (Final Rule, 24 CFR Part 1614):

This rule revises the way that Federal agencies and EEOC will process
administrative complaints and appeals of employment discrimination filed by Federal
employees and applicants for Federal employment. The new regulation will enable
quicker, more efficient processing of complaints and promote impartial, fair, and
early resolution of complaints.

The EEOC has taken the position that, under certain circumstances, an agency is
required by Section 501 of the Rehabilitation Act ... to reassign an employee as a
reasonable accommodation.... Congress intended the Federal government to be a
model employer of the handicapped and EEOC believes that reassignment of
employees with disabilities who can no longer perform their positions because of a
disability is a necessary component of that responsibility.

The regulation applies to the enforcement of the Federal Rehabilitation Act of 1973 and other
statutes. The rule describes the steps that Federal government employees (or Federal job
applicants) must foliow in order to take an employment complaint to the Equal Employment
Opportunity Commission (EEOC). Also, the rule describes the processes that Federal agencies
must have in place. The regulation does not address HIV/AIDS directly.

Section 501 of the Rehabilitation Act refers to affirmative action obligations, rather than to
antidiscrimination obligations. In accord with the Rehabilitation Aci, the regulation requires
agencies 10 make reasonable accommodations to the known physical or mental limitations of
applicants or employees who are qualified (unless the agency can demonstrate an undue hardship).
Reasonable accommodations include (but are not limited to) making facilities readily accessible to
and usable by individuals with handicaps and job restructuring (part-time or modified work
schedules, acquiring or modifying equipment or devices, adjusting or modifying examinations, and
providing readers and interpreters).

Federal employees may seek redress from alleged acts of workplace discrimination and
failure to provide reasonable accommodations. Employees who believe they have been
discriminated against may consult EPA Office of Civil Rights for more information.

Any Federal employee seeking to file a complaint with the EEOC must file a complaint first
with his or her agency. If the employee is not satisfied with informal efforts to resolve the matter,

he or she may file a formal complaint in writing. The agency assembles a "complete and impartial
factual record” and provides the complainant with a copy of the investigative file. The employee
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may request a hearing before an administrative law judge or a final decision by the agency on the
merits of the case. A complainant may file an appeal with the EEOC of an agency’s final decision,
or an agency’s decision to dismiss all or a portion of the complaint. EEOC's Office of Federal
Operations issues a written decision based on the preponderance of the evidence. If it contains a
finding of discrimination, the EEOC’s decision will include remedies. Failure to implement ordered
relief is subject to judicial enforcement.

Claimants alleging a violation of the Rehabilitation Act may file a civil action in U.S.
District Court if an appeal has not been filed, or if there has been no final decision. The rule
makes claimants choose how they will pursue a grievance or allegedly discriminatory action. In
general, persons may pursue a matter through a negotiated grievance procedure (or civil action in
a US. District Court) or a procedure described under the rule, but not both.

For more information on legal responsibilities, complaints, and grievances, managers or
supervisors may consult the EPA Office of General Counsel and employees may consult
the EPA Office of Civil Rights. See Chapter 5 of this guide.

28  Privacy, Confidentiality, and Disclosure

Although there is no explicit right to privacy in the U.S. Constitution, the U.S. Supreme
Court has recognized privacy as a right. Confidentiality and privacy considerations are especially
important where issues of HIV/AIDS are concerned, given the potentially serious and negative
consequences of disclosure. The Privacy Act governs dissemination of information from an
employee’s medical and other records.

Employee rights to privacy and confidentiality are linked inextricably with employee rights
to reasonable accommodations, though at times these rights may seem to conflict. On one hand,
employees with HIV/ATIDS have a right to keep their medical condition confidential and should be
protected against the publicizing of knowledge or suspicion of their HTV/AIDS status. On the other
hand, employees with HTV/AIDS may be required to make some disclosure about their medical
condition so that an accommodation (such as a change from full-time to part-time work status) can
be arranged. Managers and immediate supervisors must confine the knowledge of an employee’s
HIV/AIDS status and any related documentation to those who need to know in order to make a
management decision. The fact is that very few persons need to know another person’s medical
condition. An employee’s coworkers do not need to know if he or she has HIV/AIDS to carry out
normal workplace activities.

For more information, consult EPA'’s brochure on the Privacy Act and Privacy Act
Manual
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28.1 Definitian of "Record”

The U.S. Office of Personnel Management's (OPM’s) statement on HIV/AIDS in the
workplace contains the following guidance on privacy and confidentiality:

Any medical documentation or other information relating to an employee’s health
must be treated as a “record” under the Privacy Act. Such records may be disclosed
only to persons who need to know the information for "an appropriate management
purpose.” Any manager or supervisor who gains access to this information is
required to strictly observe any privacy and confidentiality requirements.

It is important to note that the definition of "record" is not limited to medical records but includes
any record containing information related to an employee’s health.

232 Employee Disclosure

Disclosure of HTV/AIDS status is a matter of choice left to the individual employee. If an
HIV-positive employee has yet to demonstrate any symptoms of infection, there may be no
compelling reason for him or her to disclose his or her health status. Moreover, there is no public
health reason or legal justification for requiring disclosure from an HIV-positive employee. Like
other employees, persons with HIV should take precautions against the rare opportunities for HIV
transmission — for example, when handling broken glass or other sharps. However, disclosure is
not a required part of universal precautions to prevent the spread of HIV.

While disclosure is not required of employees with HIV/AIDS or other serious medical
conditions, such persons should expect to make some disclosure in order to obtain
accommodations, such as a change in work duties or reassignment. Disclosure is necessary because
the Federal Rehabilitation Act requires EPA to provide reasonable accommodations for the known
disabilities of our employees. It is necessary, therefore, to first determine if the employee is
disabied. It is the employee's responsibility to provide medical documentation for the EPA to make
the determination of a disability. When an employee’s health and stamina decline, he or she may
need to notify his or her supervisor of the need for regular medical visits or treatment and that any
increase in absences from work or decrease in productivity is justified. If a manager or supervisor
observes a decline in an employee’s health, he or she can contact the Office of Health and Safety
for guidance on a response to a particular situation. Health and Safety can offer advice on how
supervisors can approach their employees whose health may pose a concern ~ for example, a
persistant cough or rapid weight loss. Some behaviors, like persistent coughing, could pose a risk
of exposure to infectious disease (not HIV, which has never been reported as spread by a cough).
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A supervisor has the right to ask for documentation from the employee’s health care
provider that periodic or extensive time off from work is needed for treatment or if workplace
accommodations are needed. It may be sufficient for the employee to provide certification from
a health care provider that time off from work or another type of accommodation is needed. The
supervisor should think carefully about whether a specific diagnosis is needed to make a leave or
other management decision. The information disclosed should be germane to the specific

accommodation requested.

283 Supervisor Disclosure

Once an employee with HIV/AIDS has disclosed medical information to his or her
supervisor, the supervisor cannot share this information unless (1) the employee has given his or
her written consent; (2) the sharing of information is required in order to make a management
decision ~ for example, to process an application for disability retirement, or (3) otherwise
authorized by law, such as a medical emergency. Individuals who disclose knowledge or suspicion
of a person’s HIV/AIDS status without the person’s consent may be liable for violations of the
Privacy Act. Furthermore, beyond medical facts and disclosed confidential information, managers
and supervisors are proscribed from sharing any perceptions of an employee’s HIV status.

Some Federal agencies use a standardized consent form to allow the sharing of medical
information between the employee’s supervisor and other agency personnel who need to know the
information in order to make an appropriate management decision that relies on this information.
For example, agency personnel who process requests for reasonable accommodations may need
access to an employee’s medical records or other confidential information. Each agency provides
guidance on privacy and confidentiality. EPA managers and supervisors should consult the
personnel regulations for guidance on their responsibilities for preserving employee privacy and
confidentiality.

Managers and supervisors in need of further guidance in assessing whether disclosure of
a person’s HIV/AIDS status is appropriate are encouraged to consult the EPA brochure
The Privacy Act: Your Rights and Responsibilities, EPA’s Privacy Act Manual, or a
representative of the Office of the General Council or OHRM.
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29 Safe and Productive Workplaces

EPA has a wide variety of workplaces. It is not just an agency of office workers. EPA
employees work in laboratories, loading docks, and other locations in which employees may
encounter sharp objects or involve physical labor. EPA inspectors encounter an infinite variety of
work settings. EPA follows universal precautions outlined in OSHA’s Bloodborne Pathogens Rule
(29 CFR 1910.1030) as a basis for its guidance on avoiding HIV transmission in the workplace.

For the most part, EPA employees are not going to encounter situations with a possibility
for HIV exposure. As stated in Section 2.6.1, employees cannot be exposed to HIV via office
equipment, casual contact, sneezes, sharing air space, bathrooms, kitchens, or food and drink. In
the event of a medical emergency or accident in the workplace, should there be any bleeding,
universal safety precautions should be followed regardless of whether or not the employees involved
have HIV. An employee certified in first aid or CPR should take charge of the situation, use
available protections such as one-time use vinyl gloves (pocket masks, or mouth protectors) if there
is a need for mouth-to-mouth resuscitation), and clean up any blood spills with a disinfectant,
germicide, or bleach and water solution. Whoever provides CPR or cleans up a blood spill should
presume that the blood contains harmful pathogens.

As required in OSHA’s Bloodborne Pathogen Rule, EPA’s Office of Safety, Health and
Environmental Management will provide a written Exposure Control Plan for those EPA facilities
that have a probable or likely exposure to a bloodborne pathogen. This exposure control plan
describes location-specific plans and procedures to minimize and control potential exposure to a
bloodborne pathogen. '

This section of the managers’ resource covers several topics concerning the employer’s
obligations for a safe and productive workplace. It offers general guidance on employer and
manager responsibilities to employees with (or suspected of having) HIV/AIDS and their
coworkers. It also addresses employee responsibilities in this area.

239.1 Employer’s (and Manager's) Responsibility to Provide a Safe and Productive Workplace

Employers have a duty to make reasonable efforts to provide a safe workplace. To comply
with this duty, employers should consult OSHA and CDC guidelines. Employers are authorized to
remove employees who pose a direct threat to the health and safety of other workers. In general,
persons with HIV/AIDS do not pose a direct threat to their coworkers. Having HIV/AIDS alone
is not a proper justification for removal. Because of HIV/AIDS and other bloodbarne pathogens,
however, employers must be more diligent in providing a safe work environment. The CDC
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guidelines apply, for the most part, to health care, laboratory, and food service workplaces. CDC
does not specify safety protocols for general office situations.

Managers and supervisors are responsible also for maintaining a productive workplace.
Therefore, they need to respond to situations that threaten to interfere with the mission of a
warkgroup, including declining performance, work disruptions, and rumors about whether coworkers
have HIV/AIDS. Managers and supervisors are responsible for responding to employee concerns
for their health and safety, such as the concern that they may be exposed to HIV. A variety of tools
is available to managers who seek to respond to problems concerning the productivity of an
employee with a serious illness or the employee's coworkers. These toois include information (see

Chapter 6 of this resource guide), counseling referral, and disciplinary action.

292 Employees' Responsibility in a Safe and Productive Workplace

The OPM statement on HIV/AIDS contains guidance on employee responsibility. (See
Chapter 3.) According to OPM, it is the employee’s responsibility to provide “sufficient
documentation to allow management to make an informed decision about the extent of the
employee’s capabilities if an employee requests an accommodation.” If an employee cannot provide
sufficient documenptation, the agency may refuse the request for an accommodation, ask for
additional documentation, or provide a review of existing medical examination. To cbtain an
accommodation under the Rehabilitation Act, the employee’s medical condition must be "sufficiently
disabling.” Employees are responsible also for their conduct and for maintaining an acceptable level
of job performance.

In general, employers cannot require employees to take an HIV antibody test without cause,
such as the threat of imminent risk to other employees. In most work situations, there is no
imminent risk of HIV exposure. Federal agencies may not require their employees to take an HIV
test under any circumstance. Should an employer have knowiedge of an employee’s HIV/AIDS
status, that information cannot be used as a factor in retention or advancement decisions.

OPM'’s guidance acknowledges that supervisors may encounter situations in which employees
with HIV/AIDS have performance or conduct problems, or in which coworkers disrupt work, refuse
to work, or threaten employees with (or suspected of having) HIV/AIDS. In response to these
performance problems, OPM recommends that managers refer the disruptive individuals to
counseling or informational resources. If problems persist, managers may take remedial or
disciplinary action. If it appears that an employee's behavior poses a health risk to other
employees, then the local Health and Safety Manager should be consulted.

An HIV-positive finding of itself cannot be used as a reason not to hire, retain, or promote
an individual. Employers cannot use the results of a medical examination to refuse to hire, refuse
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to retain, or reassign an individual unless the medical examination reveals a disability that
substantially interferes with the employee’s ability to do the job or could pose a reasonable
probability of harm to others.

For more information on safe workplace practices, see Section 2.3.3 above and Chapter
6 (other information sowrces).

2.10 Benefits and Disability

The following section addresses employee benefits and the decision to apply for disability
retirement. Chapter 5 provides much more detailed guidance on the election of, continuation of,

and application for benefits at EPA.

2.10.1 Benefits

Benefits include health care insurance, life insurance, and disability retirement pians.
(Disability retirement is discussed in Section 2.10.3 and Section 5.3.) Managers and supervisors play
a limited role in their employees’ benefits. Electing health care options, designating beneficiaries,
and continuing benefits after leaving employment are decisions that are entirely up to employees.
Supervisors can provide, nevertheless, important information on benefits and refer employees to
the appropriate information sources.

When an employee is diagnosed with a serious or life-threatening iliness, he or she is almost
certain to worry about whether his or her benefits will continue to be available and will be sufficient.
Unfortunately, there is no guarantee of either. Some private health care plans can reduce benefits,
may fail to cover HIV/AIDS related care, and may even terminate enrollees. 1t is important for
employees to know the facts about their current benefits plans.

Employees with HIV/AIDS (or with HIV-positive family members may be concerned about
the security and adequacy of their benefits. A supervisor can do much to clarify what benefits are
available to an employee. For example, under the Employee Retirement Income Security Act
(ERISA), Federal employers cannot discharge employees to prevent them from receiving benefits
under a current plan. Furthermore, most Federal employees can elect to continue to participate
in benefit programs after they have left a job. Federal Health Benefits Plan (FEHB) coverage
continues for 31 days after enrollment ends to give the employee the opportunity to convert his or
her policy to an individual health benefits contract. Also, under Temporary Continuation of
Coverage, employees separated from service may elect to continue coverage for up to 18 months by
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paying 102 percent of the health insurance premium. Employees have 60 days to elect continued
coverage after separation or notice that insurance plan enrollment is terminating. TCC applies to

life insurance coverage also.

Persons with HIV/AIDS or other serious illnesses should review their benefits as soon as
possible after diagnosis. They should ask about the availability of care in alternative settings, such
as home or hospice. They should find out if their plans offer case management to coordinate
services from multiple providers. Also, they should determine whether health care plans cover
experimental drugs as treatments. Finally, employees who go on disability retirement (or return

from disability retirement to less than full employment or a short-term period of full time
employment) may be eligible for Medicare or Medicaid. Information on Medicare and Medicaid
is available from any local Social Security office or by calling 1-800-772-1213.

For more information on benefits, see Chapter 5. In particular, see Section 5.1.3,
5.1.5, and 5.3.6 on insurance programs and Temporary Continuation of Coverage.

2.102 Leave and Schedule Modification

Supervisors can expect their employees with HIV/AIDS or other disabilities to take time
off from work. EPA will grant leave in the same manner for all medical conditions. EPA
employees benefit from severa) available Jeave apd schedile programs, including:

»  Annual and sick leave,

»  Advance annual and sick leave,

»  Absence (leave) without pay (LWOP),

s Compressed Workweek (not available in all Assistant Administratorships), and

»  Flexitime (modified pay period schedule).

Employees may also be eligible to participate in the Agency’s leave transfer and bank
programs to care for themselves or a "family member." Family member for the purposes of these
programs are defined in 5 CFR 630.902 as the following relatives of the employee:

a) Spouse, and parents tbereoS;

b} Children, including adopted children, and spouses thereaf;
c) Parents;
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d) Brothers and sisters, and spouses thereof; and
) Any individual related by blood or affinity whose close association with the employee

is the equivalent of a family relationship.

Chapter 5 provides an introduction to the policies and procedures concerning these leave and
schedule modification programs.

Employees may not need to provide medical information for a supervisor to improve short
periods of annual or sick leave, ar leave without pay. However, if the leave period exceeds three
consecutive days, supervisors may request some medical or other health related disclosure.
Likewise, if requests for leave become regular (e.g., to accommodate a treatment schedule) some
medical information can be required of the employee. Enough information must be provided to
educate the supervisor’s decision. Disclosure of the nature of the need for absence may not be
needed (e.g., diagnosis). It may be sufficient to get a caregiver’s note that time off from work or
a schedule adjustment is needed to accommodate a prescribed course of treatment or recuperation.
With respect to leave or schedule changes, medical information may need to be disclosed beyond
the employee’s first or second line supervisors.

Even if an employee is absent for work for an extended period of time, his or her job rights
are protected. Employees are ensured of a position at their current grade. If management elects
to put a new person in the absent employee’s position, then another position at the same grage with
comparable work must be found for the employee when he or she returns to work. at the

2.103 Disability Retirement

The Department of Justice's training guide "AIDS in the Workplace: The Manager’s Role
and Responsibility” contains the following passage on disability retirement.

Disability retirement should be considered once there is evidence that an employee’s
medical condition is such that he or she can no longer perform the duties of his or
her position, and only after all reasonable attempts have been made to keep the
employee in a productive capacity ... Because the guaranteed minimum pay under
disability retirement is usually not enough to provide for a normal standard of living,
employees will probably avoid applying for disability until no other choice is
available. However, once an employee’s sick and annual leave have been exhausted,
and the employee faces the prospect of a greatly reduced workweek or extended
leave without pay, or the illness has reached a stage where the employee can no
longer perform the duties of his or her position, disability retirement may be the
only answer because it gives the employee a steady source of income.
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The decision to apply for disability retirement is entirely up to the employee. Employees’
reasons for applying for disability may vary. For example, an employee may be too ill or disabled
to work, may want to quit work to pursue other interests or may want to eliminate work-related
stress from his or her life. Even if an employee appears to be too ill or disabled to work, a
supervisor cannot force the employee to apply for disability retirement. There are different rules
for disability retirement depending on the employee’s retirement system. The Civil Service
Retirement System (CSRS) and the Federal Employee Retirement System (FERS) operate under

different rules and procedures.

Chapter § of this resource provides guidance on applying for CSRS and FERS disability
retirement, as well as designated beneficiaries under either system. Also, Chapter 5
includes guidance on applying for Social Security disability: income.

2.11 Employee Reactions to HIV/AIDS

2.11.1 Concerns of the Employee with HIV/AIDS

There are broad psychosocial and emotional implications of HIV diagnosis and illness. The
emotional response to being diagnosed as having HIV will vary across individuals, time, and health
status. People with HIV/AIDS may experience periods marked by anger, depression, frustration,
and exhaustion, as well as hope, optimism, equanimity, and acceptance. Individuals who are coping
"successfully” with their diagnosis may find themselves at a later point combatting depression. Fear
and feelings of loss also are natural responses to living with HTV/AIDS. It is normal for persons
with HIV/AIDS to be sensitive to changes in their health status, such as fluctuations in weight,
appetite, respiratory capacity, energy level, and blood test results. Positive changes (such as weight
gain or a positive response to a new treatment) may be the source of joy while other changes,
particularly those which signal a gradual loss of independence (such as memory or vision loss), may
be mourned.

Typically, life-threatening conditions such as HIV/AIDS also bring about changes in
relationships with others. Diagnosis of HIV/AIDS brings some people closer to their families and
friends; others find that their relationships become increasingly estranged. Many people with
HIV/AIDS find themselves facing the deaths of friends with HIV/AIDS as they contemplate their
own life and mortality.

It is important to many people with HIV/AIDS that they retain a sense of themselves as

important and productive members of their families, friendship networks, and workplaces. While
managers and supervisors are limited in their ability to support an employee with HIV/AIDS with
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some of the more personal aspects of HIV/AIDS, they can and should address those issues that
affect the workplace, The most obvious and straightforward way in which supervisors and managers
can help an employee cope with HTV/AIDS simply is to be 2 good manager (e.g. respond to
requests far rezsanable accommodations, sign and process paperwork in a timely fashion, meet and
enforce confidentiality requirements, etc.). Senior managers can provide an element of authority
by communicating policies of antidiscrimination. As discussed in the following section, supervisors
and managers should also take steps to deal with coworker concerns.

It is not possible to address the full range of emotional issues related o HIV/AIDS in
this resource, Managers and supervisors who are concemed abowt HIV/AIDS’
emotiona! impact on their employees can seek guidance from any of several rexts
identified in Section 6.2 (Kubler-Ross, Martelli, Nuland, O'Brien, Pohl and Kay).

2.112 Addressing Coworker Concerns

Education is the most effective means of addressing coworker concerns and fear in the
workplace. A comprehensive HIV/AIDS education program not only increases the likelihood of
a caring response to news that a coworker has HIV/AIDS but also alleviates many employee
anxieties. Ideally, a training program should be implemented before & wWorkgroup is known to
include someone with HIV, and should involve every employee.

Educationa] programs must address coworker behavior and attitudes towards working with
persons who are infected with HIV - not just increase employees’ knowledge of HIV/AIDS.
Employees may know intellectually that HIV cannot be transmitted by sharing a coffee mug,
However, this knowledge may be discarded in favor of "being on the safe side” once a coworker has
disclosed he or she has HTV/AIDS. This can result in situations where dean office mugs are rinsed
before using, or people begin to use personal mugs that they keep at their desk. To preciude these
subtle forms of discrimination, the Office of National AIDS Policy recommends that education
programs strive to make participants feel more comfortable, more supportive, and less judgmental
and fearful of employees who are chronically ill, including those living or perceived to be living with
HIV/AIDS.

Managers and supervisors should expect coworkers of persons with HIV/AIDS to be
affected, and to exhibit a variety of responses. Witnessing the changes in health of their colieagues
may trigger feelings of anger, anxiety, and sadness, thoughts of their own vulnerability and mortality,
or memories of other losses. The grief process may begin — not with the death of a colleague -
but with indications of a colleague's declining health. Coworkers may require their own
accommodations, such as time off from work or a sympathetic ear, to deal with some of these
emotional issues.
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Although the experience of working with someone with HIV/AIDS or any other life-
threatening condition may be saddening, it also creates opportunities for ongoing education, social
support, and contributions to the community. Employers can organize blood drives to support bload
banks and demonstrate the safety of blood dopations. Having an emplayee or coworker with
HIV/AIDS creates the opportunity to reiterate basic information on HIV/AIDS, and reinforce
policies on how persons with a serious iliness must be treated. Employees should be encouraged
to offer the same kinds of support to the individual who has disclosed his or her HIV/AIDS status
(and his or her family and friends) that would be extended to anyone else with a life-threatening
condition. This support could be expressed in a number of ways, including invitations to lunch or
coffee, and offers to run simple errands. Hospitalized or homebound coworkers can be kept abreast
of office news and events through regular phone calis or notes.

Managers and supervisors also should recognize that employees may have friends, significant
others, or family members who are infected with HIV. Support should be extended also to these
individuals. If an employee seems to be having difficulty in dealing with feelings of grief and loss,
it is not inappropriate to provide him or her with information about counseling that may be
avaiiable to the employee through an outside organization such as Parents, Families and Friends
of Lesbians and Gays (P-FLAG), or the employee assistance program in headquarters (ECAP) or
in the employee’s field office.

Ideally, all coworkers will be a source of support for each other. However some coworkers
may be a source of tension, conflict, confusion, or fear. Even well-intended coworkers can create
problems by being too inquisitive of employees who wish to preserve their privacy. Some employees
may believe that they have a right to kmow if a co-worker is HIV positive, citing concerns of
workplace safety. Regardless of the circumstance, disclosure of one’s health or medical status is a
decision that belongs solely to the person with HIV/AIDS. Managers and supervisors can prevent
problems by clearly articulating and reiterating and enforcing the Agency policy on disclosure,
privacy, and confidentiality.

In addition, coworkers may have a variety of other concerns: Some coworkers may worry
about inadvertently passing common infections on to employees with HTV/AIDS. Some may fear
becoming infected with HIV themselves. Some may be concerned about how a colleague's absences
will affect their workload. Coworkers also may be uncomfortable with the possibility that someone
they work with may be gay or has injected drugs. These concerns may prompt some employees to
request the removal of a coworker with HIV/AIDS from the workgroup. Others may request that
they themselves be transferred to avoid contact with the person with HIV/AIDS. Supervisors can
keep employees focused on the mission of the work unit by demonstrating an understanding of their
concerns, while at the same time emphasizing that employees are not at risk of HIV infection from
normal contact in the workplace or sharing the same workspace with a person with HIV/AIDS.
In order to maintain 2 productive workplace, managers must ensure that persons with and without
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HIV/AIDS continue to work together. Managers and supervisors should make it clear that
discomfort alone is not sufficient justification for arranging an employee transfer. Supervisors and
managers should be prepared to enforce workplace policies through disciplinary action if necessary.
Again, the best approach is to educate employees about HIV/AIDS before it becomes known that
a workgroup includes a person with HIV/AIDS.

Supervisors should address coworker concerns, provide referrals to educational resources,
and seek an end to disruptive or unfair behavior before it becomes discriminatory behavior or
harassment. Workplace discrimination may take many forms, including but not limited to:

s  Negative comments about a person with (or suspected of having) HIV/AIDS;
s  Giving someone an undeservedly low performance rating; and

s Failing to recommend a person for a commendation, raise, or promotion.

Other actions which tend to isolate the employee with HTV/AIDS and disrupt work may be
more subtle, such as:

o Excluding persons from meetings;
o  Failing to include persons from informal activities, such as lunch;
»  Refusing to attend meetings; and

s Failing to share work equipment with or handle the paperwork of persons with
HIV/AIDS.

Stigmatizing, isolating, and disruptive behavior clearly are unacceptable. However, managers
and supervisors must be alert to any such behavior within their work groups. Such behavior could
be considered discriminatory or disruptive. If they become aware of any such actions, managers and
supervisors should intervene as soon as possible. The best and most straightforward measure all
managers and supervisors can take toward nurturing a supportive environment for their employees
is also the most simple; managers and supervisors should model exemplar behavior in their
treatment of all employees, including those with HIV/AIDS and other life-threatening conditions.

2-3]



Managing HIV/AIDS in the Workplace September 15, 1904
A Resource for EPA Managers and Supervisors

2,12 Final Note

This chapter was intended as an overview to HIV/AIDS issues in the Federal workplace.
Additional guidance on responding to HIV/AIDS related situations is provided in Chapter 4
(answers to commonly asked questions} and Chapter 5 (guidance on EPA benefits,
accommodations, and disability policies and procedures). Also, references to outside information
resources are provided in Chapters 6 and 7.
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3. POLICY STATEMENTS ON HIV/AIDS IN THE WORKPLACE

" White House Memorandum
. OPM Federal Personnel Manual Letter

. EPA Policy
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White House Memorandum

THE WHITE HOUSE
WASHINGTON

September 30, 1993

MEMORANDUK FOR THE EEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES

SUBJECT: AIDS at Work

Balting the spread of HIV/AIDS and caring for those already
touched by the disease is our common responsibility. Sadly,

if you do not knov someone with EIV/AIDS, you goon will. Every
17 pinmntes an American dies of AIDS; ons of every five Americans
knows somecne wvho has died of AIDE; over one million AmeXicans
are already infected with HIV.

EIV/AIDS affects everyone in this Hation. Preventing the
Tpread of HIV/AIDS and its associated humen and sconomic costs
is crucial to the success of health care reforz. Likewise,
enlightened, nondiscriminatory workplace policies are essential
to both our efforts at reinventing government and at lowering
health costs. This Administration and this Nation must do all
within our power to prevent discrimination ageainst those
intected wvith HIV. I am comnitted to facing the difficult
issues raised by HIV/AIDS.

This is an Administration of action and leadership by example.
Today's Cabinet meeting discussion of HIV/AIDS is the beginning.
All of you are asked to develeop and fully implement comprehen-
sive HIV/AIDS workplace policies and employee education and
Prevention programs by World AIDS Day, 1994, beginning with
your Senior Starf.

Te begin this process:

. Each Cabinet Secretary shall designate & member of his/her
Senior Staff to implement ongoing HIV/AIDS education and
prevention programs and to devalop nendiscriminatory
workplace policies for employess with HIV/AIDS.

. These designees, with the 0ffice of the Nataional AIDS
Policy Coordinator (ONAPC), shall form a working group to
implement thas directive.
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White House Memorandum (continued)

2

. The Office of Persommel Management (OPM) shall reviev its
current HIV/AIDS workplace guidelines and assist in the
epartments and

development of workplace policies in the d
agencies, &8s directed Dy ONAFC. OPH should pay particular

attention to ensuring that the administrative burden on the
departnents and agencies is minimized.

* The Ratienal AIDS Pelicy Coordinator shall repert to me
guarterly on the progress of each dopartment and agency,
beginning January 1, 1994.

. The Wnite House Btaff and the 5taff of the Executive
orgice of the President (EOP) will participate in HIV/AIDS
education and prevention training prior to World AIDS Day,
December 1, 1993.

HIV/AIDS is the health crisis of this century; it cannct be
allowed to extend inte the next. Only through sducation and
Prevention can we stop its spresd. Omnly through aggressive
and coordinated efforts at medical research can we find a cure.
Join me on World AIDS Day, 19593, to remember the hundreds of
thousands of American deazd and the millions of Americans
infected or guffering because of this diseass; help me to
vividly demonstrate this Adminigtration's commitmant to end
the HIV/AIDS epidemic.
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LNTTED BIAYRS
ﬂ‘é‘ OFFICE OF PERSONNEL MANAGEMENT
WASMINGTON CC 20413
Sof

Dmce of the Dwecrr Mmarch 21, 19BB

MEMORANDUM FOR HEADS OF DEPARTMENTS AND AGENCIES

ROM: CONSTANCE HORNER 7L %‘\
FROM

DIRECTOR

SUBJECT: AIDS 1n the Waorkplace

The workplace has not escaped the realities of the AIDS

epidemic =- fears, confusion, loes of friends and co-workers

and the popsibility of discrimination, however unintended,

The Federal government, a6 &n enlightened and compassionate
employer concerned with the health and welfare of its employees,
hac an obligation to show the way in addressing these realities
in 2 positive, non-discriminatory fashion.

Today, I Bm mcking you to join with me in implementing a
government-wide policy supportive of the President's RIDS
awareness and prevention efforts. We have a two-fold
responsibllity with respect to AIDS in the workplace. Firse,
to provade taimely and useful information to employees

about AIDS; and second, to handle personnel situations properly
where AIDS 15 a2 factor. Educating employees about AIDS and
fostering a climate of open communications will contribute to
their own health and well-being at well as their understanding
of this killer disease’s impact on 1ts victims. Effectively
handling AIDS-related personnel matters will help prevent
digputes, loss of productivity and unfair treatment of affected
employees. ’

With these goals 1n mind the Office of Personnel Management
(OPM) has 1ssued the attached policy guidance on “AIDS i1n the
Workplace.® The material offers information and advice oOn
effective AIDS education programs and provides guidance on
applying Federal personnel policy to various workplace situ-
ations which involve AIDS,

I urge you to develop an agency policy and program consiStent
with this guidance to increase the awareness, understanding
and effectivenese of your managers, supervisors and employees
an dealing with AIDS. OPM will provide information, training
and guidance to help an this effort.

Thank you for your support in establishing effective AIDS
education programs and perscnnel policies.

Attachment
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r Dilice of Personne! Management FPM Bulletn 192442
Federal Personnel Manual System
FPM Bulletin
Bullein i 792-42 Washmgion, D C 20415
March 24, 1988

SUBIECT  \ryUTRED DeWNE DEFTCIENCY SYNDROME [AIDS) IN THE MORNFLACE

Heads ot Depanments and Independeni Esiabiishmings

i. In support of the Adrumastration®s AIDS awareness initistivesn, 0P encourages agencies

to provide educational information to Pederal employees to incresse their undecrstanding of
AIDS and to facilitate the prover handling of personnel situations where AIDS is & factor.

2. Increased awmreness and understanding of AIDS will help allay unfounded fears and
facilitate gensible approaches to AIDS-related issues which arise in the workplace. Purther,
8 policy of open comeunication which provides AIDS jnformation to employees will belp them
maintain their own health and well-being.

3. The attachment to this bulletin is irtended to agsist agencies in their educational
efforts and to provide informstion and Quidance 0 managers, SuUpervisors, and eTployess
concerning AIDS-related workplace {gsues. The material in the attachment was developed
with the assiatance of the CZfice of the AIDS Coordinstor of the Public Health Service.

4. OPM intends to establish a clearinchouse for AIDS policy statements and asscciated
Midance in the Federal sector. To assist in thib effort, we ask that agencies send copies
of their policies to:

Chief, Bmployee Relatjons Division
Cffice of Erployee and Labor Relations
U.S. Office of Personnel Mansgement
1900 E Streer, N.W., Room 7635
Washington, D.C. 20415

m%“'\

Constance Horner
Director

Attazhment

Inquiries  orgice of Employee and Labor Relations, bersonnel Systems and Oversicht Group,
Code- {202/FTS) £52-855]

782, Federal Bmloyees Health and Counseling Proarams
D”'-’b'—"lon BASIC FPM

Bulletin Experes: 41 30, 1980 R
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Attachment to FPr Balleilir 7§92=40

ACQUIRED IMMUNE DEFICIENCY SYNDROME [AIDS) YN THE WORKPLASE

GUIDELINES FOR AIDS INFORMATION AND EDUCATION
AND FOR PERSONNEL MANAGEMENT 1SSUES

dfice of Personne]l managemen:t
Office of Employee and Labot Relations

march 3988
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AIDS N THE WORKPLACE

Introduction

c10n and aiidance is designed to assist Federal agencies 1n establishing effective
SI‘JZ :gfzgona;;mguis and in fairly and effectively handling AIDS-related personne] situations
in the worsolace. In this quidance, the term AIDS 1s used to refer either to the general AIDS
phenomenon or to clinically diagnased AIDS as & medical condition. HIV (human immunodeficiencv
virus) 1s used when the discussion 15 referring to the range of medical cenditions whach HIV-
infected persons mght have {i.e., immunological and/or neurologlcal_iapnmnt in early HIV

infection to clinically diagnosed AIDS).

General Policy

Guidelines 1ssued by the Public Health Service's Centers for Disease Control {CDC) dealing with
AIDS in the workplace state that “the kind of nonsexual person-to-person contact that generally
occurs amona workers and clients or consumers in the workplace does not pose a rask for trans-
mssion of IAIDS)." Therefore, HIV-infected employees should be allowed to continue working as
long as they are able to maintain acceptable performance and do not pose a safety or health
threat to themselves or others in the workplace. 1f pezformance or safety problems arise,
agencies are encoursoed to address them by applying existing Pederal and sgency personnel
policies and practices. (See also paragraph 1 on page 5 whach discusses the Public Health
service's guidelines for health-care workers.)

HIV infection can result in medical conditions which umpair the employee's health and ability to
perform safely and effectively. 1n these cases, agencies should treat HIV-infected employees in
the same manner as employees who sulfer from other sericus illnesses. This means, for exarole,
that enpioyees may be granted sick leave or leave without pay when they are incapable of
performinc their duties Or when they have medical appointments. In this regard, agencies are
encouraged to consider accomrodation of employees' AIDS-related conditions in the same manner as
they would other medical conditions wvhich warrant such consideration.

Also, there 15 no medical basis for employees refusing to work with such fellow employees or
agency clients who are HIV-infected. Nevertheless, the concerns of these employees should be
taken seriously and should be addressed with appropriate information and counseling. 1n
addition, employees, such as health care personnel, who may come into direct contact with the
body fluids of persons havang the AIDS virus, should be provided appropriate information and
equpment to mnumze the risks of such contact. (See alsc paragraph I on page S.)

OP¥ encourages agencies to consider the following guidelines when establishing AIDS education
programs and in cCarrying out their personnel management responsabilitaes.

1. AIDS INFORMATION AND EDUCATION PROGRAMS

There are several imoortant considerations in establishing effective AIDS information and
education programs. The following Quidance is intended to help agencies develop methods for
establishing successful programs.

A. Tarmunag and Scope of AIDS Information and Bducation Pfforts

AIDS 1nformation and education programs are most effective if they begin before a problem
Situation arises relative to AIDS and employee concerns. Experience in the private sector has
demonstrated that employees' level of receptivity to accurate information will be higher when
management has a policy of open communications and when educational efforts are initiated
before a problem situation occurs. Education and information should be of an ongolng nature.
This approach wil) reassure employees of management ‘s commutment to Open CommINiCcations and
employees will receive undated information about AIDS. By provading AIDS information to all
eifxpl:yees, agencies will enhance employees' understanding about the nature and transmission

of *k» d.s.ase.
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B. Educational Vehicles

Education and inforeation efforts may be carried out in B variety Of says. AQency news
bulletins, personne)l Eansgement directives, meetings with efployees, expert gpeakers and
counselors, question and answer sessions, filss and video-tapes, employee newsletters,

union publications, factsheets, pasphlets, and brochures are likely to be effective means

of providing information to employees about AIDS.

C. Erployee Assistance Programs

for 1oyees wao have personal concerns about ATDS, agency employee assistance proqrams
(W:l)!’ can be an ueen:t source of information and counseling, and can provide referrals,

a5 recuested, to comunity testing, treatwent, and other resources. EAPS Can als0 provide
counseling to enployees who have apprehensions regarding the comunjcability of the disease

or other related concerns. Because EAPS are in a unigue position to offer information and
assistance, agencies are encoursged to establish AIDS information, counseling, and refercal
capabilities in their EAPE and to Rake enployees And supervisors aware of available services.

In addition, EAPs can be & good source of sanagerial/supervisory training on AIDS in the work-
place. As with other services provided by the EAP, strict sdherence to applicable privacy and
confidentiality requirements must be pbserved when advieing employses with AIDS-related concerns.
In addition to services provided by the EAP, the sgenty's occupational health progtam, health
unit, or medical staff should be prepared to assist employwes seeking information and counseling

on AIDS.

D. Training and Guidance for Manacers and Supervisors

Supervasors and managers should be prepared to deal with empioyee concerns and other issues
related to AIDS 1n the workplace. Agencies should consider, therefore, conducting ongoing
tra:ning and education progrars on AIDS for their managers and supervisotrs on the medical and
personnel manacgement dimensions of AIDS. These programs can be used to educate managecs and
SUpervisors on the latest research on AIDS in the workplace, to provide advice on how to
recognize and handle gituations which arise in their oraanizations, and to convey the
irportance of maintaining the confidentiality of any medical and other information about
employess' health status. In addition, managers and gupervisors should be given 5 point of
contact within the agency where they can call to obtain further information or to discuss
situations which arise in their work units. Agencies should attempt to initiate training and
gsirdance activities before problems occut.

E. Sources of Information and Bducational Materjals

A great deal of information about AIDS is available to Pederal agencies. OPM encourages
agencies to explore vatious sautces of information and to weep abreast of the latest research
on AIDS in the workplace. ‘The U.5. Public Health Service {PHS! has developed a great deal of
material on the medical and other agpects of AIDS. Information about AIDS can be obtained
recuesting it from PHS offices or from the AIDS Clearinghouse (America Responds to AIDS,

P.O. Box 6001, Rockville, mmryland 20850; telephone [800) 342-7514). PHS offices are located
throughout the country and ¢an be contacted for information relating to AIDS. [See section
111 for & listing of PHS regicnal office locations.) In addition, the American Red Cross has
developed an extensive assortrent of educaticnal materials on AIDS. Information about the
materials available through PHS and other sosrces 15 contained in section III.

Il. PERSONNEL MANAGEMENT 1SSUES AND CONSIDERATIONS

When AIDS becomes a matter of concern in the workplace, a variety of personnel 1ssues may arise.
Basically, these issues should pe addressed within tne framework of existing procedures, guic-
ance, Etatutes, case law, and requlation. PFollowing 15 & brief discussion of AIDS-related
18sues which could arise in various personne) management areas, along with some Dasic Quidance
on how to approach and resolve such issues. Agencies are cautioned that, as with any complex
pPeTlonPel management metter, the resolution of a specific problem must be based on a thorough
assesswent Of that problem and how 1t 1S affected by contemporary information and guidance
abcut AIDS, current law and regulation bearing on the involved issue, and the agency's own
policies an) needs.
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A. Erlovees' Ability to Work

develop a variety of medical conditions. These conditions can

An HTv-1nfected employee may ar
nological and/or meurological impairment in early stages of HIV
rance all the ay fron (RN OT, at, & concern may arise whether guch an

e nically disgnosed AIDS. At some pod
antection 10 ClIn/CH yher medical condition, can perform the duties of the position in a,sate

etployee, given his or A
1iadle manner. Thas concern will typically erise at a point when the HIV-infect
it fect his or her ability to report for duty or perform.

oyee suffers health problers which af
ﬁ?a, 1N Some SituAtiOns the concern msy stem from the results of & medical examination required
by the employee's position. Under OPM's regulations in $ C.F.R. Part 339, Medical Determunation

Related to ility, it is primarily the employee's responsibility to produce medical
Mnuumﬁamgym cneg: to vhich a medical condition is affecting availability for
duty or job performance. HNowever, when the employee does not produce sufficient mcmsataon
to allaw agency management to make an informed decision about the extent of the employee's
capabilities, the agency may offer, and in some cases order, the employee to undergo a medical
examination. Accurate and timely medical inforsation will allow the sgency to consider altern-
atives to keeping the employee in his or her pasition if there are merious guestions abou: sale
and reliable performance. It will also help determine whether the HIV-infected employee's
medical condition 18 sufficiently disabling to entitle the employee to be considered for
reasonable accommxlation under the Rehabilitation Act of 1973 (29 U.5.C. § 794).

B. Pravacy and Confjdentiality

Because of the nature of the disease, HIV-infected employees will have understandable concerns
over confidentiality and privacy in connection with medical documentation and other information
relating to their condition. Agencies should be sware that any medical documentation submitted
to an agency for the purposes of an erployment decision and made part of the file pertaining to
that decision becomes & “record”™ covered by the Pravacy Act. The Privacy Act generally forbids
agencies to disclose a record which the Act covers without the consent of the subject of the
record. However, thege records are available to agency officials who have a need to know the
information for an appropraate management purpose. Officials who have access to such informa-
tion are required to maintain the confidentiality of that information. In addition, supervisors,
managers, and others included in making and implementing personnel management GeciSiOns 1nvolving
emloyees with AIDS should strictly cbserve applicable privacy and confidentiality regquirements.

C. Lleave Admnistration

HIV-1nfected employees may request sick or annual leave or leave without pay to pursue medical
care or to recuperate from the il] effects of his or her medical condition. In these situations
the agency should make its determunation on whether to grant leave in the same manner as it
would for other employees with medical conditions.

D. Changes 1n Work Assagnment

Agencies censidering changes such 8s Job restructuring, detail, reassignment, or flexible
scheduling for HIV-infected employees should do 80 in the same manner as they would for other
eroloyees whose medical conditions affect the employee's ability to perform in a safe and
reliable manner. 1n considering changes in work asgignments, agencles should observe
established policies governing qualification requirements, internal placement, and other
staffing requirements.

E. Prployee Conduct

Tnere may be situations where fellow employees express reluctance or threaten refusal to work
witn HIV-infecred employees. Such reluctance 15 often based on musinformation or lack of
information abast the transmission of HIV. There 1§, however, no known risk of transmission of
HIV through normal workplace contacts, according to leading medical research. Nevertheless,

OPM recognizes that the presence of such fears, if unaddressed in an appropriate and timely
mnes, .2 be disruptive to an organization. Usually an agencCy will be able to deal effectively
wils sucn Saituations through information, counseling, and other means. However, in situations
where such reasures do not solve the problem and where management determines that an employee's
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mwarTaniled coredt ©r refusal to wors with an ETV-iRfecved ewplever is tmoeding Of C)BINDLIR

the DOCAMLZAZIEN'S WOra, it Bhould consider appopridte COFTective or dusiplimarny atticen

.gamsE the threatening or disruptive employee(s). In other Situations, mansgemeat mwy be lacey
with an Hlv-infected employee who is having performance or conduct prablems. panagement shodld
des) wit" these problems through appropriste ccunseling, remedial, and, if pecessary, discipli-
nary measures. In pursuing 8ppropriste action in these situations, management ghould pe gensitive
to the posgible contritution of anxiety over the illmess to work behavicr and to the requirewents
of existing Federal and agency personnel policres, inciading any abligations the agency may have to
consider Teasonable Accompodation of the HIV-infected employee.

F. nsurance

STv-infected exloyees can continue thell coverages tnder the Padera) Drployees Health Benelits
(FEMB) Proaram and/or the Pederal Prployees' Group Life Insurance (FEGLI) Program in the same
mnner as other erployees. Thelr continued participition in either or both of these programs
would not be jeopardized solely because of their medical condition. The bealth benefits plans
cannot exClude coverage for medically neceasary health care services based on an individual's
heslth status or & pre-existing condition. Sizilardy, the death benefits peyable under the
FEGLI Program are not cancelable golely because of the individual‘s current health status.
Hosever, By employee who is in a leavewithout-pay (LNOP) status for 12 contimious months
faces the atatutory loss of FEHD and FEGLI coversge but has the privilege of conversion to 2
private policy without having to undergo & physical ewamination. mmployees who are Reeking to
cancel previous declinations &nd/or obtaln additiowal levels of FEGL] coverage must Rrove to
the satiBfaction of the Office of Pederal Eﬁw' Croup Life Ingurance that they are in
reasonably good health. Any erployee exhibiting symptoms of any serious and life-threatening
illness would necessarily be denied the request for sdditional coverage.

G. Disabt ! !g R&tIrOnent

EIv-infected erployees mny be eligible for disability retirement if thelr wedical comdition
warrants and if they have the requisite years of Pederal service to qualify. OPM congiders
applications for disapility retirement £r0Om employees with AIDS in the same manner as far other
employees, focusing On the extent of the ewployee's incapacitation and ability to perform his or
her assigned duties. OPM makes every effort to expedite any applications where the employee’s
illness 15 1n an advanced stage and 15 life threatening.

H. Lsabor-Managsment Relations

AILS iR thi woTKpla™e say br BN appropriste area Eof rooperative labor-manegement ACLIivities,
particulaily with respect to Froviding erplovees education and iafcrmation znd alleviating
AIRS~telatind problems cnat mavy @mprge 1n the worwplace, In addipier, to the extent that an
&3ency FiOposes AIDS-relmted policies o pPrograms which wauld altec: the workung condisions of
bAfQAIRNING uTil EplOyees, URIOAS muBt De Accocded &by 1igh:s they may have Lo bATGSLn or De
consulted as provaded for under 5 U.S.C. Chapter 71.

1. Health and Safety standards

In 1985, the CDC published guidelines relating to the prevention of HIV transmission in most
workplace gettings, COC Recormendations for Preventing Transwussion of Infection with IHIV] in
the Workplace, 34 MMWR 681 (November 15, 1985). The CDC published specialized guidelines in
1987 relating to heslth-care workers (which in part updated the hea)th-care worker Previsions
contained in the workplace guidelines), CDC Recommendations £0T prevention of HIV Transmission
in Health-Care Settings, 36 MMWR Supp. NO.- S (Aucust 21, 1987). Tne Depattment of Health and
Huran Services (HHS) and the Ocoypstional Safecy and Nealth Admimsrrarion [0SHA) of the Depart
ment o labor hsve initiated & Program to ensure Cofpliance with safety and health guidelines
end s:andards designed to protect health-Care workers from blood-borne diseases, including AIDS.
See Department of Labor/Department of kealth and Human Services — Joint Advisory Notjce:
Protection Asainst tional E ure to titis B virus {HBV) and Human Imrunodeficiency
V..us (Flv]), 52 Fed. Req. 41818 (Dcrover 30, 1987). 'Me LIC 290 DSHA/HHS quidance 315 intended
to ancrease the svailapi)ity and use of educational information and personal protective equipment
and to 1Mprove workplace practices bearing on the transmission of AIDS and other blood-porne
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diseases. OPH strongly encourages sgencies, especially those with employees occupying health-
care and related positions, to establish health and safety practices consistent with this
audance. Sources are available in OSHA to discuss the published quidelines.

J. 0od Donations

Cne area of personne] msnagement which agencies may overlook when considering AIDS policies and
practioszs is esployee blood donations. OPM joins the American Red Cross in yrging sgencies to
encourage erployees to consider donating blood. Under guidelines established by the American
Red Cross, there is no risk of contracting AIDS from giving blood. However, fears associated
with AIDS have contributed to a situstion where many of the nation‘s blood banks are in short
supply. This situation thrsatens the health status of the American public.

As part of its effort to educate the public 50 a8 to overcome these fedrs, the American Red
Cxoss has produced three publications which address blood donations where AIDS is an issue.
These publications are: ®You Gan’t Gst AIDS from Giving Blood, But Pear Can Run Us Dry,™ “What
You Must Know Before Giving Blood," and "AIDS and the Safery of the Ration's Blood Supply.®
These publications are available through your local Red Cross chapter or by contacting the Red
Cross Mational Beadyuarters AIDS Public Pducatien Program (by writing to 1730 "D™ Street, N.M.,
washington, D.C. 20006 or by calling (202) €39-3223).
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4. QUESTIONS MANAGERS ARE LIKELY TO FACE

With one in every 250 Americans living with HIV, the likelihood that you as a manager or
supervisor will be faced with questions or situations concerning HIV/AIDS in the workplace is now
greater than ever. This chapter contains questions commanly asked by managers and other
employees. Read and become familiar with the responses to help prepare yourself when 2 question
or situation arises, The responses given here are designed 10 help inform you and your staff; they
do not provide all the detail that may be necessary to answer certain questions. The responses in
this chapter have been cross-referenced with the rest of this resource guide. The references, shown
in parentheses, indicate where further information on each of the topics can be found.

In the event that you are asked a question for which you do not have an answer, do not be
afraid to say, "I don’t know, but T will work with you to find the correct answer." This may require
some telephoning and iegwork on your part. Your efforts should begin with the EPA’s Employee
Counseling and Assistance Program (ECAP) (for headquarters staff} or employee assistance
program located in a field office. They will be able to provide you with an answer or refer you to
the appropriate external source. In any case, try to remain involved in the resolution. Your
continued involvement will not only aid the individual, but will also increase your knowledge and
understanding of HTV/AIDS issues.
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4.1  Basic Information on HIV/AIDS

What is the difference between HIV and AIDS?

The Human Immunodeficiency Virus (HIV) and the Acquired Immune Deficiency
Syndrome (AIDS) are closely linked to one another. HIV is a virus that progressively
destroys the body’s immune system, a system which normally fights off infections and
diseases. ApersonmntelleheorshehasbeenmfectedwlthHIVthroughanHIV
antibody test. A positive HIV antibody test does not mean that a person has AIDS. It may
take years before an HIV positive person exhibits any adverse physical effects. AIDS is
caused by HIV and represents the last stage in the HIV iliness spectrum. Persons with
AIDS have one or more of several particular diseases (sometimes referred to as
"opportunistic infections”), such as severe pneumonia and cancers. At the present time,

AIDS is thought to be fatal.

{For additional information, see Sections 2.2.1 and 2.2.2.)

Can HIV or AIDS be treated or cured?

At this time, there is no vaccine or cure for HIV infection or AIDS. Nevertheless, some
therapies have resulted in persons with HTV/AIDS living longer. 1In addition to obtaining
appropriate pharmaceutical drug treatment, persons with HIV/AIDS should be encouraged
to do all of the things that promote general health maintenance, including meeting
nutritional needs, getting adequate rest, avoiding alcohol, smoking, drugs and stress, and
getting exercise and fresh air. Persons with HIV/AIDS are advised to contact the Project
Inform treatment hotline to obtain information on early diagnosis, immune health
monitoring, and treatment. See the listing in Chapter 6.

(For additional information, see Section 2.6.)
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How is HIV ransmitted?

Intimate sexual contact: HIV is most commonly passed through sexual contact via exposure
to infected blood, semen, or vaginal/cervical secretions. The transmission can occur during

vaginal, oral, or anal sex.

Sharing injection equipment: HIV also can be passed when injection equipment (including
needles, syringes, cotton, cooker, or rinse water) is shared during the injection of drugs. In
addition, HIV may be transmitted through sharing equipment used for body piercing,
tattooing, and steroid injection ar popping.

Mother to baby: Because the mother and fetus share the mother’s blood supply, an unborn
child may be infected in utero or through the birthing process. There are also a few
reported cases in which infected mothers have transmitted HIV through breast milk.

Exposure to contaminated blood products: HIV can be transmitted through the transfusion
of HIV contaminated blood or blood products, the transplant of tissues or organs, or
through insemination with infected semen. All blood donations are now screened to identify
and eliminate HIV contaminated blocd before it enters the blood supply. Tissue banks and
sperm banks vary in their procedures, but the Public Health Service has recommended that
organs, Lissues, and sperm be tested. Some health care, laboratory, or other workers still
may come into contact with tlood samples drawn from persons with HIV.

(For additional information, see Section 2.3.)
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HIV/AIDS Transmission in the Workplace

Can HIV be transmitted at work?

There is no known risk of HIV infection through routine workplace activities. HIV is not
spread through casual contact. It is very fragile outside the human body and is killed by
soap and water, bleach, or direct sunlight. Therefore, HIV cannot be passed through the
air by sneezing, breathing, crying, or coughing. Touching or shaking hands does not spread
HIV. Interactions that take place in a typical work environment, such as sharing telephones,
computers, office supplies, car pools, or the same air space do not transmit the virus.
Universal precautions should be followed in the event of rare occurrences such as medical
emergencies, or accidents involving blood or body fuid spills.

(For additional information, see Sections 2.3, 2.4, and 2.6.)

Is it important to know if there are any HIV positive persons in the work group in anticipation of a
blood spill ar work?

No. In the case of a blood spill, you should always assume that there is the presence of a
bloodborne pathogen (such as HIV or hepatitis B) and take universal precautions.

(For additional information, see Sections 2.4 and 2.8.}

Can I get infected with HIV from donating blood or participating in the blood drives at work?

No. According to the Red Cross, there is virtually no risk of HIV infection in donating
blood in the United States. During the donation, blood is drawn with a sterile, throw-away
needle that is used only once. Nothing enters the donor’s body that can do any harm.
There is no opportunity for HIV to enter the donor’s bloodstream when donating blood.

(For additional information, see Section 2.3.)
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How can I protect myself against HIV infection at work?

HIV infection is preventable. HIV is not easily spread in most work situations, especially
an office setting. Risk of exposure outside the workplace is more likely. Nonetheless, when
an employee encounters a blood spill or emergency involving a loss of blood, he or she
should contact the closest Health Unit or Health and Safety Division, or call 911 or other
emergency service. Specialty trained persons should handle spills. In general, a set of
universal precautions for the workplace has been developed:

. Do not engage in sex or injection drug use in the workplace.

s If resuscitation of a person is required, use resuscitation bags and pocket masks
for all mouth-to-mouth resuscitation.

. In the event of blood or body fluid spills, isolate the spill area, use one-time use
latex gloves, sponge up the surface, disinfect area with a mild disinfectant,
germicide, or bleach and water solution, and safely dispose of waste.

» Use extreme caution when handling sharp objects (e.g., glass, metal) and dispose
of carefully. Medical sharps (e.g, syringes, lancets) should be disposed of in
punciure-pracf, hard plastic containers that can'l be seen through, or metal
containers with lids reinforced with tape.

{For gdditional information, see Sections 2.4 and 2.6.)

Since the transmission of HIV in the workplace is unlikely, why do I as a manager/supervisor need to
be cancerned?

The CDC currently estimates that over 1 million Americans are infected with HIV. This
means that 1 in every 250 Americans is living with HIV. Additionally, in 1992, the CDC
reported that over two-thirds of large workplaces (more than 2,500 employers) already have
employees with HI'V infection or AIDS. The rate of HIV infection is increasing, and so the
likelihood that you will have an employee with HIV/AIDS is growing. Courts consider
persons who are HIV-positive and have AIDS to be covered by discrimination laws.
Therefore, as a manager, you need to be aware of the human, legal, and financial issues
associated with HIV/AIDS 1o help you maintain the rights of your employees and avoid
discriminating against them. Managers and supervisors also are responsible for maintaining
a safe and productive workplace for their employees.

{For additional information, see Sections 2.7 and 2.9.)
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43 HIV-Antibedy Testing and Counseling

What is the HIV-antibody test?

There are two separate tests for detecting HIV antibodies (ELISA and Western blot).
When used together, they are correct more than 99.9 percent of the time. When a person
becomes infected with HIV, his or her body makes substances called antibodies. These HIV
antibodies usually show up in the blood within 3 months after infection, and almost all
people who are infected will show antibodies in their blood within 6 months. If a person’s
HIV antibody test is negative, it means no antibodies were found and the person is probably
not infected with HIV. If an ELISA test is positive, the results are typically confirmed with
the more sensitive antibody test, the Western blot. Because of the window period, however,
if a person engages in risky behavior less than 6 months before taking an antibody test, he
or she needs to be tested again later.

(For additional information, see Sections 2.5.1 and 2.5.2.)

Who should be tested?

The Centers for Disease Control and Prevention recommends that a person should consider
getting tested if he or she can answer "yes" to any of the following questions:

s  Have you ever had unprotected sex (anal, vagina), or oral) with a man or woman who:
- you know was infected with HIV?
- injects or has injected drugs?
- shared injection equipment with someone who was infected?
- had sex with someone who shared injection equipment?
- had muitiple sex partners?
- you normally wouldn’t have sex with?
= Have you ever used injection equipment that was used by anyone before you?
= Have you ever given or received sex for drugs or money?

s Did you or any of your sex partners:

- receive treatment for hemophilia between 1978 through 1985?
- have a blood transfusion. or organ transplant between 1978 through 19857

(For additional information, see Section 2.5.3.)
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Where can [ go to get HIV antibody testing and counseling?

The availability of counseling and testing varies by area. Testing may be available through
HIV-antibody testing centers, community health clinics, sexually transmissible disease clinic,
hospital clinics, and doctors’ offices. Individuals who have difficulty identifying a testing site
should contact the loca) public health department, AIDS service organization, Red Cross
chapter, or their doctor. People can also call the National HIV/AIDS Hotline (800/342-
AIDS) to get information on testing sites in their area.

Counseling is important for anyone who takes the test. The test should be done through
a testing site with qualified health professionals that provide pre-test and post-test
counseling services. These professionals should be familiar with the test and should provide
information on HIV and the meaning of test results before administering the test.

(For additional information, see Section 2.5.4.)

Can I require that an applicant or employee be tested for HIV antibodies?

No. Employee cr applicant testing, whether voluntary or mandatory, is not part of EPA's
HIV/AIDS policy for three reasons: (1) HIV/AIDS is not considered a health hazard in
the ordinary workplace; (2) 2 positive [or negative) test result of itself is not a proper basis
for personnel action; and (3) testing employees or applicants for employment could be
viewed as discriminatory under current law.

(For additional information, see Sections 2.5.3, 2.6, 2.7.1, 2.82, 2.9.1, and 2.9.2.)

Can FEHB plans require new employees to undergo HIV antibody tests before enrclling them in its
health insurance plan?

No. FEHB insurance plans do not require medical reports for new employees who decide

to join an ongoing health plan. Medical reports may be required if an employee first
decides not to join the plan, and later changes his or her mind.

4.7
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44

Disclosure of HIV/AIDS Status

What should I do if 1 suspect one of my staff members has HIV/AIDS?

You should not ask the employee if he or she has HIV/AIDS or even imply it in any way.
Doing so is an invasion of their privacy rights. Employees are not required to tell their
supervisors if they have HIV/AIDS. You can do nothing on behalf of the individual
employee until he or she tells you "I have HIV” or "I have AIDS," or provides you with
other documentation that he or she has a serious heaith condition that requires an

accommodation.

(For additional information, see Section 2.7.)

What should I do if an employee asks if a coworker has AIDS?

Regardless of whether or not you know if someone has HIV/AIDS, you must keep all
knowledge of the person’s medical information confidential. You may not confirm or deny
whether anyone has HIV/AIDS without permission, preferably in writing, from the person
in question. You should respornd that you are not permitted to disclose any medical
information about another employee without their consent. Also, explain that HIV is not
spread by the type of contact that usually occurs in the workplace, so there is no need to
fear or avoid any staff member who has or is suspected of having HIV/AIDS. Emphasize
that the spreading of rumors will not be tolerated and will be handled as an employee
conduct problem.

(For additional information, see introduction to Section 2, and 2.8.)
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What should 1 do if a staff member tells me that he or she is HIV positive or has AIDS?

First, understand that a staff member with HTV/AIDS may have the following concerns, in
addition to the more basic questions about their health:

. Will I lose my job?
. Will I be forced to quit?
. Will I be isolated from my coworkers?

. Where do I go from here?

Explain that EPA treats employees with HIV/AIDS the same as any other employee with
a life-threatening illness. Also explain that HIV cannot be transmitted in normal working
situations. As long as the employee feels well enough to work, he or she is welcome and
encouraged to continue working. HIV/AIDS is considered a disability. Under Federal law,
it is illegal 1o fire peaple because of their physical or mental disability. In addition, EPA
will not discriminate against the employee in any way. Also, explain that the disclosure will
be kept confidential.

There is no reason to isolate the person from his or her coworkers. Explain that the
employee’s duties will remain the same until he or she can no longer perform them.

Ask the employee if there is anything he or she needs you to do for them in terms of
accommodations. If a request is made that you are unsure about, you may consult with an
employee assistance counselor (ECAP at headquarters) or the Human Resources Office
(EOCC at headquarters). Remember to treat the employee with the understanding and
respect you would give to anyone else who has a life-threatening illness. Moreover, treat
the individual the way you would like to be treated.

(For gdditional information, see Sections 2.8.2 and 2.1].)
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What should I advise a staff member with HIV/AIDS about disciosing his or her condition?

The ultimate decision is up to the employee. You cannot tell him or her what to do.
Express your support for whatever decision the employee decides to make. Strongly
recommend that the employee consult with a trained counselor in ECAP (for headquarters
staff) or the field office’s employee assistance program. They will discuss the advantages
and disadvantages of disclosing to coworkers. Also, remind the employee that at some
point, he or she may have to release medical information to obtain certain benefits or
extensive accommodations. However, this information will be kept confidential and given
only to persons who have a management decision to make that requires medical or other
health-related information.

(For additional information, see Section 2.8.)

45  Reasonable Accommodations for Employees with HIV/AIDS

Should people with HIV/AIDS be aliowed to continue working?

Yes. Thousands of people who have HIV/AIDS continue to be successfully employed. As
long as people with HTIV/AIDS feel well enough to work, they are able to work at no risk
to themselves, coworkers, or the public. This disease can be treated like any other life-
threatening iliness, such as cancer or heart disease. Under Federal law, it is illegal to fire
people because of their mental or physical disability. The Agency is also required to make
reasonable accommodations for the disabled individual.

(For additiona! information, see Section 2.7.)

Does the Americans with Disabilities Act (ADA) apply to the Federal workplace?

ADA does not, in its entirety, apply 10 the Federal government workplace. However, the
Rehabilitation Act of 1973, the Employee Retirement Income Security Act, the Occupational
Safety and Health Act (OSHA), the Nationa! Labor Relations Act, the Temporary Continuation
of Coverage Act, and the Privacy Act do apply. Moreover, all of the provisions of the ADA
are covered by the provisions of the Rehabilitation Act.

{For additional information, sec Section 2.7.)
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What does the term "reasonable accommodations® mean?

Reasonable accommodations are measures taken by employers to allow peaple with
disabilities to apply for work, become new employees, or remain at work as long as
reasonably possible. Reasonable accommodations may include, but are not limited to the
following: providing flexible hours, changing from full-time to part-time work status,
allowing employees to work at home (if necessary and practical), job sharing, providing
physical apparatus to help physically handicapped employees, allowing extended absences
and tardiness, and transferring persons to different jobs. Job transfers may be made only
to accommodate a person’s disability.

(For additional information, see Sections 2.7.2 and 5.2.1.)

What kind of reasonable accammodations shouid be made for a person with HIV/AIDS?

The type of reasonable accommodations that are available to persons with HIV/AIDS
should be no different than the type and level of accommodations made for any other
person with a life-threatening iliness. Decisions about the specific types of accommodations
are made on & case-by-case basis.

{For additional information, see Sections 27.2 gnd 5.2.1.)

4.6

Concerns of the Employee with HIV/AIDS

What happens if an employee becomes ill from RIV/AIDS and needs time off?

A variety of paid leave options are available. The prioritized list below shows the order in
which different types of leave should be used.

1. Sick leave

2. Vacation
3. Leave bank
4. Disability

5.  Early retirement

(For additional information, see Sections 2.10, 5.14, 5.1.6, and 5.3.1)
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Will an employee with HIV/AIDS lose his or her current health or life insurance benefits?

No. Federal employees cannot be terminated from their current health or life insurance
plans due to HIV/AIDS.

(For additional information, see Sections 5.1.2 and 5.1.5.)
47  Coworker Concerns

How should I handle staff members who are fearful or refuse to work with a fellow staff member who
has HIV/AIDS?

Meet with the staff members and explain that HIV is not spread through the air by
sneezing, breathing, crying, coughing, touching, or shaking hands. This means that
interactions that take place in a typical work environment, such as sharing telephones,
computers, pencils, or the same air space does not transmit the virus. If employees are
fearful of accidents involving blood or ather body fluids, explain that universal precautions
should be used for protection against many infections or diseases, including HIV. Offer to
make available informative brochures, videos, or a counselor from ECAP (headquarters) or
the field office’s employee assistance program to address the concerns raised by the
employee.

Also explain to the individual that when and how employees work together will not change.
If necessary, add that inappropriate behaviors or discussions at work regarding this issue will
not be tolerated and will be handled as employee conduct problems.

(For additional information, see Section 2.11.)
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48 Vhere to Go for More Information

Where can I get more information about HIV/AIDS?

The CDC National AIDS Hotline at 1-800-342-AIDS is staffed with specialists who can offer
a wide variety of written materials or answer questions about HIV infection and AIDS. In
addition, your doctor or your employee’s doctor, a state or local health department,
HIV/AIDS service organizations, or local Red Cross chapters can provide general and
specific information, such as testing and counseling services. Specific information regarding
the EPA and the Federal government’s policies and procedures can be obtained through the
Office of Human Resource Management (EOCC, for headquarters staff, or field Human
Resources Office) or an employee assistance program (ECAP, for headquarters staff, or
field office employee assistance program). Additional sources of information for resources,
testing and counseling are available outside of the Agency.

(See Chapter 7 of this guide for a fist of the sources. }
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5. PROCEDURES AND SAMPLE FORMS

While this resource guide contains the best information available at the time of its
preparation, the ever-changing nature of Federal employee bénefits policies and procedures will
require supervisors and employees to obtain the most current forms and instruction from EPA
OHRM Employee Outreach and Counseling Center (EOCC). For Headquarters staff, the best
source of current information is a counselor in EPA EOCC. EOCC can be reached at 202/260-
9686 to make an appointment. Field office and laboratory personnel should consult their local
Human Resources Office. This guide is in no way intended to replace employee or supervisor
contact with the EPA EOCC. Rather it is designed to provide an overview of the many issues and
benefits relevant to disabling or life-threatening conditions such as HIV/AIDS. There are many
publications that provide detailed information on each aspect covered in this manual. Some are
available from the EPA EOCC, some from the Office of Personnel Management, and some from
other Federal agencies such as the Social Security Administration.

This chapter of the guide is organized into three parts. Section 5.1 provides general
information on personal financial management preparations that any employee should undertake,
regardless of whether the individual has a serious illness or not. Section 5.2 provides information
on obtaining schedule and workplace accommodations. Section 5.3 outlines procedures related to
disability retirement. As will be shown in this chapter, many benefits and procedures run on parallel
tracks. The two different retirement systems at EPA are: the Federal Employee Retirement
System (FERS) and the Civil Service Retirement System (CSRS). (PHS employees detailed to EPA
operate under a different retirement system altogether through the Department of Health and
Human Services.) This chapter includes separate guidance for FERS and CSRS.
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5.1.1 Beneficiary Designation

Supervisors have no responsibility for their employees with respect to designating
beneficiaries. However, if an employee asks for assistance, the supervisor may be able to help by
providing the proper blank forms and information, or by directing the employee to the EPA
Employee Outreach and Counseling Center (EOCC) for information and guidance. (EOCC serves
headquarters staff. Field staff should consult the Human Resources Office in their field office.)
Moreover, beneficiary designation is an important subject for the supervisor to be familiar with in
general, to assist all employees, as well as for the supervisor’s own personal matters.

It is important for everyone, whether he or she has a serious illness or not, to complete and
ratify forms that designate beneficiaries for a variety of funds including retirement, life insurance
policies, individual retirement accounts (IRAs), and Thrift Savings Plan, as well as non-salary
payments such as accrued unused leave. If an employee believes he or she has a potentially life-
threatening condition, it may be especially important to take care of these arrangements while still
healthy. This could prevent the employee’s beneficiary designation decisions from being challenged
by others if his or her health deteriorates. Also, taking care of beneficiary designation while a
person is in relatively good health will relieve the stress of handling these administrative matters

in times of ill health.

It is important to use the proper form for designating beneficiaries for each purpose. Each
program that provides a retirement, disability, or survivor benefit requires that the employee
complete a separate form. Four programs’ forms are provided in this section. FERS and CSRS
have distinct forms for beneficiary designation for retirement accounts. The Thrift Savings Plan
(TSP), Federal Employees Group Life Insurance (FEGLI), and other programs have their own
forms also. The most current version of each form is available from the EPA EOCC or field
Human Resources Office. In general, once forms have been completed, received by the appropriate
program, and witnessed, the beneficiary designation is effective.

Another form for beneficiary designation is SF 1152, "Designation of Beneficiary, Unpaid
Compensation of Diseased Civilian Employee." The form is used by an employee to designate one
or more persons to receive the value of any annual leave, salary balance, travel or other
reimbursement, or other monetary awards from EPA in the event of the employee’s death. The
employee can allocate shares of the remaining balances among multiple beneficiaries. A copy of
the form can be found at the end of this section. The most current version may be obtained and
filed with Human Resources.
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Form TSP-3, "Thrift Savings Plan, Designation of Beneficiary”

September 15, 1994
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EXAMPLES OF DESIGNATION OF BENEFICIARY

September 15, 1094
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SF1152, "Designation of Beneficiary, Unpaid Compensation of Deceased Civilian Employee”
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IMPORTANT NOTICE—Ovrder of Precedence

I there i no designated beneficiary Uiving any unpald compezmtion which becomes payabis after the desth of an
ampioyee will be payabie to the first person or persons Msted below who are slive on the dase title D the paymant srises.

1 b the widow or widower

2 I neither of the above, to the child or children in equal shares, with the share of any decsssad child distrtbuted
smong the descendants of that child

3 U none of the above, 0 the parents In equal share or the entire amount to the surviving parest.

4 If there are pone of the sbove, 1o the duly appounied legal represemauve of the astaie of Lhe dacgased empioyee, or
1if there be none. to the person or pefsons determined to be entitled thereto under the laws af the domiciie of the decessed
empioyee

1t 13 not necessary for any empioyee W designate & benefiaary unless be wishes (0 DAING SOEME PEFEON OF PETRONS RO
included above, or in s different order

INSTRUCTIONS

] MNﬂupﬂnudmmehddmemmdlhhmwhh}lﬂuhmhmd
Beneficary

2 All entnes on the form, except mgnatures, or printed in tnk (typewyiting prefesved) All dengns
uons of & beneficuary or beneficianes should be prescribed form, Dempaton of Benefiaary, Suandard
Form 1182, and must be signed and witnessed

3 Compiete the form in duplicate and flie with the A Demgration of Beneficiary must be
recerved by the employung agency pror to the death of the d be valid. The duplicate will be noved
and d o the b as evid that the l has been rece! It is suggestad that the dupbeate
be filed with the empioyees Unporant papers. -

4 Cancelistion of s pnor Demgnauon of Beneficiary may be effected the naming of & mew beneficiary by

execuung & new Demgnation of Benefiaary. Standard Form 1162, and inserung in the space provided for name of bene-
fiiary the words, “'Cancel pnor designaucns” The effect of this action will reguire payment to be made in e order of
precedence Rated sbove

§ A demgnauon will remaun valid untii expressly changed or revoked. untii the empioyee tranafers to ancther agency,
or untl reemployed by the zame or another department or agency of the Government. In case of separation and

pioy ort to ancther agenc), a new Demgnation of Beneficiary should be exscuted if the order of prece-
dence esiablished by the act s not P It » not Yy to file & new designation when the name or address of
the employee or the beneficaary 1 changed
6 Ad free of or Id be flled in order 1o svoid a postible contest after death
7 In the sbwence of the prescribed form any designation, change or cancellation of beneficary witnessed snd filed un
with the i req of these nsr shall be ptabl
This Designation of Baseficiary lorw is o b wsed solaly lor the & of napatd -
daath of & cvihian ampisyes and is 80t ts be confused with Standard Ferm 2808, Dusignation of Samaf)-
cdary Ovll Service Betivament Soutam, or Form 2523, Dx -t y. Fadural
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512 Enrollment in Federal Employee Group Life Insurance

All employees are eligible to be insured through the FEGI plan. They may elect coverage
at a base level or opt for additional coverage, generally in relation to their annual salary. The
premiums are deducted from the employee's paycheck every two weeks and coverage continues until
the employee elects to cancel his or her policy. Enrollment or increases in insurance coverage may

occur at any of three types of events:

1. New employee enrollment in the plan;

2.  Existing employee open season enroliment or application for increase (open season for
life insurance does not occur annually); or

3. Change in an employee’s health or family status, such as:

a.  Health status change (that must be documented by a medical examination by an
employee's health care provider or the Agency’s Health Unit, at the employee's

expense),
b.  Marriage (coverage up to 1x employee’s salary for spouse);
c. Divorce; or

d.  Birth or adoption of children (coverage up to 1x employee’s salary per
dependent).

While an employee may elect to be covered by FEGLI at any time, irrespective of health
status, once a policy is cancelled there is a one-year waiting period before life insurance coverage
may be resumed. It is important for everyone, regardless of present or expected health, to consider
whether or not they need or want life insurance and to complete the proper election form as well
as the Designation of Beneficiary form. Current forms are available from EPA EOCC or field
Human Resources Office.

On the next page is an example of the form for enrolling in the Federal Employee Group
Life Insurance (FEGLI) program, for changing status under the program, or for increasing
coverage. The time to process an application and to activate the enrollment depends on the
circumstances. For example, a new employee can expect the process to take one day. For a current
employee to increase coverage with the addition of dependents, the time needed to make the
increase active depends on the time FEGLI needs to assemble the package.
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FEGLI, "Life Insurance Election"
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513 Credit Union

The EPA Credit Union serving headquarters staff is part of the Engraving and Printing
Federal Credit Union network. (Field staff may belong to other credit unions.) When an employee
becomes ill, there are a number of issues that may arise relevant to his or her credit union account,
such as salary allotments, loan payments, and disbursement of funds from savings accounts. Again,
these issues are relevant to supervisors only to the extent that employees ask for assistance from
their supervisors. Pertinent forms and information can be obtained by calling the Credit Union on
202/488-3201 or visiting the Credit Union in Waterside Mall, Room 3309 between 10:00 a.m. and

3:30 p.m., Monday through Friday.

5.14 Social Security Administration

The Social Security Administration (SSA) has prepared information concerning financial
assistance for persons with disabilities that stem from HIV/AIDS. A brief summary of this
information is provided below. For more information, a brochure has been included in this
resource guide summarizing the type of financial assistance available, eligibility requirements, and
application procedures. (See Chapter 7.) Also, SSA has produced a booklet, Disability (SSA
Publication No. 05-10029).

Benefits Programs and Eligibility

SSA operates two disability benefits programs: Social Security Disability Insurance (SSDI)
and Supplemental Security Income (SSI). The medical requirements to participate in the programs
are the same. SSA will work through a state-level Disability Determination Service (DDS) to assess
whether a person’s impairments would interfere with his or her ability to work. Under SSDI or SSI,
a person is considered disabled if he or she is unable to do any kind of substantial work (generally
defined as work which results in monthly earnings of $500 or more).
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A person with HTV/AIDS is not automati&ally eligible for SSDI or SSI. SSA has developed
guidelines for evaluating disability claims of persons with HIV/AIDS, including special guidelines
for women and children. The DDS will evaluate all available medical information to determine a
person’s ability to work. The DDS'’s assigned disability specialist will look for documentation of
signs, symptoms, and laboratory findings caused by HIV - for example:

Signs

»  Evidence of opportunistic infection,
s Documented weight loss, and
s Abnormal skin conditions

Symptoms

s Low energy, easy fatigability, peneralized weakness,
»  Persistent cough, and
s Persistent diarrhea

Laboratory findings

s Positive HIV antibody test,
& Depressed Tcell count, and
s  Other indicators of compromised immune status

In addition to medical evidence, the DDS specialist may evaluate a claimant’s ability to perform
physical tasks (e.g., walking, standing, reaching) or mental tasks (e.g., understanding or remembering
instructions).

Non-medical eligibility requirements for the two programs differ. To be eligible for SSDI,
a person must: (1) be a disabled person with a history of paying Social Security taxes, (2) be a
disabled widow or widower age 50 or older whose spouse had a history of paying Social Security
taxes, (3) be a disabled child age 18 or older of a parent with a history of paying Social Security
taxes, or (4) be a disabled child under age 18 of a parent with a history of paying Social Security
taxes. Persons with HIV should check with a local Social Security office to ensure that SSA's
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records on salary or wages and Social Security tax payments are correct. SSA has a form for
requesting a statement that contains a record of earnings and an estimate of benefits. To be eligible
for SSI, a person must be age 65 or older, blind, or disabled with a low income and limited assets.
For an individual, the asset limit is $2,000 (excluding a person’s home, car, and personal belongings).
For couples, the asset limit is $3,000. SSA offers a booklet on SSI eligibility, SS7 (Publication No.

05-11000).

In most states, persons who receive SSI are eligible also for Medicaid health care insurance
coverage. Persons who get SSDI benefits qualify for Medicare health insurance coverage 24 months
after the month the person became entitled to receive SSDI benefits. For more information on
Medicare, SSA has a booklet, Medicare (Publication No. 05-10043).

Applying for SSI or SSDI

To make an application, a person can call or visit any Social Security office. The addresses
and phone numbers can be found in the blue pages of most local phone books listed under United
States Government. All information provided to SSA will be kept strictly confidential. Certain
documentation is required: a Social Security number, birth certificate, and a copy of the person’s
most recent IRS W-2 form (or tax return if the applicant is self-employed). The application process
may be initiated without having all documentation in hand. To apply for SSI, the applicant will
need to provide documentation that his or her income and assets are below the program’s limits.
Examples of such documentation include bank statements, rent receipts, and car registrations. For
both programs, the applicant will have to provide information on how his or her medical condition
has affected daily activities, including the names and addresses of physicians who provided
treatment and a summary of the applicant’s work over the past 15 years. It will be helpful to
provide medical evidence such as blood tests and laboratory reports as supporting documentation.

Returning to Work

Social Security disability benefits do not necessarily end if a person returns to work. Under
SSDJ, a recipient may return to work for a nine-month trial work period, which will not affect
benefits payments - as long as the individual’s earnings do not exceed a maximum level (generally,
$500 per month). Under SSI, a person returning to work will continue to be eligible for Medicaid.
Other work incentives are described in an SSA publication, Working While Disabled ... How Social
Security Can Help (Publication No. 05-10095), which can be requested from a local Social Security
Office.
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515 Health Insurance Options

The Office of Personnel Management (OPM) provides a variety of health care insurance
coverage choices for Federal employees. Once a year, typically in November and December, a brief
open season period allows employees the opportunity to change plans for the following year.
Usually supervisors receive information on these plans and are expected to make it available to all
employees to allow them to evaluate the various options. Health insurance coverage can be
changed throughout the year in special circumstances. For example, if an employee gets married,
he or she may switch from a "self-only” to *family” plan even though it is not open season.
Otherwise, to change health insurance coverage, a completed Standard Form 2809, available from
the EPA EOCC or field Human Resources Office, must be turned in to the Human Resources
Management Division (HRMD) during the open season period for health insurance. The
employee’s new plan takes effect on January 1. The following pages contain a sample Health
Benefits Registration From and instructions for completing it.
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51.6 Leave Bank Sign-Up

EPA has a Leave Bank which is open to all employees. As a supervisor, your role may only
be to inform all of your employees about the Bank and encourage them to join. If you have an
employee that needs to use leave from the bank, you will have to work with the timekeeper to
ensure proper recording of the leave on the time-cards. There is an annual EPA Leave Bank open
season, usually in the fall. In order to join, an employee must fill out Standard Form 3160-6 and
pledge one pay period’s worth of annual leave per year. Participation in the Leave Bank becomes
active in the next pay period. Membership in the Leave Bank entitles members to apply for leave
in times of need, which are usually associated with personal illness. To apply for leave from the
Leave Bank, an employee sends a memorandum to the Leave Bank stating the basis of need, an
estimate of the total amount of leave that will be needed, and an estimated return to duty date.
A copy of EPA Form 3160-6 follows, as well as a sample memorandum requesting leave from the

bank.

Related to the Leave Bank is the ability of EPA staff to donate unused leave to employees
who have exhausted their own leave. OHRM in headquarters or field Human Resources Offices
can provide information on leave donaticns.
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"EPA Form 3160-6, Application to Contribute to EPA Leave Bank"

SEPA  APPLICATION TO CONTRIBUTE TO EPA LEAVE BANK E

' EMPLOYEE: Before complenng this piesse read the mszrucuons for Secuoas !
m?nmm Return the completed form to your Resources Office. DO NOT REMOVE

YOUR COPY. The Human Resources Office will return 1t to vou —
hl. Name
INFORMATION
O?IUT B anc Agaress J Date
TYPE OF
gﬁmngN Check all buxes that apply with ap X°
A D I hereby apply for membership in the EPA Leave Bank. 1 authonze EPA 1o deduct

od's accrual ( or such other amount as the Agency Leave Bank Board
ﬂgﬁmﬁhménm:mmmm%mmymxm
deposit into the EPA Leave Bank.

. In addion to any amoum contributed in Bax A sbove, | wish 10 donate exra
B D hoursolt!::nnal eave 10 the EPA Lesve Bank. (NOTE: A warver may be required
1o do this. See mstructions on back form.)

hours of annual

sh ‘wish to designate
¢ D loave 10 the qualed pec. betow. [ certify that this employee is nat my

leave 10 the qualified geci

Name ]SSN
rganization and Address Work Phone No.
Typed Name and Title of Human Resources Official |SON
1. HUMAN
RESOURCES OFFICE Date
CERTIFICATION (See |Signature
staterment on back of
form)
Effecuve Date of This Acuon lu.A 11-B
V. WAT Typed Name and Trile of Authonang Offical
If applicable, warver for | Signature
11.BE above s
authonzed.
Date

PRIVACY ACT NOTICE % ¢ orv surhonusd 10 rawes: (hes retormanon wnde? S L S C 6362 and Punic Law 100-300 Facrytme Oroer 939) swthonzes w
10 484 t0r ¥Ou S0081 SETURN Numars | he 1nlnrmain O 102 FOFM 1 wACA IN INE oM ADIIBLION ©f the FCOEM Volumary Laswe Bant Progrem The

T“ ©f Ihn IMTUNMAIION t 10 0OFEM" A1 suu? WEFRIYR COBION O ¥nuscd SOTRNES sravel Ieave te the EPA | 2ave Hans Y our Yonu| Serynty hemoe
R's | 91l R a0 [N ERBUIT tAD? Wt Oma 1A (N SARGS! IEAVE 53 1FIRSHEPTED 1TOM Ing COMTECT Itve ITUN!  AddIH 0N Gl iguutes of SR{CrINaton IOV b
ROwiTed 10 fepnn fr Ame ) siivrmarnd 1o ine Tl of Penonac! Manape ment ronceming the Lerve Hand Program for Ihe purpose of eveisaitng Ihe
eltermreata snd o of 1Re prog ] T3 Of tho (O ACiu0IRg vOuUl SONA! M1 AN NuMmOe! & YOaiary Mwewr (aburt 10 0n a0
MY FEMU| 4R Ot W Rﬂ.‘u 10 PR CA8 INE 8C10ONRS VOu reapeedt Dy thn torm

EPA Foem 3160 -6 (i - &%) COPY 1-PAYRDLL OFFICE
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GENERAL INSTRUCTIONS AND INFORMATION ABOUT THE
NE LEAVE BANK PROGRAM

bours
Tﬁh;fmnmdw:uz% MnMDAMML@)Mm m&mﬂ)

Leave Bank . and hpmdlor.
sbove t0 2 -tonnqwhﬂd & : Cu;m‘::amludu.udmm

form to yowr mnm Baak oxly for st ag
You may check Box [LA and joun the EPA Leave gm penod epcy
employees or gunng a0 wdnidual corollment quan:anev employee of one reroruing Lo EPA
bwnmmnmmeumpm

Yau may ceck Baxes IIB and/or IIC and subeit thus form 1o the Human Resources Office at any tume dunng
theycum 1o s deposted They rewareed to E leave EPA  Also, if

of leave are nol you i vou leave

r mnlo-hoa:ynud;;u:m:'omu the wedical emergency. any unused leave 1s returned to

tbc 00l 10 you.
There are kmurations 0 the total amount of leave yoo may demate (0 1be Ageocy Leave Bani o agy one year
mzavons e

Theae

m Y:udmywdmmmnmhﬂdmmdmlhnywmmdwmmaluu

year,

2 l[vollll:prqmdlof leave, you duueﬂomlhnlbembcyofhmmml&cdubﬁ
lndru-gnv: {ram the da nfuu: 1f wou had 80 bours “use-or-kose”

Ea:,:mu_}%: fz( :nbmyw lh number of hours you could donate wonld

be 40

ummmmm hmnmmy I 10 Feques!t » warver 10 dooate icave

beyoad these lunitavions, see your Hurman Resour.

INSTRUCTIONS FORSECTION 1

Cmplezuunamml.hum legibiy sath 3 ballpecot pen,

INSI'RUCI'IONSFORSECI‘IONII

Check any boes Lhat 1pply hn‘nmdlomduemnpnm:owunu.mdlhcﬂkww

Bank t membership s membership m Leave Bank u goc pay penod's actrual of
annual leave (ie., 46.0r8hm3?orn%1buumh@mumbyth:l\mcy&wemkawdrou
parucular enrollment contripytsons will be deposiied in the ceatral Bank They
may oot be 0 a recaprent

Usz "Box B 1o contribute exra hours beyond your batc membershup fee  You may make his \ype of
caninbution at any tune durwg e year
Chcck'BotC"Jvou“mlodm:dlotaponmohhcmhounyuushowm'Bo:B'toapanmhr
EPAemﬂﬁF:ewﬁomyonhmuathfwdwmdcr Leave Bank program  You may dondie icave
10 any qualdied reapucot, other than mmmedialc SIPCTsoT

S@oalhehmprvddtdndmahlua iz to your Hamao Resources Office. Do not send it directiy 1o
the Agency Payroll Office.

CERTIFICATION FOR SECTION Il
The Human Resources Officul whoas ugnature appears m this section cetudies 1he followang

1) That if the apphicant has checked Bax A under Senm 11, be or the has submited this lorm 10 1he Human

urces Ofice wathun the established ume bmoy of mbmﬁmoun:mdtmmpcmdmm

undivdual enroliment penod
[2) That i the apphicant bas checked Box B under Sechon 11, the number of houry comnbuted enber does nol
exceed the regulaiory hmuanons, or (if i does excred the Lmnanons) a waver bas been oblaincd
(3) Thai f the apphicant has checked Box C under Section I, the employee desgnaied to recerve the leave 15 »
currently qulhﬁrﬂﬂ leave reaipient under the EPA Leave Bank Program

INSTRUCTIONS FOR SECTION Iv

;I;h:rscum '.hl.: ;ﬁﬁ:f:u by the Agency Offical autborized 10 grant any wawer that may be eequired 1n arder

EPA Forem 3160 - 6 (1) - 89) Reverse
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*Sample Memorandum Requesting Leave from EPA Leave Bank"

Date

MEMORANDIM
SUBJECT: Application to Receive lsave from leave Bank

o Lonve Bank (PH-212) P\w?\’g

Laave Bank. I am 2 mazber of the laave Bank and out of the
office on prolonged personal ilinsss. I have axhausted all =y
sick and anmal leave.

mtummmms,zmuuunmm
amount of time fromw work recently. During pay iods
I have used hours of leave. Ilymt::mkwm

extend into the faresseable future. The physician's statement is
atteched.

If you have any questions about any of this, you can call me

at

cc: Supervisor
Tizmekeeper
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5.1.7 Direct Deposit

Direct deposit sign-up is not an area in which supervisors generally get involved. Any EPA
employee may take advantage of the direct deposit of all or part of his or her Federal paycheck.
It is accomplished by completing a Standard Form 1199A. Once the employee completes the top
part of the form, it must be signed by the bank or other financial institution which is to receive the
allotment or paycheck, and returned to the EPA Financial Management Division for processing.
Blank forms are available from the EPA Financial Management Customer Assistance Office in
Waterside Mall Room 3407. Direct deposit of paychecks begins with the next pay period. For
additional information, the EPA Financial Management Custamer Assistance Office’s telephone
number is 202/260-5116, and the mail code is 3303.

The reason direct deposit is included in this resource guide is that, in the case of retirement,
it will be necessary for the retiring employee to complete 2 new Standard Form 1199A for
disposition of his or her retirement annuity which, under retirement, will be disbursed by the Office
of Personnel Management (OPM) rather than the EPA Financial Management Division.
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SF1199A, "Direct Deposit Sign-Up Form"

==.- SIGN-UP FORM

T for Diect DepOst the BaYee 13 tD ST the DAck of s « Tne cipm and type Of Day ane Drentec on Gowernme=
.mﬁulmmmm:mmmmw1mz Then checks (508 the GEMDIe CNECK ON tNE DACK Of this torrr ) This 107
tane 07 mail this form O the fNancial MINULON The fmancial @ 10N 13 8130 SIS10 ON DENSTICISTYIBAMUNANT BWALD WTISTs SRO Othe
ANUIeN will venty the MIOMMANON m Sections 1 and 2. 8nT wiil com- from e agerey

Hieie Section 3 The CoMDigted (orm will B8 rEUINeo 1o the Govern

ment apency 10enTiHed DEIow s Pgyass Mus! koed the G spency "G Of sny BOOTERS

CRENOES M OIGOr L0 FCHE IMOOMLENI MNICMASLION ZDOUI Denetils AND

o A separpte 10NN Myst be COMPMLAd 1Or SACH tyDE OF PEYMN! t0 De 10 reman guatihed tor payments

sent by Drrect Deosi

SECTION 1/TO BE COMPLETED BY PAYEE)
A WAME OF PAYEE (il firi g D TYPE OF DEPORITON ACCOUNT B:ulc:mc Dnvmas

ADDRESS (sreer rouls PO Box APO.FPO} E“’“'E‘.Tﬁfﬁi;ﬁg‘ l ] [ I I—[ I E ]

city ITATE 27 CODX F TYPE OF PAYMENT (Caeck only One!
D sotiss Bocwray ' O #00 Sasere/Mil Contasn Py
YELEPHONL NUMBER O suoowmentsl Securtty ingome O mi acews
an ot O Asirosa Retwerment [« RN
taco _— ) Cmit Bormee Retivamant (0ray 0 s
B WAMEG OF PEASONISHENTITLED TO PAYMENT ‘ Gvnmrm D Other
oeeTh
N
C CLAIMOR PAYAOLL IO NUMBER - \§ POR ALLOTMENT OF PAYMENT ONLY /if appliraire)
AMOUNT
Pretin Suthn
PAYEEJOINT PAYEE CERTIRICATION 200 IAQUNT HOLDERS CERTIFICATION ronvomsh

) pertsly trat § am enbiied to the paymen! Qentted above &nd Bhal || 1 cornty mat | Rave (020 and UNDErSIDGd the DECk OF s oM NCIIGING
Nave mand h0 UNCErSISOd the back ©f ths M 1N NG s torm || me SPECIAL NOTICE TO JOINT ACCOUNT MOLDERS
ButhOor2e my pavraent 10 be sent 10 the tmancidl stituon named

Detow 10 Do 10 the: pesay
SIGNATURE DATE SIGNATURE DATL
SIGNATURE DaTE SIGNATURE DATE

SECTION 2/TO BE COMPLETED 8Y PAYEE OR FINANCIAL INSTITUTION)

GOVEANMENT AGENCY NaME GOVERNNMENT AGENCY ACDNESS

SECTION 3 (TD BE COMPLETED 8Y FINANCIAL INSTITUTION!

NAME AND ADDREES OF SinaNCIAL INSTITUTION ACUTIRG NUMBER CHECK

00000000 O

CEPOSITOR ACCOUNT TITLE

FINANCIAL INSTTITUTION CERTIFICATION

1 contirm the weniiiv O Ihe goove-named snd ine and lifie Af recresenisime 6f 1hy ADOY-ASMED (INAACH! (ASHTUTION | Cer
tily tRat the hagnCial INSIIYIION SQTEeS 10 fecerre NG the avove in with 31 CFR Parta 240 205 ang 210
PRINT OR TYPE AEFAESENTATIVE § NaME ’su’.uA'lunl OF MEFMESENTATIVE TELEFHMONE NUMBE R DATE

FARBALIB! IALILTIONS BNOVID seter t0 the GREEN BODK Jor turtner instrucuans
THE FINARCIAL 'WSTITUTION SHOULD MAIL THE COMPLETED FORM TO THE GOVERNMENT AGENCY IDENTITIED ABDVE
NEH TSEZ 1eyMe. sa

GOVERNMENT AGENCY COPY 1199-208
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b BURDEN ESTIMATE STATEMENT

The estmated average burden associated with this cotlection of intormation 15 10 minutes per responcent of recom
keeper depending on inov:dual circumstances Comments concemng the accuracy ot this burden esimaie anc
suggestions tor reductng this burden shoutd be directed ™ the Financial Management Service, Facilittes Managemen
Diision, Property & Supph Section, B-101 3700 EastWest Highway, Hvansville, MD 20782 or the Onice o
Managemeot and Budget, Paperwork Reduction Provect 11510-0007), Washingion, DC 20503

PLEASE READ THIS CAREFULLY

Ali information on this torm. including the sndividual claim number, 1s required unoer 31 USC
3322. 31 CFR 209 andior 210 The informahion ts confidentiat and 15 needed to prove entitiement to
payments The informauon will be used 1o process payment data trom the Federal agency 10 the linan
cial institution andior its agent Failure 1o provide the requested information may atfect the process-
ing ot this torm and may delay or prevent the receipt of payments through the Direct DepositiElec
tronic Funds Transter Program

INFORMATION FOUND ON CHECKS

Most of the information neeged 10 complete —
boxes A C and F 1n Section 115 printed on your
government check

Thuin Sates Trsiep B

}
I T~
i 000, 418748%

e X LY

NOT NEGOTIABLE

Bie Sure that DAVES S AAME 13 Wrillen B sh 0
pears on tne check Be sure cuftent aodgl n

© Ciaim numbers ang suitixes gre pnnted here on ¥
checks bengath the cate tor the type of paymeani
snown here Check the Green Book tor the location
o} prefixes ana sullixes tor Other types of payments.

@ Type ot payment s printed 10 the le!t of 1he amounl LoOCS00%AAY, DALEVINiGe

SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS

Joint account holders should immediately advise both the Government agency and the finan
cial institution ot the death of 3 beneficiary Funds deposited atter the date ot death or inghgibiiny,
excep! for salary payments, are to be returned 10 the Government agency The Government agency
wili then make a determinalion regarding survivor rights, calculate survivor benetit payments, if any,
and begin paymenis

CANCELLATION

The agreement represented by this authonzalion remains in eflect until cancelied by the rect-
pient by nolice 1o the Federal agency or by the death or legal tncapacity of the recipten! Upon cancella-
tion by the recipient the recipient should notity the receming hinancial institution 1that hefshe s
doing so

The agreement represented by this authernization may be cancelied by the financial institution
Dy providing the recipient a written notice 30 days (n advance ol the cancellation date The reciptent
must immeotately agvise the Fegeral agency i1t the authonization is cancelied by the financial institu-
tion The tinancial institution cannot cancel the authorization by advice to 1he Government agency

CHANGING RECEIVING FINANCIAL INSTITUTIONS

The payees Direct Deposit will continue to be recewved by the selected hinancial institution undil
the Government agency 1s notiied by the payee that the payee wisnes 1o change the financial in
stitution receving the Drect Deposit To etect this change the pavee will complele a new SF 11994
at the newly selected nancial instilulion ILis recommenged that 1ne payee mamntain accounts al
both hinancial institulions until the transition 1s complele 12 aller the new hnancial MSUtULION receves
the payees Owect Deposit payment

FALSE STATEMENTS OR FRAUDULENT CLAIMS

Fegeral 1aw proviges 3 fine o ndt more than $10 000 or imprisonment tor ROt More than 1ive )]
years cr Doth 151 gresenhing @ lalse stalement or making a fraudment clam
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5.1.8 Personal Counseling Services

The Agency offers a variety of personal counseling resources for both employees and
supervisors. These resources include strictly confidential counseling and advice on personal issues,
health issues, as well as the full range of employee benefits policies and procedures. Also, there
is an office within the Agency for employees to contact if they feel they are being discriminated
against on the job (the Office of Civil Rights). All records are protected by Federal laws and
regulations of the Privacy Act which safeguard the rights of employees to privacy.

Employee Counseling and Assistance Program (ECAP)

EPA's Employee Counseling and Assistance Program (ECAP), serving headquarters staff,
provides a completely confidential professional counseling and referral service to deal with a variety
of needs and problems including job performance and emotional, health-related, financial, and stress
management. A supervisor can refer an employee to the program if he or she feels that the
employee has a job performance problem which may be related to a personal problem. Counselors
are impartial and are bound by professional and legal standards of confidentiality. Headquarters
employees can make an appointment in person at Waterside Mall, in Room SWG-2, between 8:30
a.m. and 5:00 p.m., or by phone at 202/260-4420 or 202/260-4421, Monday through Friday. Field
office and laboratory personnel should consult the employee assistance program in their area.
Assignment of a counselor is virtually immediate upon request, but the employee may have to wait
for an appointment.

Employee Outreach and Counseling Center (EOCC)

The Employee Outreach and Counseling Center (EOCC), housed in Waterside Mall Room
3906 (202/260-9686), is the best source of the most current information on all employee benefits,
for both employees and supervisors. There are Benefits Counselors who can answer questions and
direct employees to the proper forms and procedures. EOCC Counselors can also advise employees
on the best ways to apply for and obtain benefits. All conversations are held in the strictest
confidence. Field staff should consult the Human Resources Office serving their particular field
office.
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HIV/AIDS Coordinator

In response to the White House directive (see Chapter 1), EPA has appointed an
HIV/AIDS Coordinator. Mr. Frank Finamore is organizing the Agency’s HIV/AIDS program
which includes development of a comprehensive HIV/AIDS policy, establishment of an Agency-wide
network of persons knowledgeable about related issues, and the preparation and delivery of training
for all EPA employees, starting with supervisors. Mr. Finamore may be available, on a limited
basis, to provide assistance to individuals with specific questions about their own situation.
Questions about the EPA’s HIV/AIDS program should be directed to Mr. Finamore at 202/260-
9292. Also, employees interested in participating in the development of EPA’s program may contact
Mr. Finamore.

Office of Civll Rights

The Equal Employment Opportunity (EEO) Specialists in the EPA Office of Civil Rights
are available to help all employees with questions or concerns about on-the-job discrimination
issues. This may be an issue for employees with HIV/AIDS who feel they are being discriminated
against. Also, the EEO Specialists may be of assistance to supervisors who are trying to make
reasonable accommodations for an employee with a disabling condition. An EEO Specialist can
be reached at 202/260-4575. For headquarters staff, EEO is located in EPA Waterside Mall, West
Tower, Room 206 (mail code 1205). Field staff may consult with EEO counselors assigned to their
particular field offices.

Employee Unions

There are multipie unions that represent EPA employees and have representatives available
to discuss empioyment problems. So-called "non-professional” employees (administrative, clerical
and Environmental Protection Specialists) are represented by the American Federation of
Government Employees (AFGE) Local #3331 (for headquarters staff). Headquarters personnel
can reach an AFGE representative at 202/260-3120. Field office and laboratory personnel should
consult their local union representative. AFGE maintains an office in EPA Waterside Mall, Room
3611 (mail code TS-798). "Professional" and "non-professional" employees are represented by the
National Federation of Federal Employees (NFFE) Local #2050 (for headquarters staff). A NFFE
representative can be reached at 202/260-2383. NFFE maintains an office in EPA Waterside Mall,
Northeast, Room 302 (mail code UN-200). Field staff may be represented by other locals or unions.
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5.1.9 Quiet Room

EPA'’s Quiet Room apened in August 1993. It is Jocated in Waterside Mall Room 2117-M
near the stairway closest to Radio Shack and the Jamaican Bakery. The quiet room is a resource
available to all EPA employees as a quiet place to think, relax, meditate, pray, gather one’s
thoughts, or to be still. It is a softly lit room with comfortable chairs and without any
ornamentation which could be a distraction. The following pages provide a sample Quiet Room

information flyer.
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Quiet Room Flyer

e A re—— bt e

Quiet Times

" August 1993 (93-1)
EPA’s Quiet Room Opens

OPEN HOUSE HELD ON AUGUST 11 & 12. EPA employees got their
first look at the new Quict Room on Wednesday and Thursday, August 11 &
12, from 11 a.m. to 1 p.m. Approximately 100 people, from several different
Headquarters locations, came to see this latest addition to EPA’s Quality of

Worklife programs.

WHAT IS A QUIET ROOM? A quiet, peaceful room, without the symbols
of any religion, to which employees may go and be still from time 10 ume. A
room "dedicated to silence in the outer s and stillness in the inner

sense...a room where only thoughts shoul p

U most hospitals and many airports.
Some public buildings have o; for example, the United Nations
Headquarnters, The United Capitol, and the Pentagon. They are
vanously called meditauon rooms, prayer rooms, chapeis, or quiet rooms.

Rooms similar to EPA’s Quiet Ro§‘
e

WHAT IS IT LIKE AND WHERE IS IT? 1 is a softly lit room with
comfortable chairs, a few tables with lamps, plants, pictures of nature scenes,
and some informational materials in the foyer. It is room 2117-M (Waterside
Mall) near the stairway closest 1o Radio Shack and the Jamaican Bakery.

WHO CAN USE IT? EPA employees, contractors and visitors are welcome.
We inviie you 1o visit the Quiet Room soon. i

WHY WOULD ONE GO TO THE QUIET ROOM? To tmnk, relax,
mednate, pray, gather one's thoughts...to be still

WHAT ARE THE RULES FOR ITS USE? The Qu:iet Room 1s a place of
silence. 1135 not a work area, meenng room or social lounge. Please respect
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the rights of others and refrain from talking, eating, drinking, smoking, or
engaging in any distracting behavior. Since some people are chemically
sensitive, please help maintain an odor-free environment.

WHEN IS IT OPEN? From 6:30 a.m. to 6:30 p.m. on workdays.

WHAT IS THE CURRENT STATUS OF THE QUIET ROOM? The room
has begun operation in a pilot phase so that people can try it out and make
suggestions/ comments about possible improvements.

HOW CAN I MAKE COMMENTS OR SUGGESTIONS? There are forms
for that purpose in the Quiet Room. Jus} fill one out and place it in the

Also, piease sign the log (name ol 10 help document usage.

So far the comments have been oerwhelmingly favorable. We will keep you
informed %

WHERE DID THE IDEA FOR A QUIET ROOM COME FROM AND
HOW DID WE GET IT HERE AT EPA HEADQUARTERS? Over three
years ago an EPA employee suggested the idea to the New Headquarters
Office (at that ume we thought we would have a new Headquarters building
by 1992) As ume passed and it became doubtfu} that we would move any
time soon, a group of employees, the Quiet Room Survey Commitiee,
conducted a survey to find out if empioyees at EPA Headquarters wanted a
Quiet Room. The resuits were affirmative. Several months later, the Quiet
Room Commutiee was formed. That commitiee presented a proposal for the
Quiet Room 10 Administrator Browner and she approved 1t 1n June 1993. The
Facilities Division and the Quiet Room Committee, working together,
designed the Quiet Room.
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52 Information for Employees Who Need Accommodations
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§2.1 Special Equipment or Other Physical Acoommodztions

Employees with physical disabilities may require modifications to their physical work space
in order to continue to be productive. Supervisors can request the acquisition of special equipment,
without the employee having to disclose the nature of his or her physical limitation. A physician’s
certification of the need for special equipment or adaptations may be required. In general, the cost
of the physical accommodation is borne by the Agency.

The extent to which an employee or supervisor must disclose medical or other confidential
information depends on the accommodation requested. Some disclosure to the supervisor should
be inspected, because the request for an accommodation must be approved by the supervisor.
Disclosure to second line supervisors or more senior managers may need to be made if the
supervisor needs input on how to accommodate the employee’s disability. Supervisors can seek
technical guidance from several EPA resources: Health and Safety Division, Health Unit, Agency
attorneys, and outside physicians made available through an agreement with the Department of
Labor.

Special equipment can be as simple as foot rests, wrist pads (for computer use), and desk
lamps to improve lighting. Accommodating furnishings include orthopedic chair inserts and more
supportive desk chairs. More elaborate adaptations, such as walk ramps, wheel-chair accessible
bathroom stalls, or wider doorways may be considered reasonable accommodations under the
Rehabilitation Act and the American with Disabilities Act. Such reasonable accommodations are
made on a case by case basis, balancing the needs of the employee with the need to achieve the
Agency’s mission. Legally, the Agency is required to provide “reasonable” accommodations,
meaning accommodations that do not pose undue hardship or harm to the effectiveness of achieving
its mission. For example, taking up carpeting or widening a doorway has been done at EPA, but
making physical modifications to an entire building wing may not be considered reasonable. In
general, this means that the Agency must be able to afford the accommodation (although there is
no set dollar limit).

There is no “standard” list of reasonable accommodations. However, other physical
accommodations approved at EPA include acquisition of PCs with large screen monitors; motorized
scooters; illuminated magnifying glasses to assist the visually impaired at reading; and special
telephones for the hearing impaired. Accommodations have also included scheduling meetings close
to an empioyee’s work area, removing carpet, and widening doors for wheelchairs. It is the
responsibility of the immediate supervisor to negotiate an accommodation. An accommodation
cannot be deemed unreasonable merely because it has not been used before. The supervisor should
consider the type of work that is being performed, known physical or mental limitations of the
employee, and possible options.
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If a reasonable accommodation cannot be made within the immediate section or unit, an
accommodation should be considered within the region, laboratory, or other larger work unit. If
an accommodation cannot be made within these larger units, it is likely that it may not be
considered "reasonable." The goal is for the Agency management and the employee to mutually
agree on an accommodation. Supervisors may consult the EPA EOCC (for headquarters staff) or
the Human Resources Office (for field staff), and EPA’s HTV/AIDS policy (see Chapter 3), for
guidance on reasonable accommodations.

522 Compressed Workweek Program

EPA has had a highly successful Compressed Workweek Program in effect since 1988. It
is a powerful tool to accommodate an employee’s disabling condition. Implementing a compressed
schedule can reduce that employee’s commuting time and expenses. A compressed schedule can
offer greater flexibility in meeting personal responsibilities (such as going to doctor appointments)
without having to deplete sick leave. Managing accrued leave becomes increasingly important to
someone with HIV/AIDS as his or her physical abilities wane.

While the "normal® compressed work schedule is eight 9-hour days and one 8-hour day per
pay period, other variations, such as eight 10-hour days per pay period, are allowable with special
permission. Each EPA Assistant Administratorship has different policies and procedures for
applying and obtaining approval for a compressed work schedule. For example, the OPPT (Office
of Pollution, Pesticides, and Toxics) policy stresses maximum flexibility in switching days off in any
pay period, which is an obvious advantage to any employee with a disabling illness like HIV/AIDS,
when his or her health fluctuates from day-to-day..

In general, the approval for Compressed Workweek is up to the employee’s immediate
supervisor, subject to the approval of the second line supervisor. Once forms are completed and
signed, the employee can proceed with a compressed schedule.

The application form for a compressed work schedule currently being used by OPPT should
be available from OPPT timekeepers and supervisors. The employee fills out the form and turns
it in to his or her immediate supervisor who approves (or disapproves) the proposed schedule. If
approved, the form is sent to the second level supervisor for concurrence, and forwarded to the
employee's timekeeper for the file. A copy of the OPPT Compressed Workweek Program policy
and application form are contained in Appendix A.
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523 Flexiplace

Another powerful accommodation tool at the disposal of the supervisor is the Flexiplace.
(At the time of writing, the Agency had implemented a Pilot Flexible Workplace Project.) This
program allows an employee to work at home, according to a pre-determined schedule. ln the case
of an employee with diminishing energy levels due to HIV/AIDS, work at home might greatly
improve his or her overall productivity and significantly increase the length of time the employee
can make valuable contributions and postpone disability retirement. Sometimes the ability to
continue active, productive employment, even on a part time basis, can actually prolong the life of
a person with HIV/AIDS.

Flexiplace was not designed, however, as a long term work at home program. In general,
- it is available for employees who would benefit from working 1 or 2 days at a different site.
Flexiplace approval is made at the first line supervisor level. When a supervisor approves an
employee’s participation, the request goes to the Flexiplace coordinator in the Assistant
Administratorship. The coordinator submits the paperwork to Human Resources, which arranges
a Flexiplace training.

A description of the Agency’s pilot program is contained in Appendix B and includes
Program Guidance and the Work Agreement. While supervisors are strongly encouraged to take
advantage of this accommodation tool for employees with disabling conditions such as HIV/AIDS,
it is important to note that not all EPA offices are participating in the pilot program. It is
important to first verify that your Assistant Administratorship is participating, and then to read all
the requirements and guidelines before deciding to implement a Flexiplace Agreement with an
employee.
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524 Flexitime

Flexitime is different from Compressed Workweek. Under the program, an employee sets
a regular two-week (pay period) work schedule for his or her supervisor. In general, Flexitime
allows the employee to select regular work hours that are different from the standard 8:30 a.m. to
5:00 p.m. workday. Work hours can be different on different days. The point is to set a schedule
which is mutually beneficial to the employee and the work unit. A Flexitime schedule must be
approved by the employee’s first and second line supervisors. Once a schedule is set, it becomes
effective immediately. A copy of a Flexitime pay period schedule is included.
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*Employee’s Pay Period Flexitime Report*

EMPLOYEE’S PAY PERIOD FLEXTIME REPORT

FOR
PAY PERIOD ENDING
ARRIVE DEPART TOTAL HRS. AL SL OTHER
WORKED
Su
T
W . ~

Th N

Sa
Su

Th

Sa

TOTAL

Signature of Employee

*Hours worked beyond normal tours of duty must be approved
in advance for overtime compensation/credit for compensatory
time.

EPA Hg Form 2560-19 ({11-76)
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525 Change in Work Assignments

Supervisors have a responsibility to discuss performance and provide feedback and guidance
to employees. When an employee’s illness interferes with his or her ability to do the job, the
supervisor must address the situation with the employee. A serious illness not only affects the

employee, but also his or her coworkers.

An obvious accommodation that any supervisor can make for an employee is to change work
assignments. For example, perhaps an employee with declininp energy (due to a disabling health
condition) cannot be expected to continue managing a project that requires that he or she travel
30 percent of the time. That employee might be better able to handle similar assignments that do
not require travel. As a reasonable accommodation, supervisors are asked to examine alternative
assignments that have fewer physical demands for persons with HIV/AIDS or other disabling
ilinesses. Appropriate and reasonable changes in work assignments, when coupled with Flexiplace
and Flexitime, can significantly improve the quality of life for a person with HIV/AIDS and result
in a more productive employee.
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52.6 Job Reassignment

In some cases, the supervisor may determine that the best accommodation for an employee
is reassignment to another position that is less demanding. This would generally be considered as
a last resort and would best be done in close consultation with ECAP (for headquarters staff} or
a field office employee assistance program, or EOCC (for headquarters) or a field Human
Resources Office, to ensure the employee is not adversely affected. Technical assistance is available
also from the Health and Safety Division, Health Unit, Agency attorneys, and outside physicians
available under agreement with the Department of Labor. Furthermore, reassignment will not be
made if it poses an undue hardship on the Agency. Generally Speaking, employees prefer to stay
with the groups they have been working in, and don’t wish to be relocated or isolated, especially
when their overall health and emotional state is poor or deteriorating. Supervisors should exercise
extreme caution and sensitivity when suggesting reassignment to someone with HIV/AIDS, so they
do not feel discriminated against nor isolated. Any reassignment must be made in consultation with
the employee, supervisor, program manager, and OHRM.

There are several legitimate reasons for reassignment, including: changing jobs to
accommodate a person’s physical limitations, returning a person to work after a period of disability,
or relocating a person to a work area that provides needed physical accommodations (such as space
to maneuver a wheelchair or walker). Job reassignment can be recommended to an employee or
requested by an employee.

Authority for job reassignment rests in the management unit. Management has the right
1o reassign employees at any time, as long as the employee is maintained at his or her grade. If an
employee requests reassignment as an accommodation to a disability, then the employee must
provide some medical or other health documentation of the need for reassignment. Enough
information must be disclosed for management to make a decision. Reassignment is primarily a
supervisor’s and manager’s decision. Human Resources must be notified; a review of the paperwork
is required, primarily to ensure that the candidate’s grade level is maintained and that he or she
has the requisite qualifications for the new position. Medical information does not need to be
disclosed to Human Resources.

A Standard Form 52, "Request for Personnel Action,” must be completed for job
reassignment. (A copy is included.) It is a simple form used also for Leave Without Pay (LWOP)
requests.
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SF 52, "Request for Personnel Action®
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53.1 Use of Leave: Accrued, Administrative, Advanced, Leave Without Pay

As with any person who is ill, persons with HIV/AIDS are free to use their accrued sick and
annual leave as they wish, according to the policies of their office and supervisor’s practices. If sick
leave extends beyond three days, the supervisor may request documentation that sick leave is
needed. Once the employee has run out of accrued leave, the employee’s supervisor can approve
up to 240 hours of advanced sick leave (annually) and can approve advanced annual leave up to the
number of hours that would accrue during the remainder of the leave year. Headgquarters personnel
can obtain most current EPA policies and procedures on leave from the EPA EOCC. Field office
and laboratory personnel must contact their local Human Resources Office.

Supervisors have discretion for granting administrative leave. In general, administrative
leave is reserved for very short-term durations, such as a half day or snow days.

Leave Without Pay

After the maximum allowable advanced leave has been granted, if he or she needs time off
from work, an employee must go on Leave Without Pay (LWOP). The maximum initial period for
which LWOP may be authorized is 12 months. LWOP will be granted for recovery from illness or
disability not of a permanent nature. Extensions beyond 12 months can be granted but are very
unusual. Once an employee has reached the point at which a 12 month extension is no longer
sufficient, he or she is usually ready for disability retirement. Specific information on the Agency’s
policies and procedures on LWOP can be obtained from a counselor in the EPA EOCC (for
headquarters staff) or the field Human Resources Office.

The employee's request for LWOP approval is made with the first line supervisor. A
maximum number of days is specified. The supervisor should consider the LWOP request the same
way as any leave request, and may require some documentation if the request is for more than 3
days. If LWOP is requested as an accommodation, the employee can expect to make some
disclosure of medical information or provide a health professional’s certification that there is a
medical need for time off from work. Disclosure of the nature of the illness or other condition is
not necessarily required. The level of disclosure is determined on a case by case basis.

In general, there are three types of LWOP: (1) consecutive days, perhaps blocks of 30-day
periods, (2) a few days, not necessarily planned in advance, and (3) intermittent LWOP - regular
recurring LWOP. Intermittent LWOP should not be approved lightly. The supervisor should
consider the mission of his or her work group, the perception of fairness by the employee’s
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coworkers, and whether intermittent LWOP is actually conferring full-time status for part-time
work. For short amounts of LWOP not planned in advance, the employee should complete an
Standard Form 71, the form used for annual and sick leave. For planned leave, especially LWOP )
exceeding 30 days, or Standard Form 52, "Request for Personnel Action” should be completed. The
SF 52 goes to Human Resources, but all supporting information, including any written requests or
medical information from the employes, is maintained by the supervisor. By signing the Standard
Form 52, the supervisor certifies that the necessary information was provided to support the
decision.

Employees and supervisors should be aware that taking LWOP could affect eligibility for
in-grade advancement, career tenure, retirement benefits, Temporary Continuation of [health and
life insurance] Coverage, and other advancement. Different amounts of LWOP taken have different
implications for benefits and advancement. Human Relations offices can provide additional

guidance on the use and impact of LWOP.

If an employee applies for disability retirement (see section 5.3.3), ance the application
package has been received by EOCC or the local Human Resources Office and is complete, he or
she cannot take advanced leave. At this point, if the employee takes advanced leave, he or she
must reimburse the Agency, including the balance of advanced leave previously approved. Once
disability retirement is approved, the employee may continve to work through the current pay
period and can remain active until his or her accrued sick leave balance has run out. (The
employee’s retirement disability payment may not be as high as his or her salary.) At termination,
the employee receives a lump-sum payment of any accrued annual leave.

Unpaid Leave

Title I of the Family and Medical Leave Act requires that employers provide 12 weeks of
leave for childbirth, newborn care, adoption, or child, spousal, or parental care in the event of a
serious health condition. Also, the 12 weeks can apply to the employee’s own serious health
conditions. Serious health condition is defined as an illness, injury, impairment, or physical or
mental condition that involves inpatient care in a hospital, hospice, or residential medical care
facility, or continuing treatment by a heaith care provider.

Unpaid leave is permitted. To care for a child’s, parent’s, or the employee’s own serious
health conditions, the employee may elect (or the employer may require) the substitution of any
accrued vacation, personal, or sick leave for any part of the 12-week period. The employer and
employee may work out an intermittent leave arrangement or a reduced leave schedule, which is
an reduction in regular hours worked per week or day.
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532 Leave Bank Withdrawals

As discussed earlier, employees who are members of EPA’s Leave Bank may apply for leave
when their accrued leave has run out. This is done by writing a transmittal memorandum such as
the one on the following page. Also, there is a standard form that needs to be completed (page 5-
35). Approvals are usually provided in incremental amounts, and it is often necessary to reapply
for additional coverage. Application for Leave Bank leave is the employee’s responsibility, although
the employee may request assistance from the supervisor if he or she is out of the office for an
extended period of time. Supervisors should know how to submit the application on behalf of the
employee to avoid leave without pay in a period that medical bills could be escalating for the
employee. Information on the EPA Leave Bank is available from a counseler in the EPA EOCC
or local Human Resources Office.

As with the case of unused accrued sick leave, an employee going on disability retirement
may remain active to run out any remaining Leave Bank leave balance. Employees should consult
EOCC or lacal Human Resources Office to determine whether gifts of leave from other employees

can keep an employee active and on full salary,
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*Transmittal of Application to Leave Bank"

DATE

MEMORANDIM

SUBJECT: Transmittal of Application to
Receive Lsave from the EPA Leave Bank

FROM:

w mem o SAMPLE

Leave Bank (PM-212)

The purpose of this memo is to transmit to you
application to receive lesave from the EPA lLeave

Bank. Attached ig a zmemo from requesting leave.
He/She meets all the criteria for approval: (1) he/ghe is a
menber of the leave bank (2) he has attached a doctor's statement
indicating incapacitating personal illness for a prolonged period
of time (over 80 hours), and (3) he has exhausted all of his siek

and annual leave (time cards and pay stub are attached).

It is @ifficult to predict at this point when will
return to the office. We are advancing him/her leave as he/she
needs it and would like to reguest expedited handling of this
requeet, if at all possible.

I/We are helping will this paperwork in his/her
absence and ap enclosing his/her original EPA Laave Bank
application package and one photocopy in case you need it. I/We
thank you very much for your assistance on this action. Please
feel free to call me anytime on - or
on

cc: Supervisor
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EPA Form 3160-7, "EPA Leave Recipient Action Form"

September 15, 1964

a?A EPA LEAVE RECIPIENT ACTION FORM m
Thus form 1s used by the Human Resources Office to noufy the Agency Pavroll Office
to transfer leave from the EPA Leave Bank 1o an reapient’s annual lcove

1L.HOWTHIS |eccount It 15 also used to noufy the Pavroll that a reapient’s medical

FORMIS - emergency has or will be termunated and that any leave 1n us/her escrow accounts 15

USED 10 be transferred o their regular annual and sick leave accounts

Name SSN
I1. LEAVE
rhlai‘c(l)mON uon and Address Work Phone
D ACHONSBEGIN LEAVE BANK CONTRIBUTIONS
The em e n ed as a Leave Reapient and s
em:l.ledpto IA %@ the EPA Leave unul the
terminauon of the eme
Thisis [C) Ao Employee Emergency
1. ACTION D A Famuly Member Emergency
REQUESTED Please transfer hours of leave from the EPA Leave Banl to the
Check Box and recipieny’s Jeave accounl
Th:‘x;plsh!::? Effectrve Date of Elimibility Pavroll Venficanon
NOTE: Ifwamer ]| ACTION TO TERMINATE USE OF DONATED LEAVE
iS required,

complere Part Y.
below.

The medical emergency for the e:z:lavec named above 15 termunated or
wilt termunate on (end of pay penod)

Any unused leave remainung 1n the emplovee's donated icave accoum on
the above dale 15 to be rerumed to the EPA Leave Bank

Any annual or sick leave accrued {maximum: 40 hours each) wn the
employee’s escrow account while 1n donated leave swaatus 11 10 be
transferred nto the emplovee’s regular account and 1s available for use
after the terminauon daie {(above) of the medical emergency

IV. AUTHORIZATION

Typed Name of HRO | Signature Date SON

V. WAIVER  |wawver granted to exceed Limut on ampuni of leave that can be 1ransferred 1n10
mployce's icave account at this ume

Typed Name of Authonzing Officia)

Signarre Daic

SEE LEAVE RECIPIENT INSTRUCTIONS ON REVERSE SIDE

EPA Form 3160 -7 {11 -89)

COPY 1 - PAYROLL OFFICE
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INSTRUCTIONS TO LEAVE RECIPIENT

The acuon form on the reverse 15 bemg forwarded 1o the EPA Favroll Office to transfer
leave 1Mo vour annual lesve account. A copv of the form will also be forwarded to Pavroll
10 termunate vour use of donated leave upon compleuon of your emergency penod. This
will be necesiary Lo pisce you back 1n 8 lenve earning status and 1o credit your account
with sny escrow ieave you may have sccrued.

You will need to submut zave slips 10 vour Supervisor to approve ihs leave just as if vou
Bad normallv accrued 1t Make suﬁ your umekeeper 13 informed Lhat this 15 donated leave

$0 it can be reflected properiy on your umecard.

You are responsibie for iformung the authonnng offica) whose name appears on the
reverse of this form as 500n as possible il:when your emergency no longer exsis

Your emergency automatcally termunaies (and donated leave may no longer be used}

when
Your Federal sernce A M P
You leave EPA

OPM approves vou for disability renremeni
EPA determunes that you no langer have a medical emergency

> b s »

Donateq leave mas mot be meluded 1n am lump-sum pavment for annual Jeave or
recredited upan reemplovment

EPA Form 3160 -7 (11 -89) Reverye

5-7



Managing HIV/AIDS In the Workplace September 15, 1984

A Resource for EPA Managers and Supervisors

SF 71, "Application for Leave"

P I TH

o' mmen: avuaseen APPLICATION FOR LEAVE
o hemtn 990-3 8 30
BETRUCTIONS: Plase sompiste liems 1-8 sher reading the Privacy Act Bistement shown buiow
1. St (Proal or ype—iast. Fomt M 1) 2. bapiopes LD. Mumiver
—h Mmesth| Owy (Mow AN (&=L
3. Ovpanmenensl Vit
oM. (7 _,"f Nemdeor
T iewrelryvamwent (// mere Shan ane a3 o chachal, cxpiain wn laom &} 4-8 month| ODwy |Mow A
O P
Du Loove. (Annus! lsase repumtsi mey ast escend bhe
oussiabie for use dunag the lesve yuur.)
\awve Wihawt Poy
| Companartery Tame. l.b.n“.._
Other, Spwefy’
OFRCIAL ACTION ON APPUCATION
d D d 1/ & e NL A U ovevord dhw Oete
UW 1 [1/4 .l---—tll " -::- -,'.’,:,-,. e—— -

NIN 7540=00-753-5047
Pisase detucd this astee before submitting SF 7).

PRIVACY ACT STATEMENT

Section 6311 of Tiue 5 to the U.S. Code authorses callection of this information. The primary use of thus informatios
s by management and your payroll office to approve and record your use of lesve. Additicnal disclosures of the
mformation may be To the Department of Labor when procsssing s claim for compensation regarding a job
conpectad wryury or fliness; to a State unemployment compensation office regarding a clmim; to Federal Life
Insurance or Health Benefits carners regarding s claim; to ¢ Federal, State. or local law enforcement agency when
your agency becomes sware of & violstion or possible viclatwn of crvil or enminal law; to & Federal agency when
tonducting an investigation on you for employment or ascunty reascns; o the Office of Personnel Management or

(Continned on Beveree)
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Reverse of SF 71, "Application for Leave"

[T —=Cihech the mumm-m—-l-ﬂd’umﬂmbﬂmlimrm o sch TeT DS RavY
,...,f.:,',., - piete the Cerisy botow Fad of wior n thus por of the lorm mav be grounds lor
v hevion " h
mesnacivied 2 | wan roqpared T cove for @ monber o wry dusmly with o oo
‘.'- bor o & daeoons (Gire anme anrl ek hip of famiiv ond asme of
OH-The-Job inpery pramngs
On-Theriob inguey Progn ond Conke |
T3 1 will be yndergeing medectl, dewnisl, or ephcal sxomenanen o |4 | wm expessd o o & 1Gire mome of dusasr ead
[_.l.,.,,_,.. '—]md‘am'

CERTIFICATION OF PHYSICIAN OR 'IACITIION!!

Empioyes 1 Nome f"“‘ ind Meonth. Dax Yeer'
l'la:

} certify that the employee named was under my professons! care for the pured indicated sbwve. and that the employee s conditinn during this perved
made veport ity to work waadvisahle

T ot Poy or Proch

Date thdonih. Dev dewr:

General Accounting Office when the information » required for evalustion of leave adminmstration. and w the
Genersl Services Administration 1n connection with its responsibilitias for records management.
Where the employee dentification number » your Social Secunty Number, collection of this information 1
suthonized by Executive Order 9397. Furnushing the mformation en this form. mcluding your Social Secunty
Number, i3 voluntary, but failure to do so may result 1n disapproval of this request.
If your agency uses the information furnhed on thu form for purposes other than these indicated sbove, it may
provide you with an sddibonal statement refiecting those purposss.

LB Guverwmnse Pomey Olas: W80 — 343 19090223
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533 Applying for Disability Retirement

It is strictly the employee’s decision when to apply for disability retirement. It is not the
supervisor’s responsibility to influence the employee’s decision in this regard. When an employee
has decided to apply for disability retirement, the supervisor prepares a Supervisor’s Statement
(standard form) which pertains to how the disabling condition has adversely affected the employee’s
ability to continue performing his or her job responsibilities. It asks about the employee’s
attendance record, the period of time over which problems have existed, and what reasonable
accommodations were made by the supervisor. The supervisor can be of great assistance to the
employee by accurately and promptly completing the portions of the form that are his or her
responsibility, and returning them, along with all pertinent documentation, to the employee. The
EPA EOCC or field Human Resources Office counselor will assist the supervisor and employee in
completing the disability application package, ensure that all the proper and current forms are filled
out, and submit the package to OPM in an expedited fashion.

Once the decision to apply for disability retirement is made, there are certain procedures
that should be followed. It is extremely important that the employee and supervisor talk to an EPA
EOCC or field Human Resources Office counselor about the process. For instance, an employee
who has been on extended advanced sick leave and applies for disability retirement, and does not
return to work at all, will have all advanced leave forgiven. However, if he or she returns to work,
the employee will be liable to EPA for all the advanced leave used to date. Other information
concerning the frequently changing policies and procedures related to disability retirement can only
be learned from the EPA EOCC or field Human Resources Office counselors. Thus, it is
imperative that both supervisors and employees stay in touch with the counselors and follow their
direction on all aspects of processing these actions.

Generally, to initiate the application process, the employee will place a call to EOCC or
local Human Resources Office. A counselor will remind the employee that, under FERS he or she
must have 18 months of service to qualify for disability retirement, and an employee under CSRS
must have five years of service. If the threshold is met, the FERS employee must submit a Social
Security application. CSRS and FERS employees must review all beneficiary forms in their OPF.
The FERS employee must file a Social Security application for disability and provide a receipt to
the Agency along with the disability application to be filed with OPM. The receipt is not used to
show approval or disapproval, but to demonstrate that the employee has filed.

Disability retirement application forms must be completed by the employee, his or her

supervisor, and the attending physician. The purpose of each form is to provide a comprehensive
understanding of the medical condition, the employee’s own statement of limitations, and the

5-79



Managing HIV/AIDS in the Workplace Septamber 15, 1994
A Resource tor EPA Managers and Superviscrs

supervisor’s assessment of job performance and leave history. After all application forms are
completed, a representative from EOCC or the local Human Resources Office must certify that the
Agency is unable to place the employee in a suitable position or provide other accommodation to
keep the individual active and productive. The Agency representative will review all submitted
documentation and determine if the medical condition can be accommodated and if the Agency has
any position available in which to place the employee. If no accommodation is possible, the case
is documented and forwarded to the Payroll office.

EOCC or the local Human Rescurces Office forwards the medical application and
documentation in a sealed envelope to payroll The individual retirement record is generated by
payroll, attached to the package, and forwarded to OPM where' it is assigned a claim number and
an examiner. OPM reviews the package and makes an assessment regarding the employee’s ability
to work and/or how continuing to work may affect the employee. Generally, there must be a service
deficiency documented by past performance or leave records. In some cases, however, there may
be a situation such as job-related stress that could contribute significantly to the employee’s health.
In this case, there may not be a service deficiency, although disability may be approved in certain
instances. This approval is granted on a case by case basis.

If OPM approves the application, the Agency and the employee are notified. If the
employee is in a non-pay status, then they are separated from service on the day that notification
is given to the Agency. If, however, an employee has sick leave remaining, the employee is
counseled to use all sick leave and an estimated separation date is determined based on the sick
leave remaining. This allows the employee full use of accrued sick leave.

When a separation date has been determined, OPM is notified, and the employee is put in
an estimated anruulty receipt status. OPM will then finalize the case, make the necessary adjustment
to the employee’s annuity, and make any deductions for health and life insurance premiums.
Estimated pay is usually about 75 percent of the Agency’s estimated annuity computation. OPM
should have most cases finalized within four months after the employee separates from the Agency
rolls.

As with other benefits, there are separate disability retirement forms for FERS and CSRS
applicants. Samples of the FERS and CSRS forms follow, as well as a sample transmittal memo
to accompany the FERS application. The current forms are available from EOCC at Headquarters
and other Human Resources offices in the field.
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Transmittal of Application for Immediate Disability Retirement"

Date

MEMORANDUM

SUBJECT: Transmittal of Application for
Immediate Disability Retirement

SAMPLE

TO: Juelee B. Street
OHRM (PM-212), 3906

The purpose of this memo is to transmit to you

application for jzmedipte disability retirement. We have used
the DISABILITY RETIREMENT APPLICATION CHECKLIST Standard Fornm

2824E and have attached all required documentation.

I understand there is expedited proceesing for persons with
AIDS and we reguest you place a priority on getting this approved

as quickly as possible.

—_ would like to withdraw his balance from his/her
Thrift Savings Plan account immediately and needs the forms
necessary to do that. If you would please send them to me (____
), I'll get them to him/her right away. Are there any
instructions on when he/she can execute the withdrawal? If
there's someone else I should call about Thrift Savings Plan
withdrawals, please let me know.

wants his/her retirement paychecks to be
@irect deposited anto higs/her account at _____ Bank. This is
where his/her paychecks are currently going. Since he/she wishes
no change in the direct deposit process or destination when
his/her disability retirement takes effect, he/she did not
include a new Standard Form 1199A, Direct Deposit Sign-up Form in
this package. 1If you need it, please let me know.

I am helping with the paperwork in his/her
absence from work. If there's anything else you need, please
feel free to call me on , Or on

Thank you very much for your help on this.

cc: Supervisor
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FERS, SF 3103, *Documentation in Support of Disability Retirement"
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FERS, SF3105A, "Applicant’s Statement of Disability"
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FERS, SF3105B, "Supervisor's Statement"
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September 15, 1994
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SUPERVISOR'S GUIDELINES

GENERAL INFORMATION

Duaabity Fetyernem ORSIMNENONS &Y MEOY In SCODI0ANGS with
FERS chaabilty sptrement reguigtons (8 CFR §44) A fnang of
SAIBEMEN 1D CHabilty FRFRMITE DeNSits ©§ TRECS ONYy when e
BNOrMAnOn SUtTIBEd Wt the SRORCABIN Shows Thill 87 SMpIYes
% UNADIS 10 TENCST UBEIU BNC SMMOIBNT SEMMOS DECEUNS Of tis-
SRBS OF MUY 11 IS SMDIDYSS'S CUrMn! DOBMON, Bnd e om-
Pioyes has N0V Gechned &N ONSr G & VECRN DOMION N e eams
AQENCY an0 COmMULND &rea a1 the sarme rade Or PRY iewei and
e for wHch The SMDIOYes © QUANAS] 107 FESRpNTent. Usehsd
SNo SfECIeM SSrIDE MEANS ity SUCCERSTUl PEVICIMance of the
CTCH OF GEISNDA) GeMErEs Of 19 PORITION (Or the &Iy 10 per-
form at el isvel), BNd SETSLECIOTY CONGUCT BNd SDENNENCS

The desability retrement SOORCATION MUT] CONIBN GOCLIMNENLARON

N epecihoeity aemonstraes

1 A GfCHNCY N SRR With sEpet] 10 DEAONTENCS. SOSNGRNCS
OF DONCUC, OF, IN the RDNENCS BI &y BCLUR) SSMNCE OBHCIN-

3 A relabonsip Detwesn the service ceficiency and the med-
OAl CONMINON auch tht the MEMCE) CONMINON NS COUES the
sorvics ashtasncy

4 The curstion of the Mad:ca) CONGION. BOth DS ANG KIDECY-
od, ana 8 Showng the! the condionn  m al probebiiey. will con-
tnue for &1 kas! & YRLT TOM e Gale 1 SMEIYSS DICAMS
maabled

5 The sposcent’s nadilly 10 render usshul and sffcaent seraoe
87000 wiiis ine eMOICYes was Serving uncer the Federsl Em-

€ The madily of the STIRICYING SPENCY 15 MAKS TEERCNADIS BC-
0 the yeo 3
7 The sgency’ s consuiersiion of the BMNICYSe 10F TERMMONMeNT
W @y evasiabia PONLON W T STIKICANG SQANCY Y3 G-
MULNG AVSL. &1 The 34 Qrace and Dey leve, for which the
ompoyes B quaiibed

INSTRUCTIONS

The smpioyee 0SNthed on the Othet woe has INGICAIN] the! he

or she #IeNOS 10 BODIY hor csabiy retwement The apphcant §

sgnenEe on the *“Apphcant's Surtement’” SUThONINE YOu 10 Dro-
ang

W prowgs only INKSMMAaton about Iy SpERCENY § 0D, PeriorMmance
SNeNOANce. AND DORDUCY,

1 YOU AEC WONS SDROS ) AIYY SECHON. BRECH § BEDRTRN SHOW!
and NNcEe &N ENachment I8 provded

The foliowng ehnitons apply 10 the rMS weed T e Supenw-
osor's Buasement.
+ “Lass than Adly surcesshs Dariorments’ maans DEMOIMancs

POBIMGN. O the SQUAINert] Jovel I 8 POSIDON N0t LUNGe? Pan
4D of OPIW's mguishors.

* “Crisoal siement” masns & DOMEoNent ol an eMPIOYes's VD

St ©f UfBcen smEorEnc et PEVINMMIEg Diow the M-

stancderd atablehed by MANBOSTMENT NQUINTE MMt

&3 derg) Of withen-Qrace NCIease. 8N may be

or feducing the Orace lewel Of the em-

. SDSNKENCE ' TSNS SDEEN0S oM WOrk whach

» o unpredctable, oF NGty 1O allow e b ®©
be gone

* “Unashelactory 0onduct’ masns CONGUCT for which an em
Pyves ey be removd or tatpined 10F CuURS UNCS Oversd
800ON ProoScures. (FOV SXeMpie, GIOOUNIOUS CONDUCT 10 the
Pubiic. DENSVIr whath GISTUDIS IS WOTRDIECS, ©F DEhEWIO!
whuch pOsSs & tred! 10 the e Neakh S3lety. Of weik-bemg
Of COWOrkern aubohnaies, or the pubix: )

¢ “ADCOMMOGENON" MMEsns & Masontbis ACNSTSM Mads 1©

* 5 CFR 531 408(c) provioes Kf § Waner O the requIsrnents
for of veu's lovel ol now
TN Cates whvs the SMDIOYSs was 1N OUTY Slaiul 1 isas than
60 darys OuUNng the 52 Caencar weska Detore 8 withungrade
ncrease would be ous  See FPM Chapier 531, SubChawer 4

Ay compienng and ceryng thes joem ana suacreng e ap-
PrUONESS GOCUMSNEELON, YOU RO FERET the DNOIE! 10 the B
DICYeS O 10 YOU? DERONNS! OMCE SCCONIING 10 INETNUCUONS RNt
PACDOSS N YOUT SQENCY (N eeher Cane A COPY MUST BE
GIVEN TO THE EMPLOYEE Piusase DO NOT send the lorm
dwectly 1 the Feoers! Ermpioyess’ Retrement Systemn untess OPM
spacthcaily FeQUeSTS yOou 10 00 80 In B PETICUISr Case

ﬂm;mﬂ;ﬂmwmwem'
Y or

5-88



Managing HIV/AIDS in the Workplace September 15, 1904

A Resource for EPA Managers and Supervisors

FERS, SF3105C, "Physician’s Statement"
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PHYSICIAN'S STATEMENT
GENERAL INFORMATION
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FERS, SF3105D, "Agency Certification of Reassignment and Accommodation Efforts”
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GUIDELINES FOR COORDINATOR FOR EMPLOYMENT OF THE HANDICAPPED

GENERAL INFORMATION
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FERS, SF3105E, "Disability Retirement Application Checklist"
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CSRS, SF2801, "Application for Immediate Retirement"

- _=m
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compeied gape 8

How 10 nave your Snnuty pEYMents sent t0 a DEm Or
lmlmmq.p

Cost of ming ncreases, page §

Pavmer ano accrus! of annunws, pege §

Compuiaion of snuses, page 9

k]l

exoent tor ©! dsabity BN STYNOves Mus! have
DOON SUDCE 10 (1@ ratzement \aw I 81 10331 1 OU D) Ihe Ia11 2 yeurts
etore he separsion on wiich retrement 13 based

ADOITIONAL REQUIREMENTS

1 Optional retirement besed On Bge SNC S8rvice An smmediste
SRAURY 13 DEYSDIS 1D BN SMDIOYRe UDON SEPAISION H he Of She
33 ot et

(a) Sysarsol and has
(d) 20 years of servics and has rescned age 60 or
(¢} 30 yesrs ol sernce and has reacned age 55

Retirement besed on 4 2. An
ennURy &3 DAYEDIS tD BN of uDon Yy sepergion
noi tor cause ¥ ne Or she has 81 iees!

(8) 20 years of sarvice and has renched ape 50 or
(D) 25 yesrs O service repardiess of age

Empuoovees who oecwne 2 reasonadie ofter o snother postor
&0 NO1 eugDie 107 reMeMe™ D3SO ON NVOIUMBIY SEDEFETION
Generatty 2 “reasonapie olter" 5 B writen phe' O ENOINe!
DOSLON tha! 8 "D MOYe (NN the eauvaien: Of fwo GIS0ES Df Day
lovels DeDW yout Curren) Orace o7 PBY level inr wimeh you are
Quakied N yOUr 00NCY (NCIUGIY) SNy SOENCY 10 WhEh yOu!
tungton 1 TENSierred] SN0 wihin yOUT COMMUIND BRa (UNeLs
YOU 21 UNORT & QEOGTIDNC MOty Bt )

Esrty ootiona! retwrement besed on mejor RIF suthorizstion
AN MMeciate ANty 15 DIYEDIS TO SN SMOIOYes LDOM OOLIONS!
SS0AIMION CUINY B SDECHINC DefD0 O BMe oM service N
SDeCET geOgrEDhe andor *
¢ the Oftice of Personnel M. (OPM) at
BN SQENCY B UNCEMONG 8 MEO! HALION-NOKS  MEp’

L

A age 62 o
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renrganzaon Or mapr ransier of tunaudn The employss must

have at least

1w) 20 yoars ol credinable sericy, and have reached sge S0, o

{b) 25 years of service, regardiass of age

OPM will sporove an spencys reques! for voiuniary early

teirsment authomy only [ 8 Majpor reorganzston, reduction m

forca or transter of function wiil resuh i & signthicant numbst of

empioyses bemy separsied or rmmedialely reduced n pay

4 Retirerment based on Iaw enforcement or firelighting

service. An employea

+  whose dutes gre prmanly the Mvestigaton, aporehenson
or detenton ol ingwdualy suspected ©r comvcted O
ofienses under Federal crwmwnal aws, or

¢« whose prmary dutes mvoive the control and extmgursh-
menl o tres or the Mamienance and use Of irelghiing
equIpMen Or gpperatus, of

*  who s trtansierrad to & quaidying supenvisory or admunstra-
tvg oSN, (rom 8 POSEOn whose GULES weres prmartly
law entorcemeni o irelgiting dutws a3 cescnbed abave,

from your empioying agency

The toliowng SEAUONS! MioMMATON Shoud MetD YOU 10 srswer fhoss
QUESIDNS on the PDACAIDN WhICh &I¢ NOL ENINBIY SP1-9XDIANSIDN
SECTION A - IDENTIFYING INFORMATION
fem 2 sl othet namas under which you have been empioved '™
the Federai go (such as 8 mexien ngme) Ths w
help us locale and entdy reCords Maintamed under such
names
2em 3 Enter the sodress 1o which you wan! you! annuty payments
to be maled provamg full sireet nuUMbers, spanmMen
numbers, ZTP code, eic I you want your ennudy peyments
sert tD your BErk. €0 No1 enter the bank address instasd
provice 03 Wih your COmMespondence Makn) sdoress ©
which we Can send your annutty payments 8nd COMespon
dence uniY we recewd (he NEXMEtOn we nead from your
bank to send your annutly Peyments Dy Oxect Cepost
Pleass reter to “Mow to Mave Your Annuty Psyments Ser
1 » Bank or Fnencial Organizetion,” page 8, lor addtonal
niormaion
Geve & toisphong number whero you Can be resched sher
YOU 819, 1N CE3¢ MOre FOrMAnoN & nesded

Rem 5§ Gae your dats of burth, shownng the month then the day.
then the ysar Your retrameni records are fied by your

e &

ment requres us 1 reporl, by Soca! Secunly number, the
pasd 1O sach gnnutam

may recanve an snmaedixis annuty o he or she nlusli'o

ysars of such law entorcemen: or fret

reached age 50 and meets cenam other nams snd date of berth

Obtam addnonsl mtormanon concemng (hs 6 Enter your Soctal Secunty number The Traazury Depant

5 ﬂuhmiu-dmmnamrar
congr pioyes, Ak Trefilc Ooﬂroun. under
provisions of the Pansms Cansi Tresty, or under other
speclal provisions These lypas of retiremant nvoive special
raqueraments  Information shouid be requested from your
employmng agency

6 Ratrement based on disablity An smmecigie snnuty n
Payable to an empioyes whc has st least S years ol ewilan
servica and who whiig employed subyect I the nstremen
sysiem has b drsabled, be of dn or wpury, for
uselul and ethoent service i his or her postion and any vacan
poston withm the agency end commuting area at the same
glace or pay lave! for which he or she 18 quaided for resssgn-
men! {A posiel service smiDICYee s not Considered quatthed tor

regszgrment # the grimen 3 to 8 n a dff
crafi or 13 MEOnASI3teT with the lerms of 8 colecive bampairng
Bgresment Coventy the empioyes )

N you ae applymg for dnabity sstwemen you will need to
compiete addtong! forms Ask your spency for the diabddy
dozymentation packege (SF 2624) An epoicston tor disabilty
retremeni must be recewed by OPM wthin 1 year of your date
ol separaton

7 Daterred Retirement. A delerred annuty begmmmng st age 62
13 paysbis [0 an eMpiCYee WO has ol lgast S years of
Cvikan service and who 13 saparated for any renson o1 who rs
transierred to & posion which @ under snoiher rgtvement
system Do not use this package to apply for & Osterred annuty

Instructions tor Compteting Application tor immed|-
ate Retirement

Type Ot prini clesrly I you nesd MOre SDACE M BNY sechon uso &
plam prece of paper with your name date of binh and Social Secunty
numbet wrtten a1 (he top N you G0 NO! know SN answer wmp
‘unknown ° # you are unsure of miormagtion (fo7 example H you 00
nC! KNCw gn eaNct dale) mnswer (o the besi o your abddy, lotowsd
y 8 Question mark (7)

FEDERAL SERVICE

1 the 0208 0} your 38087810 ior ratremsnt (Lesve blank
4 applying for drasbilty relrement and not yol Separsted )

e 4  inccate whether or nol you have pertormed actve duty that
termunated under honorable condions I the armed
services ©f other undormed services of the Unted States
mciuding the tolowng
(s) Ammy, Navy Marme Comps. Ar Force or Coast Guand of

the Unted Siates,

[b) Reguiar Corps or Reserve Comps of the Pubic Heannh
Service alter June 30, 1960
fet mmonurdmﬂmal&:umm
h Agr y Coxst anc
GmcSumvtnd Emlmms
Adrmmestration) shter Juns 30 1881

fl you have partormad such sanice compigie and sfiach
Schedule A fummshmg the requested miormaton for each
pencd of actve duty

We naed miommation about you? active duty mitary ssrvice
30 that we can compare your claim wnih other records snd
feques! vertication of any mitary sanace you clasm which 1s
not vented Ths assures the! you are credied with the
correct amount of active military servce

Post-1958 Milhary Servics

I you performed midary service on or sher January 1
1957 you may Day @ Osposd of 7% of your mibtary basxt
Pay {phus mtetes) 4 gpphicabie) to cover that service The
miltary service depcsit musl be paid to your agency
while you sre silli empioyed N the deposd 15 not pad
your posi-1956 minary senice will be crediied a3 described
below

hom 2

Poge 2
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11 you were #irs! empiloyed In @ position subject 15 vl
service retwemen! belore October 1, 1982

Hmmwmmmwmuomm
Socal Securty benetis 81 8ge 62 your ennuty wil be
recOmpUted (& 8ge 62) o ehmmate credn tor Ine posi- 1856
muary service (M you are a0e 62 or Over when you refve
ang sre egibie for Soci! Secumty penetts no credn for
0os1- 1955 rumgry serce will ba Slowed tn the COMDUIATION
ol your Bnnudy uniess you Pay the gepdsn Defore you
separye )

11 you were frst empioyed iIn & position subject to civll
service retirerment on or sfter October 1, 1682

You will not recens BNy relrement Credt tO7 yOUT POS!-
1956 muinsty senice ¢ you do NC! make the 0e00 o7 If
Detore you separaie

11 you have QU ™eNG the
post-1856 mikary service Snd NOw (0 Maxe
CONtaC! YOUr emDioysn) Sgency Azo see

Are Computed™ whith begns on pape 8

i you are receww. Of have apphed for sny form
retred pay angor ' o1 com trom the
Depanmen o! Veterans Allars (DOVA) mn seu of minary
reived DAy SMIWeT “yei” 10 Rem S5 then compiste and
anach Scheduis B - Minsry Retwed Pay (important- Misary
retred Doy mciudes Gsabidly DIy SNT reserve fSlaNer DaY )

Thrs intormaton & needed 1D assure correct credt for
mitary service Recept of muidary mred pay OF PENSION OF
compensaion trom the Deoanmen of Vetsrans Aftars n
hsu ol mritary retrec pey may sfiect the computaton of
your BRNWIY rate YOU CENNOT recewe retremen creds tor
mitary service ¢ you recewe Milary retred Dy UNESS YOU
Were SWETORd (he retred DEY (8) GUE O 8 Suabity ncuTTed
n combal with an enemy of the Unesd States or caused oy
an mnstrumenizily ©! war and micurred m the kne of duty
dunng a perod of war o (D) unocer the provisons of
Chapier 67 ttie 10 US C (penamung to retrement from 8
ressrve component of the Armed Forces)

¥ you srs wavng miltiary retwed pay for el setvce
sirement DUTDOSES. YOU! BJENCY Can helD you Drecars
your reques! (or wanver ARsching a copy O! your wawer
reques! &no a copy of he hNance center acknowiedgment
{t svaiabie) 1D your apohcaiOn may heip us 10 ProCess
your Gan Mmore quickly (Even ¢ you have aiready waved
yOUr MKAry retwec gay O recewe benefis from the
Depsntment of Veterans Aftars you aiso need to bis 8
waver ol your multary retred pay 10f cvil setvice retmemen
PUTpOSES |

SECTION C - MARITAL INFORMATION

Incicate whethe! or NI you ST Mamed now # you mre
mared als0 complete kems 1 a- win miormaton sDoOW!
YOU! CUVen! Mamage NorMEton abou!l your mamsl sistus
mmnmsmuwlomwnmmgﬂlm
SUTVIVD! $40C10N that yOu want and to which you are enttied
Oy iow

# you were memed by 8 clergyman or uste of the peace
Check thal Box ! nOI chieck the DOx Mmamed “oiher” and
C1DIIN NOW OF By WNOM yOU Were Marved

tem 2 You Musi compisie this kem inthexe whethet 0t NoI you
Nave A 1OrMer SDOURE trOm WhOM yOu were GVOICEd ON O
aher May 7 1065 #nd (0 WhOm & COUN OrOe! Gwes a
SUTVIVOr Bnnuay

g of your
oeposn

hem 5

hem 1}

Paged

September 15, 1994

It you SNBWe! YOS ENACH A CeLhEC CODv O 'he cou~
Oroer/wvOICE CECIEe I &3 SNiwgly BNO SNY SNICHMENTS ¢
smencmens Fallure to compiete this Rem will oelay the
processaing of your spphcstion

SECTION D - ANNUITY ELECTION

Read “mocnant informanon Apout Anmuty Eleciion * page 4 Detore
Malkung you? secton
Bor 1 M you nual eener Box 1a or Bax 10 your wie or hustanc
Wil FSCEIVe B SUNVIVG? SPNURy UDON YOUr Oesth The smoun:
of Thes SUrvwOr SnmUly BNd the gmoun of the fEaUCTON »
yOUT SANLAtY 1O DYOVIOS this Denetn will 0EDENO ON WhCh
electon you wutiz! For miormanon on the eftect of coun
Orders ON yOuT SDOUIES SlDly 10 fICeME BUNVOD
benefts see “Wnponan  INOMMAIICN  ADDUT  Annuey
Ewcvon *
Box 12' If you mtial Box 12, YOU? SDOUSS § BUAVIVD! BNNURLY LDON YOU!
oesth will be 55% of ALL of your anmuty Your anmmy wil
Do FOUTed Oy 2-1/7% of the trsl $3.600 and 10% o1 the
ol your annull snmay to Provice this Dengtid
B
1! Bor 1b, your SDOUSE S UTYWOS SNMULY LDON YOU'!
be 55% of the annual amoun! You specly i the
DIRNR (wihnch must be isss than the {ful smount of
your ennual snmuty} Your snnuty wll be reduced by
2-1/2% od the twst $3.600 snct 10% of any scdtdNS) #MOUN!
you specdy
# you swial Box 1b you must compiste and snach SF
28012 Spouses Consert o Survwor Electon to your
appicattn The law recuvet consent of the snouse o »
Mamed person eiecIs 9SS than e MAXNTUM SUNVIVD!
beretes
Box2 It you ! Box 2 you will recene sn annuny payable ony
sGunng youtr etime wihou! Mmorthly SUrvwor grnusy for
your snouss All hnng emoioy and
may choose ths type of annuty However you should
review Caraiully all MIDIMMENON Proviced DEIOMe MakNY your
[ -1
N you are mamed at retremen! and choose ifws type of
annuy you mus! SISO COmpiste and STach fo vour
appucaton SF 2601-2 Soouses Consent 1o Survwor
Ewcnon The tew requwes hat your spouse consent # you
©0C! 1933 TNEN MATTRUM SUTVIVOT benetmt
Boxd 1 you muial Box 3. you mus! compiete and anach SF 2801 3
Etecuon of Former Spouse Survivor Annuaty or Combnation
Current/Former Spouse Amnuty to your apphcaton Resd
the mtormsuon 8t the bottom of SF 2801-3 betore maung
your slection ff you are mamed and maal Box 3 you must
also compiete ana stach SF 2801 > Spouse s Consent
Survivor Election 1o your appixanon
i you muuai Box J atter you! Geain the personts) vou sweq
will rpcene the percentage of the annutly you seec! Your
annudy wall be reduced by 2-1/2%. o! the trst $3 800 end
1m.dm~m¢mrnmlmr
B you ;| Box 4 8 person sexcied by you who has an
INSUTEDIO MIQIFS! N YOU Will IOCONE 3 SUIVIVO! BNNUNY UDON
QU Godh insurabie mives! exsis o the person named
may 10 derwve | trom your
continued kie 13uCh 83 8 fOrmer sDOUSe O 8 CIO3e relatve
To choose thss type ©f annuly you mus! provide medical
COCUMETIRTON Showang MM YOU are » goOd hesih You
B9 16300 tor i) SNd paying the cosis of the
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methical 97aMindes” THC My ren ¥ the ATATWARIGN
snould De g 10 your spobeaton You wil
pe nohed 1 B3GMONS! evioence s raoueed NOTE 0 yo.
are retmng ON e Dasis of Orsabiny you sre NO! Shgie 1=
enoose Inf typa O annuy

You may elect This wSurgbie mieresl Survwor BRAUly M
addton to 8 IPUIST SUIVIVGT anfydy $0r 8 currertl OF tormer
sDouse HOwever 1l the DETSON you SHMC! tD recewe the
nsurgbie Mieres! SUTWWO! SNy 1 YOU! CUMINT SIOUSE
you musi DOIn wawve the cumen! soouse sty by
compistng and snaching SF 2801-2 to your anphcation
{YOUr curTen SDOUSE CANNO! faCeve DOTH § FEQUIAT BUTVIVO!

snnuty and an intursbie mierest survivor snnuty } B you c

eleCt the MiTabie wueresl annuay for 8 curenl SDOUSe
Decause 8 COUN Order awards (of you have elected) the

for yout €81 be coNvered to
8 cument sDOUSe Bnnuly F the 1OrMe! SDOUSE IDSe
10 the reguia ugh aeath Of remar- ¢

nage prorf to n-:r:rn ape 55 The
OQUFEMEr (186 ReT ¢ DIIOW) Joss MOt
mniarest gANUTNS

N you choose 10 provide an mauTsbie Wiere:

sanuay, the SMOUM ©f e MECUCIICN N YOUT SRy will
depend uoon the diierence between your sge and the age
of the PErEoN NEMEd 83 SUNVIVOT BNMUEENT &3 ShOWN M the
tzbie betow The survivor s rate wil be 55% oi your recuced

snnury .
Age of Peryon Named in Reimion Reouction n Annyny
o a1 o Retrmg Employee of Retinng Empioves
Otger same age
oF a3 than 5 years younger 0%
5 but s than 10 years younger 5%
10 bt iwss than 15 yesrs younge' 20%
15 bul less than 20 years younger 5%
20 but tess than 25 years younger 30%
25 ou1 w3 than 30 years younget %
30 or more years younger 40%

imporant information About Annulty Election

8 Matried Empioyees I you are mamed g1 retwemerns and oo rot

MYICKI® YOUr annulty eechion Of your SpoUSe 00 NO! Consen

D an siection of e than the BURYIVOY Y your

. will be On the barss O MATIMUM UrVVO!
Denelts (o7 your spovar (See tem b beiow)

b & 1 G

-1

{1) 1 you ate mamed and you €0 no! elect 1D DrOVIOR the
MexMmum survvor snmuy benetn for your spouse by
ntang box 18 of the apoicanon you must BNach 8
compieted SF 2801-2 Spouses Consent to Survwor
Eiecion This o requued even 4 3 tormer spouse wil be
awarded a sutvvor annutly by Coun ordet See Detow unge:
nem ¢

() OPM may wawe the :l 4 you
ShOw thal yOur SDOUS® 3 whereaDoUls CENNCI D Oste!
MNed A reguesl fOr waner On thrs Dasis MUs! be ACCOMPS
med by

* A ucial omermwnaton  that  your  spouse s
whergabouts cannol De oetermmed OR

Page 4
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Athaavils Dy yOu 8n0 twO OIng! DETFD"3 2" WA DN =
wnOmM 13 NOL (GIRIEC 1O YOU BNESIr™S ID Ine MAL-: =,
0cae the cuTTen! SO0UE Snd SIITE) the aFIrs MEGE
0 OCaie the socUSE YOU Mus! B30 Qe COCUMENTaT.
evioence such s WX fetums (sec sepsraten or
NOWSDEDeT SIONE3 SLOUT Ihe SDOUSE § ISED0SATENCY

Q) OPM may aiso wawe e SDOUSR! CONENt taauwement r
you present a MK GEETMWIAION MGENSIND the Curren’
Spouss thet woukt waran! waver of the consent regues
ment tased ON G1ICEOUONS! CYCUMSIANCES (MNess Of My
of e retNND EMDIDYSe 1B NOT AANCAON 10T wWamng the
FPOUSA CONSA! reguUEeMen )

Merrisge Duration Reguirement. To be sldie for 5 surwwo:

annuty Sher yout OSath, your engow #¢) must Rawe Deen Marmet

10 you for 8 10ta) of 81 least § MONINS 07 be 8 DEIENT O YOUF Chic!

rowoed &l Cthef TeGUEeMents e Mel The MEMEge AAEION

requUIemant 6oes NOt apply 1 YO OSRTN 13 BCCIDEMNA.

Survivor Annuity for Chilaren. The eigieity of your Chdoren
for surviver snnulty after your 0SSt COSS NC! BEDEND ON YOU'
marial Batus o the type 0} armulty you et Your unmamec

pem chuioren may ousidy (or SUNVWO! Bty Lnti age 16
PEoe payEDe 10 8N UnMarmed child ater ape 101 the

sge 16 TRnefts for 8 student cieid are Penerslly NOt Deyabie
sner the anens epe 22.)

Court-Ovdeved Former Spouse Annufties N your snnusy
begws on or sher Mey 7 1965 and & ousiyng court orde!
gwes (SWErds of reqUIres YOU 10 Drovitie | & SUNVIVOY SNty 10 8
forma! EDOUSe oM WhOM YOU were oworoRd on or aiWr thal
date, OPM must honor the serms o! the cour Orde! except &s
dsoussad below Your annuty wil be reduced 1 provise the
SUNVWO! annutty ot the lormer soouse I e Of she 13 elxgbile 1of
thes benait However. 8 10TMer SDDUSS CHNNO! NCEWS § SUFYNVOS
SnNuty by COUN OMier UTIESS

1) Heor she was marmed to you for 81 lsas! ¥ months

2} You havs st is&st 18 montis of $ErICe SULNECT 15 rstrement
gecuctions end

J) He o1 ahe has NO1 remamed betore reachinp sge 55

¥ you Sre mamed and 8 court has awarded 3 SUNWO! snnutty (o
8 tormer sDoUSE, 308 18 D DEIOW wihnch IDIaNS NOW YOUu Can
youtr s (uture y nghts

Electing » Survivor Annwity For 8 Former Spouse or 8
Cambination of Surviver Annuities For Current and Former
Spouses

(1} To make a former sDOUSE ANNLNY SlECHON YOU MUS! have
been mamned 10 the person o7 8 1ol of at isast § months
N0 YOU MUus! have 81 leas! 18 months of service tal wes

to A tormver spous® wno
maries apam Detors jeRchND age 55 13 NOI elubie tor 8
former tpovse Survwor annulty

YOu May eCt 10 Drovide 8 SUNVAD! SnNLIY for MOre than
one lormet SDOUVLE whether 0f AOL YOU 81 Marned o you
e mamed you may ¢leCl a SWVNOD! annuny fO! your
Culen! spOUSE @s well 35 & SUTVIVOT annudy Kor one Of More
tormer spouses However the 10131 ol 1he sunavor annunes
may not exceed 55% ol your unrecucen annuay Also f you
3@ MAMEd you MUS! Nave YOUT SDOUSE $ CONsent @ yOu 0o
O SIECT the MATIMUM CUITET SDOULS SUTVNO! annudy

@2
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D) Toewas

y 10 e y®a
former soouse OF & COMDINANON Of SUVIVO! BNNURES IO’
curen! and forme BDOUSSS) compiste snd ansch SF
26013 Ewcon of Former Soouse Surwwor Annugy o
Comtenation Current/Former Scouse Annutty

[ Ewmcting 3 Survivor Annutty For a Current Spouse When o
Court Oroer Gives 8 Survivor Annuity to @ Former Spouse

(1) B a coun oroer has gwen 8 SurvwOr Snnuty to 8 former

-4

&}

“

5

©

SDOUSS, YOU MUS! MAKE yOUT GHCICN CONCEMING & srwvor
annuty tor your cument soovse as 4 there were no coun-
oroered former spouse annuny By electng The maxwmum
SUTVIVO! DENeinS 107 YOUT Cusrent SO0USS Bt reIwemen! you
can protec! your S20USE § NNIS N case YOuT IOTTE! SDOUNE
icses enMiement n the fviwre (oecause O femamage
ostore age 55 or cealh) You CEn GO I3 DECAUSR SNCH
OPM musi nonor the terms of the coun CIO8!, YOU &8 IO
requued to ELECT & y tor the to

(Note The eleclion yOU Mans NOw reganding 8 SUTwwor
snnutty for your Cument spOUsSe Cannc! be

[ n A y £ " Cranges

ment °) The ) Daregr m
your electon g! the hme ©! retvement csn
current spouses huure rOhs d the court has gren a
SUrvwor annuty [0 & lonMer Soouse

i a COUT! OTTer Qves & SUTVIVOT Bnnutly tO 8 (OMMer SDOUSE
your annuty will De recuced 1o provios & It you elect a full
or panms! survwor snnuty 0! your current SDOUSe for
another former SDOUSE), YOUr annully will be recuced no
MOore than & would De 10 PrOVIce & SUVIVOr Uty equs! 1o
$5% of your unreduced snnuty
lf you the before your current and former spouse the folal
SMOUNt of the SUTVIVDr SRAURIES DAL CaNNOL ex0eed 55% of
your anrucy and OPM must honor the wrms of the coun
order betore 4 can hoMo! your election  The tormer soouss
9 the coun survwor woulkd -n
annudy accordax) to the terms of the court oroe’

It the count order gwes the MaxwTU™ SUYIWO! SRAUTY 1D The
former SDOUSE, YOUT WAOOWIS?!) WOUID 1SOSWE NO SLTVIVOY
annufty untd the KITMer S00USe DS9S entiiement Then you!
WICOW(e!) WOUId FOCEVe B SUIVIVO! annufly SCCOMOMg (o
your election

! the coun order Oves less than the maxwnum survwor
anmuy 1o the former your ) would

&n snmuty no gresler than the ditersnce Detween the
Coun-ordensd SuTYwor annuty and S5% of your anmuty
However d the tormer oo ¥ D the
SufvWO!r snnutty (through remamage before Bge 55 or
OSSN} yOUr wIIOWIef}S SUrVIve! annuly would De m-
CIansed ID the aMOUM you slecied

oet

For examoie f theta n a coun tormer
BUTVIVOT annuty that equais 40% of your snauly you elect
the survwor y ot your curren soouse. and

YOU Cee betore the 10TMer SDOUSE 5 entdiement 10 B SUTVNVD!
Anmuy ends the IOMMS! SDOUSE WO ECEVE 8§ SUTVIVDT
Shnuty equal 10 40% O your annuty and your wioowier)
wouls ssCowe 3 sUrVWOY anmaty equal o 15% of your
snnudy Mowever ¢ the formet spOUSe later I03es enitie
TNt 10 the Survwor SNUTLY TRIOUGN remarnage betore age
55 or 0esth) your WOOWIS!) WOUID then recews 3 survwor
ENnuRy equal to 55% of your anmuty

Fecersl Emoioyses Healh Beneirs coverage for your
WIJOWI®!) CBN COMMUS Only t ha OF She FCONVES & SUTVIVO!
lnmnymmshmmhbmmm

Ssptember 15, 1994

T 4 a coun d former Survwor anny
- you! ) om sy SUVIVO
or s SAPURY 12100 SODUDN 1. COVE' the

NeAlh Denetts winholngs yOu May Wan! o Consoe:
SNCYY) &n MIMLIED WRErST STTWAY KOr yoU' CuTent

ouse
h  Elcting An nsursbie imerest Annutty For 8 Current Spouse

(1) N a lormer SOOUVIeS COUN-ONGENSD SUVWOr gnnuty w''
L trom N 3 SO

o youtr
ennuty 3! i suticent ©© MEet kI3 OF heT SNICIDEINT NESds
{nciutng Federal Empioyees Hesth Benetts coverape)
YOU May wan! IO SheCt 8N NSUrable NeNes: annuty fof your
cuTen! pouse

£2) ¥ you eleCt en FIUrEDIe METEST BUIVVOT SRNUY 107 your

(a) mm! sndt complets 003 4 in Secton D of the SF 200t
AEMING you! CUITeNt BOOUSeE
b) compiste Pan \ ¢f SF 2601.2 an0 check box b
2 and 3 of ST 2801-2 property compissed
(X s consent 1o wsurabie verest benatt n
of reguiar Survwor Bnrusty)
{3) ¥ you elect an msurabie MEIMES! SUIVIVDr Snntaty 107 YOUY

{4) ¥ for any reason OPM cannot sliow yOur INsurable rseres!

Voluntary Contridutions And Survivor Annutty Eieclion

The foliowarg svormation apphed Only 10 SMOYess Who have
Mase YORUMIRYy COMNDULIONS 10 PUTChEIe AC0ORIONS! Brnulty (800
%em 10 on page 10) O who B8 USNY) OICESS renrement
Seguctions (see term J On page 9) &3 voiuniary contnintons

(1} Survivor snnusty that 1 purchased by voluniaty contninsons
3 MO SUbyect 1 the ) COnsent req: vent descussed
0N AB)S 4 NOF 13 8 SUDCT 10 COUN DFDUETS BWETONY SLrVIVOY
benetts to former spouses  Therstore regarciess of your
martal siatus 8t retvement of the type ©f Survwor slection
yOU Make 107 Your regular snmuty

{8} You may eect NOT to provide & survwor grmusty dased
ON 1he YOIUNLETY CONITIRAIONS, Of

{d) You may name any mamtual you want io recewe the
voluriary sunavor y Thai s the
ndVvIGusl YOU Name 10 ECewS 1he YOLIIS?Y CONMTIDY
TONS SUNVWOr SnnUty 008 MO NEEd 1D be the same
POfSOn yOU OBMe A3 SUIVIVO! SNNULRAT uNGe! the
TOQUix! SUTVIVO! ssection Mace m sem D of SF 2601

@) # you are marned and elect t0 provioe a reguiat SurvIO!
annutty 101 your S00USe (Dy checkng Box 1a 8ox 1 o
Bax 3 of kem D on e SF 2801} your voluniary Contnby
WoAs snnuty wall sUtomMslically be regucsd 10 provide sn

Page 8
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) annudy 10! YOUT SDOUSE Uniess YOU
STACH 8 SGNEC SIATMent 10 YOUT S0GaCTON Io? ratTement
n whuch |3) You 1818 Thal yOU 00 Not warni (0 provioe 8
w.mmmmmm or (b)

Asms SNOlner parsOn 10 MCEwg thrs Denell &

Mnﬂlhﬂw

[3) H you are SiNie and eieC) Bn SANUTY payaDie ony dunng
your ehme O 1 you Bre mamed ang wih YOUT SDOUSS'S
consem skec! an gnnuly DEYSDW ONly gunng YOuT Ketime
(Dy checking box 2 of kem D of the SF 2801) your add-
tonal sAnutly burchesed Dy VORNArY contnbutions will nc!
De reduCes 0 Erovios 8 SUIVIOT Sgy, Uniess you elect
ocihenwise, 53 explamed below

(4} ¥ you wanl 10 desgnate &n MOWOUR 10 recene & SUNVD!
annusy Da3ed on you! VOIUMLETY CORTDUTIONS. YOU MUS!
SuDMI 8 SONEd aemen| which NEMys the person who B
1 recews the wok snnuty
mmmmumitmmn—m
must be snached Io your appbcation tor B you
M0 Ghching B SUrVVOT BNNUTY 10 8 PETION e
curment spouss, the stavement MUST mnciuce s
full name Gate of ben, Soca! Secuny 9
adoress  {In Yxs maiance, you Musl giso provice Droo!
the persons dste Of Dith such as & cothed beoth
certicate }

57 The recucTIon W yOUT BANUTY IC DIOVIGE & KUTYIVD! BNty
based DN yOUr YORNIErY CONITILIONS Gepends UPOn the
dilerence Difween YOU! 804 SN0 the goe O the person
named 10 MECive the BUTYVOr BIYILLY &3 ShOwN I the table
on pege 4 The survwors rate 13 50% of your addrona!
anuty SReT R 13 recuced [0 provIos s surYwo! benetd
IMPORTANT The reducton made n your annuty 1
provide the Yoluntary CONMNDULIONS SUNyvDr annuty wall Not
s emnatad I the person you ekct 15 recene tha benefd
Ow3 NOf CEN YOU sUbSIEUte aNOther Ndwitua! I recewe the
benefn

Annuity Eieclion Changes After Retirement

& You may nBmMe g new SUTYVC? DI CRRNDe yOUT Mecton
not iater than 30 days gfter the ¢xie i your frst regutar
morthly payment, you hie B new elechon m witng I the
POrIDN yOU NEMSd (D FECHNS & SUNYIVOr annUTy CS OF YOUT
arrent mamage snds i Oaxth GNVOrce or ENNUAREM, YOU
should wite OPM Employse Service and Records Cemar
Bovers PA 18017 emmedistely # you wam 1 change yout
siecion (Note  your mamnage to the gpouse you had &t
urement contnues, you must kave hg or her consem! to
any electon that coes NOt provice the maxmmum current
SDOUSS SURVNVOT gnnutty )

Your tirst raguiar monthly payment i the irsi annuty check
payibie on 8 recurng bDass (Othe! than en estmated
payment Of 8N sousiment check) siter OPM nas maualy
agIcEed the reguiar raie of annully Deyable under CSRS
snd has pex the snnufly accrued snce e tme of
retrement

b When the 30-dsy pencd lolowng the date of your #msi
reguiar monthly peyment has passed you cannot change
YOUT SISCIIDN SX0eD UNUET the CITUMMaNCES explaned m
the foliowing paragraphs

¢ You may change your GecmoDn NO! 10 provide & BUNYWOC
BNNUY 107 YOU! Spouse 81 Ntesment Or you MY NCTERSe
he SUrVIVOr BNNULY AMOUM 107 YOUY SDDUse 81 tetrement d
you feQUeS! The chanpe I WD ND isier than eghteen
months sfie! the commencing Gme ©! your anmuty You

Paje &
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must s pay 8 0 the e
wnmmmmmmmmm
s 8 ge of $245 00 per sa=-

INOUSaNG-dols? CRENGE W The ORSIENEIED SUTVVD! 3 Base
(NIeres! On the CeDOS! MUS! SIS0 Be DAY ) Such &n eect

would cancel eny 1OV WBNEr] mace &1 (etwemen
101 tOrhe-

m“mnﬂ”lmmm'
sty

) wihen the fOnMer SOOUSS MMAMES DEINe seechin age
or the lerms of the court oroer that reguUIFed
the SUNWWOT SNNIULY 1OF The IOMer SDDUNe

retwed (Moddicetions of the COUR BrSe? SUed
mm“hmmm:

retroment {or I yOUT SAECHON MIGENNG & CUITENT SDOUSS B!
arwement wes besed ON & WENE! Of SODUSE! CONBEN). YOu
may withen 2 years sitet the 1Ofmer SDOUSE § TOMETWNe
belore 500 55 or ceath, siect 8 reduced snnuty ko EIOVISe 3
SUPVWO? Ennuty o7 thal cumment spouse This siecton iy
sutyect 10 the restnchons geen i paragraoh |

# you wers unmamed &1 retirefMent, you May SleCt Witen

mymmnmﬂm1mm 3 recucsd
y © pr a or les3-than-maxenum

y for your 10 the resITIDN
gwen M paiagreph |
B you were mamed &t retwrement thal mamage ends. nd
you M3BTTy ggam, you MAay 6eCt a recuced annuty i
PrOVIcS 8 Maxemum Of IS LABN-May mum SURVIVO! NNy
for yout few sooule, SUbEC! 0 the gwen m
parageph | However. d you remarry the $3me DETSON YOu
wers MaETTwed 10 &1 (SIFeMen! BNK thai perscn had prew.
ously to yowr o no samxly you
may NO! $eC 10 DIOVIOR B SUTYWO! gnnury lor that person
when you femarry
H & retremen; you recened (by siecion O CoUN OOeT) 3
Wity (D pe A 3UNor anhuty 10! 3 TOMer
SDOUSe 8T you eeCied U DROVIGe Bn INTEDe WNETEN!
BUNVIVOT Bfinuly 1Of YOUT CUrTIN! Spouse yYOU May Change
he MIUratie wieras! SICIDN 10 & reqular CUNTEN] BOOUSe
BUTYWD! SPayusy waren 2 y8ars Mue: your lormer SpOuse
0383 entiyment (Decauvse 0! remarnage Delore age 55
Geath oOf 1he erms in Ihe COUT DIDGT) SUDMCE 10 TE3INCHON)
1) and (2) Qwen m DaraOIaDh |

The n your Y to prowvde an msurabis
WROTES! SNy eNas € The P you ad 0 L]
MAUTEDIe Wugrei! &Ny O3 Of when Ihe DErSON Yoy
NEMed 13 YOuT CUTEM SDOUSS 8N YOU ChENKS YOU! SN
83 oxpianed n puegrach h The reoucton aiso ends 8
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Sfter YOU retNe yOU MEMTY the NSUaDIe wreres! Denetcsary

and elect © or 8 reguiar for that

oerson § you MmNy EOMEONE Oihet an Ihe NIurEdie

nterest beneliiary after yOu felre and #iect 10 provide o

FOCUIE? SUTVIVOr SATUEY 107 YOUT Tew SH0UDS, YOU MY Siect

0 Cancel the Nsurabi

Fonirstrament  survwor  olections are  subpec K Uw

folowing restTChonS

{1) They cannct be honored 10 the exent that they contict
wih the erms 0l 8 QUEHYING COUR ORder tha! fEQUEeS
YOU 1D DIDVIIS & SATVIVOS SRNULY KXY § 1OrMST IIoUSe

{2) They canmot be honorsd ¢ they Caimse combined
CuTTent SN 10MMe! SPOUSE KVWO?! SRNUWS 10 axceed
55% ol your unreduoad anmxty, and

{3) 1 cunng smy penod Zher you retwed, YOUT SNNURY Was
nO! ISCUCEd IO CIOVIe 3 CuTe™ ©f fOMMe! SOOUNe
SUVVOr EYRETY, YOU st pey into the Relrement
Fund en smount squsl to the smount your anmulty
would have been reduced GUrng thal period pus
5% annus) inerest

insurable wteres! eolections an no!
mremen!

SECTION E - INSURANCE INFORMATION

N you want to contnue your Federal Employsss Hashth Benelts
(FEHB) snovor Feoers! Employses” Group Lite insurarce (FEGL))
COVErages 85 8 fEtres. YOU MUS Mest the IOMOWRNG bast tequere-
Menis You MUs! e IFTINNG ON &N IMMeNEIe SNNUTY &nd you M
have besn enmolied m the program for the iwe years of Feceral
servER IMMediitely PISCEGING YOUT SMAULY commencing dats or
enroied ie1s than tve years ior the tull penod(s) of Sece durng
wnch coverage was avaisbie FEHB coversge as s tamiy member
and coversge uncer CHAMPUS) counis ioward the fve-year
rogueremen tar haath benetes

¥ you do not mee! the enroliment reg m for g your
FEMB coverags a3 a retres yoU may be shybie fOr Semngorery
contnuation ot 80¢ 83 B 3O Y Your empioyng
cﬂuwimmmmvmunmty
continue your heatth benetas covermge and how to ensofl for o

lmFEGLlcmmmdmm(Sanm)mm
L gty to contnue your FEGL) coverage &3 a
mmmmmmm ¥ you are eifyibis 1 Contnue yoU?
FEGL! basc coverage you MUST compiets an ST 2818, Contnua
ton of Lee insurance Coverape Any optonal FEGL) coversge you
cumrently have and &re ehgibie to retam g3 » retres will automatically
be continued Lniets you Make SOMe Change You may shio want ©
tre s FEGLI desgnation of beneliaaty torm (SF 2823)

B you sre unoet 200 65 retre on or afier Jasnuary 1 1990 anc elect
0 cormnue Basic Lite ape 920 you mus!
PaY the name pr 43 actwe empioyees untl you reach age 65
T you eiect enher the 50% or No Reduction schedule (lor Coverage
sfiar regcnng age B5) on e SF 2818 you mus! not only pay the
FOQAST FSARNCE OIEMUM, DU 120 the SIBIONS! DremIumMm 1equIred
IG7 the EXITE COVErEDe you wali have sher ege 65 Premwms for the
lﬁumulmmrmdsmuicc'bruw.:m
MBNen the enra coverspe
nmmucmbbmnnf&iamm YOUr SOENCY
will QUIOMEIICNY irafster your ensiiment tv DPM You 6o not need
mmlmuitummbmmmnm
Coverage

mmm»mmunnmm-uu-m COVer a0~
&3 8 retege MOWSVE’ ¢ yOU Ve SNty QURSTIONS SDOUI YOU! #aauturl.

SEN YO SITEIOYNY) OFICY 10f £331318NCP DEFOE YCU rPIve

SECTION F - OTHER CLAIM INFORMATION

Rem 1 K you have gpphed for, of wor,
from the Ofics ©of Womers Comoersaton Proprams
(OWCP] US Ospsrtment cf Latct Oecsuze of 8 10
rolated iness Of TNy, ChECK the “yo3” D1 SN0 COMPIeTe
Scredule C

i schedule G you should grovide the loliownng wtormanon
1) ¥ you ase sgCenang (0! have ewet fSCEnEd| COMDIM A
begrrrg and enting dases 0 S8Ch D 101 whch
COMDINESION WES Paxd BT whethe! the Deneits were
2) ¥ you have apobed 101, Dut 8% NO! fecening Denetas
INdICate whether Your CIBYN 3 DONCING Of Nas Deen
3) indicate whethet you agree to notly us § the siawus of
YOUT WOMSrS COMDANIAON CM changes Impor-
workers COmMpensstion (except kor 8
sward) tor the sems period Of ime Any
SANUTY YOU rCEIE 13 SUbSC! 10 Colscton Dy the Ot
of Personnel Management or the Othice of Woren
mmmmmmmm
Ottoe of Workers'
wouki exst | you recemed both 8 Canl Serwoe
mteement anfutty Bnd COMDENESTION fOr total O para!
At Mot Tha Departmeni of Lsbor has determned
that the shematve gnnuty UMD SUM paymen! o &
provnon i you reCewe the aRemasive snnuly imp
sum paymen! and (167 el OMpensaton from
ENoUN! o the WMD UM Daymen! ant annuny pax B
returned to the Can! Service Retrement System
nciute as pan o your SF 2824 submmsion gl
medcel evidence submmted t© OWCP m connecnon

for7, enteT POUT COMPENSEION CiM AUMDENY) the
2 scheduied awsrd Of Griabidy COMOPNEStcN
Censed, and he CIswm NUMDErS SROLCabIe
P : You mty not WOsly Feceive both retiremen
\

Of WOrRers COMDENSStON O retrement
Compensation Programs
mwumwwmmamm
Crsgbidy unoer the Fecera! Empoyess Comperanon
peyment withn the serms o the dual compensaion
OWCP, no compenasion would be paysbie unid the
¥ you sre sppiyng for Grssbidey retrement piagse
with your compensation ciasm and any OWCP decson

or evaiuaion ol your clam
fkom 2 Wmormmmnmwum'mt
refund or y contnountom

mrmw&m Reivament Sysiem N you have
mahcate which type 1 28 and the SDDECEDW CLaT NUMDETS

© 20 Tivs heips 1o assure that sl O! your recoros are
located and al proper credi! s grven (O youT 3eTVCe end
for sny or Y ey
Mants you May Nave made

SECTION G - INFORMATION ABOUT CHILDREN

mnnmnwmnmnwyﬂmmmymm
expesae Ine Drocassng ol CisEMS 101 sU'VVD? Deneids m ihe svens of
your desth Therstore you mey ¢ you wish compiete Seqon G by
Provicng the names anc ™e Oales 0! brth ol your unmamed

Base0 on the doc YO 80 [ ] d to
:mnwnmmmmmwmmr

chuidien under the age 0! 18 Also st any cheld Over Ine
Qe o' 18 anc Mcanabie o Sfi-3uDpON Decause o » mental o

Page ?
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@ragbiry MOxved Detore e age ol 18 Crack the box
mluaMwmm-uotthmmm
Compsenon of Secion G @ ODIONE the prOCHTING Of YOUr Snnuly
eppcaton wil! not D DEEYSO OF Dinerwne ahscied 4 you €0 Aol
comouty & Chicret weil not 9 Grresd Defats Eher youT cesth
powy DSCauss tMY wers fOI mentted pn youl  Ferement

AQORCETON
BECTION N - APPLICANT'S CERTIAICATION

Be sure to SN (00 NOL pmt) BNO Ge your AApheaton Efer feview-
g the warmwg

Fliing Your Application

&mnmmwmm:m:r mn;:arnun

then compigie the Agency C
# and Certiied S Yy of Feaers! Servwce (SF Z801-1]

whuch are INCIUOEd In they package These lorma were mciuted i ths
DECNEDS 3O that YOU woukl have sn CDDUMUNRy 10 MPwew snd
become (smeasr weth the type 0l tormston and proosdures your
agency wil need 0 PrOCees YOLT ADDLCaION ANter you SUbmI your
WpOLCETEN, You? S0ENCY wall compiate the SF 2§01-1 and rewmn ¢ &0
You ICof your review BNG snatue | you ers applywng for csabxity
tetrement, your BgENcY wil aiso need 1 compiwte Forms 5F 26248

2624D. and 2824E {Be sirr 10 BM yor smOiYTD whai
wmmawlmmgA’

Ueagbiity retvement )

WPORTANT YOU AND YOUR EMPLOYING AGENCY
ARE JOINTLY RESPONSIBLE FOR THE COMPLETE-
MESS AND CORRECTHESS OF THE CERTWIED
SuMMARY OF FEDERAL SERVICE YOU SHOULD
REVIEW T CAREFULLY BEFORE SIGNING IT F YOU
HAVE ALREADY SIGNED A SUMMARY (FOR EXAMPLE,
DURING PRE-RETIREMENT COUNSELING) ASK YOUR
AGENCY TO LET YOU REVIEW IT AGAIN ANY ER
ROAS OMISSIONS OR DISCREPANCIES WILL DELAY
THE PROCESSING OF YOUR APPLICATION, AND MAY
RESULY N INCOMPLETE CREDIT FOR SERVICE N
THE INITIAL ADJUDICATION OF YOUR APPLICATION

]

Whai Happens Aftwer You Flle Your Retirement
Applicattan

1 Your Empioying Ottice

Your smpioying office wel close out youT recorgs. uxmg the
Agency Chechurst 10 ga3ure tha! s! necessary SIeDs B7e taken
When ths process (which mCluces DeyWg you any unoad
COMDeNETON SUCh g3 for UNDE BNMUAL ieave) has Deen
ﬂmwmwwmmmmm
o

2. OPM Achnowiedgement

Wiahn 8 lew doys Sher recewmy your spokcaion the Ditice of
Pertonnel Managemens wit seng-you an acanowieogment Ths
acknowisogment will give yOu yOur Claem nuTDE! whEh will
begn weh the leners “CSA ° Thes numost wili be very imponam
[0 YOU 33 8n MNNULAN DECAUSS YOU Wil NEed to reter to 1 any
bIme you wrte o1 Z3Y u3. N CONNECION WHTh Your snnuty

MPORTANT OPM camnot Degm ™e processng ol your
BOphcEton for 1 werhl we Your apphcenon and
eireTAeT] MCOME Trom your agency K you need %0 comact
OPM 8001 your shskcamon, @nd pou Rave a0t recemed your

retrement (CSA) cawm AuUmMbs! OSrgact YOU' lormet Daver
oftce Your tormer pawoll Oftios CBn adviee YOU # yOUT BDDWS
WON o MCOM were 8474 10 OPM K tne 10COI0s were 880! wou
should provise OPM with the peYyroll Ofice NUMOS! &nd Ihe
Aumber enc Oae of the Regmter &1 Seoerscons and Transier
On winch YOUR rtsement DRCRADS WEs senl [YOu pevrol oy
O prowise you with thas seormanon.) DO WOT CONTACT Dew
UNLESS YOUR RETIREMENT PACKAGE MAS HEEN SENT

aus

1. intern Annuity Peyrmetits

“The rext action OPM (akes 13 8 DIsmmary feview of the MrTs
ovainhie & W bme yYOuT EPPRCENDn B MCewed B your
entpemen] 10 gty 5 Giser &t Hes powt OP weil muthonze
NBQAT SANUlly These MGnT. PEYMONLS 808 LS
Iowet than Your sctusl BTy (319 BN @re § Meens of Drevem
»p undus hnancal harishe wisle We PCESS YOur BPDACET-
YOu will receny 4 NOLCS SXPLENING YOUr TSN Piymen! S8t

4 Ahgrnative Annuity {Lump Sum Retund)
N you e eiubis 10 SISC1 N “ERSMEve” SATUEY (UMD S
refund of YOUT petremet COMINDULIONY. Wl & MECLONT MUYy
Denet1), OPM will send you mpeciic NOMASON aDOU! the
smchon durT) the procsasing of your appicaton M you are
mtrng becauag ¢! 4 duabilty, of § you NEve § DRET EDOUNe
entitied By COUY oreer 10 ORNEIES . YOU will Ot DF Giriis 10 sty
[T
Retirerment Apgiinstions

disablity relwemers ang specss! trement 83 g
low othost o twetyhter gre processed diterenty
For geaabity cetroments, your Bpency will fomard you

Desn aLOMVes gnd your iast day 1N | pey siatus 1 known o
OPM For mw eniorcement and traightsr retrement your
spency will iormard SVIOeNts CONCETTWG your entiiemant 10 thy
SDECH| PIOVISON MMM annUly DSYTherts CBN De SUThOTTed
only 1 and sher OPM has spproved your emtbiemen: © g
teneta.

6. Afer Your Appiicstion is Processed

Whan we rvEh prooessINg your S0DRCENON, we Wi send You §
DOCRAQE CONLANNG
11 Your snmuty giaterment,

2] A bookiet cyreaIwng geners] INtONMaton SHOU! your ENNUEY
and

3i f you e gnroled for health Denetrs, B Walis] Qg
rdormEton gboul the Federa! £mpy Hegtn B ]
Program

What lo do ¥ Your Address Changes Betore Proc-
essing is Completed

Tmammnummﬂm-mumal
form I your sudrens changes before YOU reCowe YOU! BCRNOW!
S0gMen] tirsl CONA your 8GENCY D INO DUt d YOUT ABEhCEION hat
Oeen iorwarded 19 OPM I your agency hat siready rwarsed your
SpOUCBION 1D US YOU Wl NSNS 10 WIS US. Owng YOUT Rame. Socal
Securty numbe: date ol brih Ihe Gate cf rStrement and the agency
you feined trom lymmmmwnw
remembal I relet 1D yout Cizwn numbe! W aOSADN. you Shoud
oty yous former Pos: Ofhce of wour lorwarteg soohess

Page s

5-102



Managing HIV/AIDS in the Workplace
A Resource for EPA Managers and Supervisors

How to Have Your Annuity Payments Sent to 8 Bank
or Financial Organization

Havmg your y o3y san ly to your bank or inancial
organzston 1 both Converweni and safe It slso assures thal
payments are 0epO3Led SN0 avadabie tOr YOUT USE SVeN when you
e oway trom nome OPM wall continue to 8end Ciher ToTMATON 10

YOUr MaENg BOOTeSS

Te nave you? paymenis Sen 10 8 iNaNCW} NSTTLTON. YOU May Duch Up
an SF 1199A Dwect Deost Sign-Up Ferm trom your bank  Both
vou and your bank Must COMoiste thrs tomm I you send e torm with
s QPDECETON YOU MBY OMH yoUr [ # wil be
thed m by OPM Bui # you wish to senc an SF 11894 imer you
MUST mciuoe your ciam numper OPM will send you your clam
AUMDE? & lew GBYS alte! YOUT SDDICEION © (eCeved

Cost of Living increases

1 Limftation on amount of iIncresse An anmuly may not be
wcreased by a cost-oldmng ad to en tha!
oxceeds the greater of (a) the maxwmum pay PSyaDe 101 &
GS-15 thiny cays before the efteciive date ¢! the SdastTMen, or
(b) the tna! pay (or sverage pay f hgher) O the retred
ampioyee mCcreased by the overall snnua) percentage adasst-
ments (compounded) n General Schedule rates of pay sIce the
ompioyee s retwement

2 Determination of smount of increase snd
Cosi-ol-sang ncresses are eflectve on
paysble n the Jamary snnuty payment They are
by the perceniage WICTREse M e everspe Consumer Pnce
ingex 107 the Dase quaner” of the year n wihnch they are
stiectvo Over the “Dase guaner of the pracedng year The
Dase quaner = July August and Septemoer Tne frs!
cost-0l-vIng NCTesse YOU tecerve Wil De prormed to retiect the k]
number ¢! Months you are On the retwemen! rols betore the
mcresse s sftecive

Payment and Accrusi of Annuity

Ali snnuties ere payabile In monthly svstaiiments on the st Dusness
a3y of the month toliowing the one for wiuch the snnutty has sccrued
Al snnuts are adjusied 10 the nexi lower doliar

Tne commencing date of Most anmuties s the hrst day of the month
stier pay comses and sl Oiher requwements fov tile t0 ENNWTY 8re

met There sre tivee excepions. however (1) Gaabdty ennumes, (2) 4
annuties based on mvoiuntary separations, and (3) annuties besed

ON VOiUMIETY retrement o} #MDIOYses who are n Pay SINIUS for Bwee
GaYS O¢ i3 1 the month ©f retremen! in these Bwee nsances
SNNUAWS CoMMence no tater than the cay aher pay ceases and alt
other req! for tile to annury sre met

How Annuities are Computed

' Basic Annuty Computation ~ The amount of your anmsty
Ocpen0s prmanly on your “hgh 3° sverage pay and length of
asrvce

8 High-) Aversge Pey ~The “high T sversge cey 1 the
hohet! pay colanabie by sversgmg he 1ates of basc pay
m etiect dunng arry 3 consecuive years of service with each 5
210 wegyhied by the tme 1 was N eftect

[ mmwm-wmsmvw [[]
e -12% of the hgh-3" SVerEne Dey and Multiply the
result by 5 years of servios (b) 8ad 1-34% of e “mgh J°
SVeTage DAy MURDEEd by years O! Service between S and
10 and (C) 800 2% Of the hON-3" averape pey Mulphed

Page ¢
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Gusrenised  Minimum Annutty—-An
fetmng betors ape 60 on account of 1Ots! isabEtY 1B HUIIBMesd
8 MEUMUM DESIC SnnUTY whch amounts 10 the LESSER of ()
40% of the “high-3° swerspe pey or (D) the sum cbtsned by
usIng the formuta m gern 1 abowe but NCTeasINg the leng™ of
ACIUR) 847TVICS Dy the penOd Detween the daie o! the empyee &
S2peraioN lof Metrement Bnd the date age 60 o resched

September 15, 1994

©y 8l service Over 10 yoars

Retunded Feders! Service — ¥ vou have nC' Mmaoe :
rececoit © the Retrament Fund 1O COver sennce tor wne=
yOU fecened & relund Of retremen OSCuUCIIONs TAET Servcs
il N0t DO CONMDNED 1N COMPUTING YOU! Snnulty |0XCe0! e
compung youwr high-3 everage pay) U you have recewec a
retund of retrement decuctons we will SeNd YOu MIOMMa
ton and ofter you an apoonudy 1D D3y the 190003 3
retsoment (Hi you sre elgible 10! SNT SECI an AIEINA.we
annuaty, the rececss will be ‘Oeemed” pad )

Non-Deduction Service On or Aher October 1, 1982 -
you have p crediubie on or gher
Ociober 1, 1962 OUAND wiach NO tSVEMen: OecUCONS
were withheld snd 1or which you Rave NOt oaxd & Oeoosr
that will not be d n W) yOus Snnuny
(oXORDt 0r COMERAMD YOUr hiph-3 Sverane pay) § you nave
such service, you will be grven 8n CPOONUNY 1D Pey the
C0031, With teresL, DSIOre we COMDISS OUF SCHON ON YOU?
gpoicaton (1 you sre etgible 107 BN0 GIECT 8n Sematve
gnnuty, the daposs wili be “Veamed™ paxi ) See aem 7
betow | you REve NONCECUCHION SETVICe Perlormed betore
Ocaober 1, 1982, for winch you have nct made & deposa

2 Formuis tor Low Entoroement end Firetighter Personnel-
The pesx anmsty of an eMpIcyse who retres uUnder the spece!

coverwyy lsw eniorcement and trefoiner personns! B

provaon
2-1/2% Of the “Tuoh-T” average pay fMmutked by 20 years of law

sndor welpieer servce. Dlus 2% of the hgh-3
by &l servce over 20 years (iormaton

speczsl computations such &3 thase 10T Certen
OMpIOyers. retwement unoe!

congressons)

provsons ¢f the Pensma Cenel Treaty. etc.. may be obtaned
from your employy) egercy )

Limition on Basic Annuity=-The DESK annuly may not be
more than 80% of the empioyess M-I sverspe pey
Retrement deductions wrthheid aher the month the 80%
mazton o eched are, 8t SSperstion. 56l asde as & specw)
credi. Al retrement thes Special Credd 0 Spphed 10 any unped
Gepos2 Of redepost Any DEBNCSe, OF the enNive apecia! credt #
1O CepO3! Of FECERD3A 8 Gue, (3 retundabie belore snnuty has
Seen graied or may be ulet a3 VORMIaTY contntwtons o
purchose addtional annuty a3 explamed m tem 10 in the

employee

1 the besc * d y m fem 1 gbove 13 grester
than the guaranieed mmmmum this DISIC “earned” snrway B
used d P BTy 101780 DAY O DENSION O

mmm&unﬁmmvmomshﬂmnmd
maesry retred OBy are genersily not elgrbie 1or the guarsmesd
fruremum NIy COMERARTIN

Reduction for Esrly Retirement-Uniess retrement n on
accoun! ©! cisadety ©r under the special provson for law

o he y of an

mm:mmsswumwmum(ﬁn
yesr) for each full month ¢ sny, uncet age 55
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for Axernative Annuy-An emoioyse who elects

6 mmuMuﬂmnmmwM
s ©' her unretunoed reivemen! CONMDUNONS MMCRXTIND
posi-1056 mesry CEDOIAS. ANO & fECUCD MOMITy EnNURY
Note Decosts and receposis thay are “ceemed” paxi are nt
achuoed &3 98N of he ump sum payment. The amoum of the
reduCton N SNAURY 13 based ©N the eMpiyes s B0 &1 rEtre-
ment and BMOUN: of retremen CONTDWNS EMDIOYees retmng
on drasbity Of who hawe & 1OfMAr SDOUSS WhO 13 enftied by
court Oroe? 10 feceve 8 PO of the eMDIDYeR 3 SNNUTY OF &
UVWOr SnMialy CRNC! eiect en annuty Mamed
empioyees Mus1 DIEM thet CUTENt SDOUSE § LONSeNnt N order o
make & vaid slecton

7 Reduction for Non-Decuction Bervics Periormed Belory
Octgper 3, 1582 = An emDIOYes WhC DeTiofmed Credisdie
cwvian service before October 1 1982, gunng whch no
retremeni 0O3UCTONS ware withheid trom salary and tor wiuch
no ceposk has been Mmade wi) Rave Nes Of Net SBNANUR) ANAUTY
recuced by 10% o! the amount Suw as depas? The oepost
conmsats of the amouni which would have been wirhheld a3y
retrement decuctons, D i Retong ¥ who
want CiOrMEnon on PEYIND the 0ENCSL SNOUKD EaCh & SIS
s ment to i sitac! W0 the applomon tor tremert Now ' H
& empoyes 13 ehpibie 107 and siects &n semaive ennuly, the
amouwtt cus &3 deposi at retvement for ovikan
generaily be “dsemed” paxd

Recuction for Burviver Annulty=Tha reduction
under “INSTRUCTIONS FOR COMPLETING APPLICA
FOR MMEDIATE RETIREMENT", Section D - Annusty Election

9 Reduction for Unpeid Post.1958 Alllitery Servies—Prevously,
when mitary S6TVICe wWas u3ed N the COMDULETON Of gnnuTy 81
he twne o retvement. the annulty would be recuced & sge 62 to
exchude the mitery senice perormed on or ahet Jenusty 1,
1857, I tw mnhusent was sigdie Of would be ehpible LDON
SDDECETON, 10 fecewe Soca) Secunty oid-ape benefzs (M the
annutant was ape 62 or over &t the tme ol retremen) snd wal
ohgitie, or would be eigbie Upon appicaton O recewe Socal
Secumy oid xps benefts. the milnary setvice was not nciuded n
the computation of the ennury } NOw STIDIOYSes Who wers hrat
SMPICYyed 1 & DOIMON SUNECE 1O the CAL BONICE Netrement law

10

17"

September 15, 1994

omerase take shect F e of She DECOMES GLUIN 10! $OC
securey pensits a1 soe 62

The Ospost 3 T Of the MELETy DESKC DBy recewed O suc™
sorvice, Dius Fieres) &I & VAnNIDW rate Ostermned by e U S
Depsniment of Tragsury Howeve! nO MISIES! B CRAIDSE J e
0epos2 was pesd delore Dosober 1, 1985 Of withen e vaars ¢
he date the empioyes trsl DECIME SUDISC! 10 e Cwil BRVICY
otzoment ow § mer The 0epost must DE P 1 e empor
Xy agency belore secarmion Fedure 10 BBY the oeposs © the
sgency vouis any huiner nght 10 Py 4 81 S ister cate

Those empioyess who wess irst ampioyed on or st Detobe:
1. 1962. must pay the ceposn for post-1956 mmary sernce m
ordet 10 reciwe credi for thal " the o
vty That ¢ uniess the Osnost 1B Dex! nO credr o
po31- 1958 masary sennce will be Slowed (9GNS OF wherne:
the snrutamt i or wil become elphis for SOGA) SacUTty
beneits

¥ you performed miltaty servios eher 1955, e YOUr smploving
BYONCY MOW e EHOVE DrOVISIONS SHEC YOU Of JOUT BUIWOrS
and how you may make the cepostt d you wish 10 00 B0
AdOuions) Anncity (Yolmaary Contrioutions} — An sroores
wha, . kiton 0 the Bmounts withhekl oM saiary hes made
vohstary controutom 10 the Retwement Fung wil be pag =
addaon 10 the reguisr snnutty. $7.00 per year piss $0.20 lor

aDe 83 Shown 1 the tEbie on page 4 The surwwor 3 edotonal
sty wil be 50% o the emuOyee s addiona! seduced
anruny Mots The addmwnal snnuty purchased by volary
CONTDULIONS 15 A0t INCTIERSed by O011-0t-vNg Btustments

Unumed sick isave-An employes who reives with any unused
SIch issve wiit have the o Q cays by
such iseve added 0 the ysars ©f service for the purpose of
compunng the y A annty it 0!
be subyect 10 ™he E0% kmtation on Sasc annuty Days of
UNUIed Jck isave May NOt be USSd M GeHETTIING SVErSge OBY

befors October 1 1882, may pey » denosi for muksry service of length of pervce lnr BnnUTy elgisy
pertormed gfis? 1236 n Order I avox? the MCUCKON tha would
Privacy Act Staterrem

Safcnston of tha intormation & suthorzed by the Cavil Service Retrement law the Fedarst Emoioyess Group Lite inaurence aw and
trw Fecera) EMployees Meaiih Benatis law (Chapters B3 87 snd 89 of tiie S U § Code! The ntormation you (Umsh wili be used to
1Gentily reconds Broperly B3S0CIMEd WIT YOUT SDOICRNON f07 Feteral benefts 1o obtam
ENC ANOW Dresem of future Denefis aNd [0 MeNIEM 8 UNKGUSly IKeTitabie ciamn tie The sormanon may e Shated and rs susect 1o

e v 4

Orma

Y o

wih Biste iocal or Olher chariable

meda. or the use ot

venitatnon wia paper ek
ot soc! Y

oup

wSiIrsive

(10400 ntove with iaw enttrcement

Nt shect any tuture IS they may have 1o beneits

nmnmmm:uu;rh:n BrOgrams 10 obIaIN WEOrMaon Necessary f0f
mumdm-mvmm ©f I repon NCoOMma or 1ax purpases H may aito be shated snd verded o3

80eNCIes when they BTe WweSIDEITD 8 VIDIDN O potentidl volston O the Cwil Of chwrat taw
Exscutwe Order G397 (Novernber 22 1943) autnonzes use of the Sacal Secursy aumber Furmhing the Socu! Sscurty numbe: as
wﬂummnm.wlﬂnwuwmuwormmﬁmmr v vy
UNMEMeO deDeNGeNt Chwitren My De ysed to aIPEdLs ther Clwms gher

you i however your ladute 1o SUPDY SuCh Mtormaton will

a0 your

' YOu OF
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- APPLICATION FOR IMMEDIATE RETIREMENT See Ormcy a1
CSRS CIVIL SERVICE RETIREMENT SYSTEM oo e

Section A - laentitying intormation
Y Nerne (LES! R AEODe!

2 LN 80 GUWY ABWES YU APTE ieC

4 JemOnOne ARG MG SWS DO) | 5. (o OF swWy iioren. Gy JON} ¢ Soos Seciatv husmor

S aooress psmoer oot ooy Siaw JIP Coode:

?
7 Asr you 8 Guren of hg Lreed Simmes OF Amencs ? ve3 7a OV antI GRINDY 878 YO § RPN

————————————
e
o 1 wws o0 - + VoI em——— {A3x your gmpioywg ot Sbout
[ No oer oox you must suomt:

Section B - Feoers! Service
' Drwuwmmmnm(mmammwﬂw

TP —

2 Duse of AARM GERErERON AN G 198,

4 Mave yOU DIIOTES SChve NONCTADN S8rves T B Armed Foras of OFRY ‘sorvele of Yoy —8- (COmeete Schecues A and ATl
Unsed 5SS 190¢ FeITUCTONS o dedntons) L No % Wus dorm |
— Bana
S Aeg vOU rECR) OF have YOu DR 7 Tty FOWET PRy CREIN CSADAYY DBy E7ENOF DENEDN Yoy~ (Compew Schecute anach
rom ve D o Atars y e v Sweton) 1 deu o a Ne © Wus dorm }
innry ;oured Duy ? NOW ¥ yor! E9RY DICEYIE SNIEUT 10 TEKIY ORC DBy You st notly OPM
Section C - Marits! information
memm’flwmnmwmm or anraamen! | +__ Ye1 =~ (Ao comome aems la 1/ Deow)
o
ha SDOUSE § NEME (85! WA! RuOme 16 EO0VES 8 Gme OF DI (AR Gy pOw/ ¢ Ssowse s Soom Seaurty Mo
10 Pace of mernage (Ovy Kiee! te Dnes 0f momepe homn goy | L] L_-‘ oY of Juttice of the Peace
' l Other texpian}
2 0o you Neve 8 1wAg I0"er SOOUTITS | IO O yOu WETe OWOPOPY On OF Shev My 7 1985 L-Vn ] ans oy J
ON0 10 WROM § COLYE OFORY Qrel & SLIVAEY SRty ? ~O

Seciion D - Annutty Election

Mare yOur CtDN Dy MIBING he DOX DELCS he TYDe DI SNNUTtY YOu ofs Mamsd g1 rebrement the isw Drovides sn snnury with il
want to recene ANd gve SNy O FESMEION recuested Read the SUvWOr benstes 10r YOU? SDOUSS UTIESS YOU SDOUSE COMIeNts 0
tonmation pages o the MSXCtions and the SxplANEbONS Deiow and YOur SlsCton ACt 1D PIOVIOS MAXITIUM SUNvVO? benefts  You musl

T your v y No ¢ wii D8 pe ater snach SF 2801-2 1 thrs form # you @wecC? iess than the manmum
your gnnuty © granted excett s drniamad o ihe mitructons  f you SURIVOY SrnURY 1Of YOU? BDOUSS
et ————————————— et S —
'a | CMOOSE A REDUCED ANNUITY WITH MAXIMUM 1b | CHOOSE A REDUCED ANNUITY WITK A PARTIAL
MITALS | SURVIVOR ANNUITY FOR MY SPOUSE (EQUAL SURYIVOR ANNUITY FOR MY S5POUSE EQUAL
TO 55% OF MY BASIC ANNUTTY.) I you sre TO 55% OF § A YEAR" # you
o you will BUOmancaly recene °°R° choose thes epion vou musi senach SF 2801.2
fies tyDe Of antrusty UNIESS YOUT SOOUSS CONsents 1o SNOWWYg yOUT SDOUSE § COnsent
you! 1 ot D pr
benetts “The 2mour vou SHECt MuS! De k818 INEN YOUT veSTl SrnUNY

2| CHOOSE AN ANNUTTY PAYABLE ONLY DURING MY LIFETWMIE (t you sre mamed BN elect ths anach SF 2801 2 showang your
(—NDALS | soouses consent.| I you are manmd sf retremen you CanNG! Choose this yDe Gf ENNUTy WINGU? YOUt SOOUSE S CONSen! NG
Y] survwo! gnmsty will De D3IC 10 YOUT SDOUSE ANIe7 YOUT 041N § he O7 3he COMENTS Lo thus electon

3_1 CHOOSE A REDUCED ANNUITY TO PROVIDE A FORMER SPOUSE OR COMBINATION CURRENTFORMER SPOUSE SURVIVOR
ANNUTTY The snached SF 2801-3 gves my swcion I you are marmed an0 8ect thrs ootion you must aiso snach SF 280)-2
ShowIng your tDOUSE & consent

4 IOHOOSEAREDUCEDMNUWWHSURWVORAMFORNEPERSWNAHED!ELOWWHDMSANNSMLE
UALS INTEREST N ME You Mwsi De NEany N0 wWHNG 10 DIOVIDS METICE! SVIOSNCY T YOUT ChGDSE 1iws fyDe D! anmuey {Dryatuity

e oL ehgydie o {hes type 1 NMULY ) | YOU 81@ MBMNEC BN NEMS YOUT S00USE YOU Mus! sniach SF 2801-2
ShOWIIG YOUT SDOUSE 5 CONseNt  (5e¢ IMe NLOTMANION DAOE MM the MNTTUCTONS |
MNP O DETION WM IR ILPY SNSrES | 1 Asawone © vou Dese 0 owm 5008 Yecunty mumoy:
S Duury ¢f Pomnmns W anagusepe- [Yo——
£PW butsgemem 830 ' &-————‘::
Uepny iy s Spover A0 00 634 4730 L
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Section E - insurance mtormation

See the FEOMATON N Ine MSTUCIDNS (Secron E. gage 7) e0out the requIrements iof Cof ) Feceral £ heeann Benetas anc
Focera! s i insurance as a retree

1 Areyou eidie D contnue Feoers! Empioyess Heath Benefts coverage as o retree” :‘:'

2 Are you ety 10 conunue Federal B yoos' Growo Lie COverage as & retsse? :‘:'

Section F - Other Ciaim Information

1 ATe yOU FOCHMING MEVE YOU SVE! MCEVEJ. O VS YOU SDDSSC IOF ROMETS COMDINSS:
ton tom the Deparimen of LaDOr CECELIS Of & OO-reiated Mness of myury? No

2 +ave you previousy Wed any appicaion under he Card Servoe Retrement Sysem Yes (Compiess goers 2a and 20 twow !

Atroment mfund 0SOOSE Of o contnoutons No
23 Type of spEEEUON Resrement Osoosa or Feoepos:! 20 Ciom numoerns)
Retund Vokmary Contibations

Section G {Optional) - iInformation About Your Unmarried Dependent Chiiaren

1 Depenoent child s name 2.Duteotbrin | 3 Duabled 1. Depencert chid s name 2 Dasotonn | 3 Desateed
iFry muocie g1t ~o oy i (A tEent nusme w31 O o v/ IRN

. +_ Yes (Comgwets Scnecwe C anc Anacn [0 INes 1o

U

Section M - Applicant's Certitication

WARMING | herady cartty that ail Stalenernts Macs M I EODICIION &re TUS {0 (NS DETI Of My ANOWISTDE SN
fnd tose " o 1 bekel | have a0 8n Undersiand 8l of the FHOMMaLION Provioed M Me NSTFUCHIONS (0 73 APOKCALON
STV DN NS TN B § WONNON

Sgraare o Aot pww) ’ | Dgae

% ww pUetnaie Dy & e of ADI Wore Pwn
$10 000 or *roreonment ol RO More Nan § years
ormon (10USC 100N

Applicant's Checklist
This checkiest 1S provided 1D held you De CEREN YOU have STACheO &l NECesIary SOCUMSnistion and o held your empioyng oHce be
cenam it forwards all of your setsement documenistion to the Office of Personne! Mansgement IMPORTANT The finsi processing
of your ap tor mey be desyed if you tail to submn sny forms or scheduies which spply to you

1 you Bvewered “yes”  Secson B #em 4 o you attach Schedule A? D D
ﬂmmﬂﬁmnkummtmmmmmummdmmm’

11 you errewered “yas” 0 Seceon 8 M S Oxt you atACh Schedule B?

i you S 6 ang ‘ves” 10 ABM 8 N0 YOU STECH § CODY OF YOUT FEOURS! for wawer BNO 8 CODY Of he

Ty R Oftce & - or of your for wesver (# svatabie)®

5 nmnwmmmmnlwummlimlb)unmmmn dunng
ewme (Electon 2) oo you anach SF 2801 2 S sConsent 0 & or Etecson? e ™

-

-~ W n

6 1 you BeCE0 8 0rmer or snmsty (Eipcton 3) aw you stach SF 2801 3 Ewecton of

OO0
00
00O
Former Survwor y or C C ormer & ¥? f you aTe mameo O you ais0 anach SF D D
a0
OO
0D

2001 2 & s Consent 0 5 E ?

7 " you e mermed and you y (E)ecBOn 4) 10f yOUr $DOUSS 1320 O » MarMmum or
PErea; sUrwwOr Bty ummSFm1ZM|mb&mEm’
¢ Uyousnswered ‘yes1" © Secson E hem 2 0w you atiach 5F 2818 C of Lue C ’
€ It you snswered "yes’ 10 Secwon F mlaummmc‘ " tor tach
DDYING lor s atxaty tetweenent ohd
&) MONAN $ICINCH SUOMANO 10 OWCP and sny from OWCP ;-m'l rossaes
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SF 2801 - Sehecues A, Bana C

September 15, 1994

e jLast Mgt MRS

(2 Do of owwh SMoown Gay PN

1 So0OW Securay P

Schedule A - Miinpry Service information

1

1) yOU DBV DETIDIME0 ACIVE NONGIADIE SHTVICE 1N 1he Armed Forces Ot 0INeT LIIDIMES SSIVICES SNOWN DEDW COMDMte 13

of actve muitary service (8 gvausbie)

Delow and attach & COpy of your 0 o or other
| See mstrucions tor geimtions of Armed Services and Untormea services
i___—‘ Dnerotdcve Oun o LestOmor ¢ Oroengumon 81 Dicnwys
3 Amncn or Semwce ’ T Sens Msmoe Fromio oy wi| 1040 oy wr o R Oy Co -
* 3 any ol OU! L3ty SIS OCCUITE ON O BRST Janulry 1| 1957 NEve yOu DIIG 3 OEDOSE 1D YOU! BORTY F—;‘“
for thes servce? (You must pay thr 10 yous sgency Delore You cannot pay OPM aer No
vou retee 3 Sea Secaon 8 of the msiructons Kor the eftecs on your snnusty ¢ Me 001 & N0t D8I ™) Not Aooseable

Schedule B - Milhary Retired Pay
11 B vou are recenving ©f NEVE SDDNSD (07 MIVIATY relreo O

() r

18 DROW

Lpves

Day) COMDISIS DaMN3 13
©F 1tane? DAY SWEDSO ¥ &

a  AS® you recenving o have YOu ever anobed 107 maary Y as
retwed pay ©f ratanet pBy? " compst o caused by &n
J‘_]NO Y 'l',r,'-almﬂl.w
U HEVE you wanved a1 O DER Of yOur mnsty rewed or  |_) YOS o awerd) & ovasiatie | ] %
mmvuynuurnmmwuzm T Are you 0 your y fetred or Doy m U"‘
ton trom me Depanment of Veterans Allamy ™ no Orger to momve Crect 10T Massy servics for Gl
Yas Service retvemem Denelts? 5° smmch @ copy of
¢ Was your matary retved Or retsnet Dy awarded fot u me-*m.a‘:y.:nmw
ressrve service unoer Chaoeer 67 tois 107 (7 ‘yus” ovoers o o your
L AIACH & COOY Of v NOBER Of Sucart] f Svadstie | mm wesver d avasson | F.INLJ

Schedule C - Federal Employses Compensation Intormaiion

Yes == (Compiute pars 1a 1 Owow:

) Annumgummmr workgy 5 wom mo Offce of Werkers
Prog IOWCP) Dever ©f Labor DECRUSS Of § IOL-Siats Cness O Teury ? No = {Go 10 oueston 31
s Comoensamon Capm hasvte: © _Benesrs Receweo ¢ Type of Benek:
Eeom thto_oay y: Jo {0 owyy-

Scheduied Award
Total or pertal satsity COMOBnSEtOn

- Schedsied Aweard

Total of parmsl Grsatrirty COMDENESSON

NOT recenmg

2l you heve appined {0 WOTRers COMDENSEION (Other than as EStad n 13 ADOVE) but are
£heck reason and grve the miormanon requestad

8 Awanng OWCP ascrmon

et
b Clawn gerwed

{Compensanon Cim Mumoe:

Dsw Capwes Doraso

3 Excep! 101 pennos of SChecuied COMpPENSEton Swards workers compenssion snd Catl Serce retrement benefns CENNO! be paxd for the

3ame perod of tme  Please review ana co the

310N DEOW reg
———

Q your ciarm_ This seciion must be compieted
oam 7

Yes

] DomqunmwOPMwwumwmdm

b’y

No

t By my sgnare beow toendy mat | unoerstand that lmvmmamwmrml snnuty and Compensanon (excent to! 8 toned

U0 BWaNd) tor the 536 DENDO Of trne and that any

Of annuly B SUDRICT 10 Coligction by OPM or OWCP

Appiicant s Centitication

S cernty (nat al) siatements mape | SOnanse (D0 Ao orew,
ONthese scheduies are true 10 the
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CSRS, SF2824C, "Physician’s Statement”
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CSRS, SF2824D, "Agency Certification of Reassignment and Accommodation Efforts"
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GUIDELINES FOR COORDINATOR FOR EMPLOYMENT OF THE HANDICAPPED
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CSRS, SF2824E, "Disability Retirement Application Checklist"
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534 Applying for Early Release of Thrift Savings Plan

Disability retirees may apply for early release of Thrift Savings Plan funds. This may be
especially important for persons with HIV/AIDS facing mounting medical bills and a potentially
shortened life expectancy. Early release of funds may take 3 to 5 months. In general, however,
applications from persons with diseases such as HIV/AIDS are accelerated. The procedure for
expediting the release of these funds can be obtained from a counselor in the EPA EOCC or local

Human Resources Office.
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53.5 Continuation of or Increase in Group Life Insurance

On the next page is a copy of a form for employees to file if they want to continue in the
group life insurance plan upon leaving EPA. At separation, EPA informs employees of the ability
to convert the FEGLI policy into an individual direct-pay policy. Under Temporary Continuation
of Coverage, employees may elect to continue life insurance coverage by assuming payments after
separation from service. A copy of the Notice of Conversion Privilege and election form are
provided on the following pages. TCC begins on the 32nd day after an employee terminates from

the Agency.
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Feoeral Employees’ Group Lite insurance Program

R ——

PART A-—instructions to Emplaying Agency
Compiets Pen A o thus lorm ;m side cov-
ous o osetn or end

o 12 MOAINs M NONDAy SIS On The GELP MEUTANCY KATINESES (8X08CT
Dy warver) OV tes NOUCE 0 Svery &MOIOYSe SNO 10 ne tmey Of sach

OICAAIS0 SMOLYRe Who had the Ophon C-=Faftwy 0OVerage Aiso uDon
OUSS!, JVe TS AODCE 10 K [aMey ©f g1 GEOIDIS SMOIYSe WO 008S
not corwen ixs of fer Opuon C—F sty msurance Pisce 8 copy of this
notee m e empioyes 3 OHtis! Personnel Folger

igentification

1 teame Of EoWee

3 Omse of 8™ mmo.. any )

3 e of Onarn or Separason

4 Was empoyes mnsured for Oppon C—Famey nsurance on date n wem ¥°

DVn DNn

fTom &na comectly retiects ofhcial personne recoras

Agency Certihcation | Cottity that the above mntor

has been

5 Gupranrs O Autiramd AQeRCy Ot

S fane a0 Maen) ASens 0! AGERTY

T T M 08 hegnOrasg Agency Ofeas'

oA

DA 10 Ome O Thxs oBre om0 G837 !

PART B—Conversion intormation for Empioyess and Family Members Who Are Losing FEGL!I Coversge

1 you are sigible and you wizh to carry Fegeral Empioyees’ Group
Uts insurance (FEGL) coverege mto renremeni. 00 not &pply tor con-
varson Empiovess and te:r tamudy members who are laung FEGLI
pe may De ehgidie 1o the1! COvETape 10 an Memcus!
cirect-pay poicy
EMPLOYEES—You are entitiad to CONveTt 10 &N MGWICUAR! Grec-Day
poicy unless within 3 calendar cays after the date your msurance
termmates you retum 1o Government sennce In 8 POSINION N WhICh
you are ehgabie 10 reacqurre Federal Empioyees’ Group Lie insurance
You may purchase an mdmcusl pohey n an smount equal to o iess
nan your Basic ite msurence pius any OplONal COVErage you may
nave

FAMILY MEMBERS—Option C—Famuty nturance m te smount of
85 000 ror o spouse and $2 500 tor each ekgidie chid may be con-
voneo Dy Ine coverad family memberis) t0 an Mamaual direct-pay
policy upon Besth of the SMPIOYee OF upon vol a
covered empioyes who Goes not convert the Option C—Famiy -
surance Eigible tamily members are the eMpioyee's spouse and un-
unoeT age 22 0 800D
SIEDCMCIan WO Voo with the SMDIOYSe N 8 TeGULR! DEreM-Chul0 feta-
N0 recog: e ang ur

Chilsren ovor 898 22 who are mCcapabie of sei-support Docauss of &
mental of PRys:Cal (hsabxiity which exiziad betore ey reachedc age 22
THE TIME IN WHICH YOU MAY CONVERT IS LIMITED—You must
Mat yous regquest for MTorMation regarcmng Conversion withn 31 aays
Of the 4a1¢ In fieTn 3 BDOVE ©O7 Withn 31 Aays Of INa Cate you recene
this notice wiiChaver Grves you more trme it you (a1l to request con-
VETEION NTOIMALUCH withm e J1-Gay me kmn oue 10 Cause beyond
YOUT CONTrol you May Db 8liowed 10 Conven your hin insurance withun
Six months aher the Aate i tem I, Proviced you STAch @ tull sxpians
10N of INe CAUSE DEYONU YOU! COMMTO! N3 Prevented you trom mak
mp & hmely request

NOTE. Unaar cenam sunces, e o payabie if cesth
occurs withen 31 Gaya after the Group ki NSUTENCS eTTTINAYeS rogarg-
wss o L4 has been How

mmmmmalmmmmw
UNOe! BNY CICUMKANCES || OBETN OCCUTS WITHN NG 3138y Denod tur-

OCNew THD Ghus © Wlinge 5 ST GIUT wtER

GENERAL INFORMATION ABOUT CONVERSION

* No medical sxammshon 8 reguired

° You Must pay the premum apphcabie 1O the type Of pokcy you
S9IeC! £nd YOUT 8@ and ciass Of nsk

+ The government wil no! pay any part of the premuum Cost 0! your
namdual pohcy

* Your inanndual polcy may be bysn y you
selec! trom the kst of shgrie COMpParves which you will recewe
YOU BDPIY 07 CONMBIRIon

* Your ndmndual pohCy may be m gny 10rm customanily sssued by the
FSUTRNCE COMPANY. EXCED! RN MIUTENCA, UNVOTSA! e NsureEnce
Of gty Other 1OFMN 6f i NEUTANCE WITh AN NOIBATENEIS DASMIUM
8n0 wrthou! dsabiny Of ScCenial Oedth and CEMeMbErMent
benehts

HOW TO CONVERT

1 Compiete the approprate ehgixiy statement on the reverse

2 Qotam 8 compisted SF 2821 Apency Certhcanon of insurance
Siatus (onnal end Guphcate) oM your eMpIoYIng Sgency

3 Anacn me ongina! (Part 1) Agency Certihicanon of insurence Ststus
0 thes form and mad them o the Ofhce of Fegers! €
Group Ute insurance (OFEGL)) 4 Easi 24th Sirest New York NY
10010 (Note Retinng empioyees who are contiunng Basic e n-
SUrENCE DUT wish [0 CONVEN ONe Of More C! the OpHons $hould
aupmit therr auphicate [Pan 2] of the SF 2821 with thus torm to
OFEGLI and the:r ongenal {Pan 1] with ther retwement apphcaton )
OFEGL! will maii you detased nfonmanon on how 1o anply o7 con-
version together wih & kst of MIUTENCE COMPanes sugibie to con-
VBN yOur mESUTEnce

4}t you are usng thas torm o convert some Of your e msurance
coverage DU not Ontion C have your empioying oftice prapers
another SF 2819 for your tamily members

§ Farmay ot a yoo who had Option C cov-
0806 Or 0! 8n sMpioyse who i not convert Opuon C) may apply
for conwersion of therr Option C—Famuy msurance to an mamdusl
drect-pay policy by senomng & compieted SF 2819 (thes torm) to

QFEGLI (Note Farmsly members 0o not need to obta:n an SF 2821 )

5-127




Managing HIV/AIDS in the Workplace Ssptember 15, 3054

A Resource for EPA Managers and Supervisors

PART C—Eligibiity Siatemem

1. Pigass check the borrect box{es)

0

Dm Pisase +mg M SOGDONe)

Snce 10 an INEcUAl POy Pieass SN0 SASNONS!

| v Paad 81 1% DOVE FICATIEI0N KNG K Mierssssd 1 corwertng my [ Basic [ Opeon A~Sianaers . Option B—Adcmons: mew:

| et st BN I SDOVS IHOMRENON The tahcwng lETaly meroes are shoibis os porwernton of Opoon C—F smely MELrENCS (0 B STeCH-DE.
L )

—_ ]

1 Spnenir

o MEOWES (RO SEU

3 Cay Stase PP Com

—l:_-r-rr

| p~

L

1. 4

¥ B asw | Mowseran:

| B

PART D—intormation About individual Policies

TYPES OF POLICIES

The type of ndrdus DokCy YOU $8iec? Shouid be OsterTned by the
puUrposs witich ihe polidy o [0 S8rve (RKMG CYID STEOUN! yOuT OtN?
trancul olans and mesources Thafe are e Bas: torms of parma-
NENT DONTES NOWwEYE! SAT TINET Wig INFUTANCE DOLCHN S78 DRIMENty
of these nee The three DEMC pacaEs

MONS Qr (T
are
s An Ordinary Lite policy 815D Known a3 » Whola Lite poicy of 8
Sragnt Los pobcy Drowioes HpTme Drotechion m ST (8 prsmam
paymenis Mroughout your entwe hie The policy buids a CASH
VALUE sher one two of three years You may withgraw this cash
1 you ORCIOS 1D SIO0 DAY Premiums AlSO, YOU Mary DOTOw Lpon
1 Q1 any ime for 8Ny purpose
A Limiiet Peyment Lite poicy differs trom Orinary Lite m three
ways Firtt whie i1 8130 Srovions hietime protechon  prestuums are
paa over 8 specriic numper of ysars—ususily 10 20 or30 or until
8 cernlain age such as 65 Seconcly ihe company must charge &
ngner annupl premiym Ounng hese years Fiaslly DaCause
Dremums are hogher. e pobcy § CASH WALUE increzses taster
« Er 1 savings They pay you 8 aum of
money 8l a luture d3te named In e POUCY——SUCh &3 &t the end
of 20 years or a1 age 65 it you 80 not bve until InNat G818 thus sum
Of money 1S pait LDCH YOUT BRI [0 & Denelicary Named by you
Both prermuums &nd CASH VALUE are nugnar than for ine other
Type3 O! pohows

COST OF INDIVIDUAL POLICY

e NuEnee POhONs BTN B3USI O & PEMMODADAY OF hDN-Hericnehng
Dams
Premcums lor PATRSATNG pOhCs 818 MGNer Than oss cherged tor
NOMHPEMICOETING DOLCHS TR DB &7 .4 PRIMCOATING DILCY § PRemuuT
which s foun not 1o be NESAE to tumih protecion 1s retunded in
melnmnlmmullmnmmnnur Tho hirst cvioeno
ol sher p nave Deen PaIC (or DN bwe o
mmm Tommmmﬁlmmp YOU Shoutn
OeaUCT These ysarty Gmoends 1TOm the premums

Fof NON-paTtCIDAtng pokicyes, Premiums Ay 581 83 Close &3 POSSIDE
10 the actual cosl o msurance protecton The Dremaum s the
g COSt t0 the Y No &18 DO UNDET these
pohcws

The I0OwNY Bre ADOTTNMEIR Preffuymm AT On Me biss
for Ordinary Liie 1ne Twenty-payment Lite and Twaniy-year Endow
ment poicses The rates are shown tor a0es 20 to 65 a1 Ive-vear sge
mierval Premum raites o7 NON-Banicialing o 1o Bmewna
Owe" BNO RO Conoend will De DAt uNOBr hess POBCKs The reles
showh below sre exampiss only snd &ry not rates lof any one

compeny

SAMPLE ANHUAL PREMIUM RATES PER $1 000 OF INSLURANCE

3 AGE O° AGEOF |
] INSURED A1 ORDINARY 20-PAYMENT 20-YEAR INSURED A1 ORDINARY 20-PAYMENT 20-YEAR
ISSUANCE LWE LIFE EHOOWMENT ISSUANCE LFE LIFE ENDOWMEN?
OF POLICY OF POLICY ¢
H PARTICIPATING INSURANCE {ANY DIVIDENDS PAID WiLL REDUCE THESE COsTS)
20 518 00 E $30 0C 349 00 a5 ' 339 00 150 00 $57 00
: 25 | s2100 | 33300 $50 DO 50 | saT00 356 00 $5200
! 30 | s2a00 s ! 00 55 $58 00 $65.00 $69 00
| s | %800 ' 34000 85200 80 I smaopo $78.00 $7900
&0 £33 00 $44 00 $54 00 65 I ssa00 $95 00 $96 00

Prwscy Act Bistemeni—Tuie 5 Unied Sisres Cote Chapier 87 e In
BUTENCE LANGNZES SOLCHANCN OF it miormancn The Gata you Rt wni
De uses Oy e Othcy ot Fegersl Emoovest Group Lite Insurance m oeter
wne sbgrbeity 161 comeermon of Cpticn C~Famey We naurance coversge

Thrs mMiomanan May De ShATRG wiih NBLON3! S1ale 10KE) OF OTNE? CRATIEDIY
o soc Y © o sae unoer
thet whan ey 818 tveslQatNG »
D Ine £rvel 0f M2l m

L

©F w gniDe

B US COVEMRENT PAINTIN) OFFCT T ~ 203-100/ S0THT

3-128



Managing HIV/AIDS in the Workplace September 15, 1984
A Resource for EPA Managers and Supervisors

AGENCY CERTIFICATION OF INSURANCE STATUS
Fegets! Empiovess’ Group Lite imurance Program

To Agency: Seo Reverss tor Intormetion snd Insiructions

1 Name of employes 2 Daw ol bwth pmo_ dlay, pr ) 3 Soos! Securtty Mumner
45 Even! requinnp oprtheabon 46 Empioyes s Retremen System 5 [wDouson of Desgnatons of Benstciary
ISF 54 SF 2827)
S g CSRS/FERS
Revrement Aunsched
Dwd a3 an smpiyee eone on Ke with ®:3 sgency
Hag empioyes died Agpicaton tor Regremen: C On e o smpioyse s Ott:es! Pe
(SF 2801 or S5F 3107) with OPt? 7 Folder
O Ow up :
Cxnet {Spealy)
Duad! 43 8 reemMDioyec arnutan —
End of 12 months non-pay st
Otver (Soecsty} * D C Pobty 3 Fee/Public Schoo! Teacnens
'§ 11218 o) event cricxed » 1em 4 of ST 5810 Wobos of Converon Frvwepe - ISGUANLE 15 MANDATORY
(Fanpare 35 2819 K 000 ey SrIbicpse}
8 Annugl Busc Pey o on aste m emE 9 amuwcwmmnﬁiwm
(GO houry Sy, PESCIWOrn. 4=, KN 20 anALL) rans) [V any Bmgk 21 FOrecR i GeIES)
10a Owi empioyes have Opoon A . Stancard ingurance on Osw 112, Dt smpioyes have Opacn C - Farmady insurance on gaw i gem 67
N mem §?
L) o
Y - [100 ENecEvs aam O seCO0N Yes s {110 ENecbve caw oi secoon

122 Deg empioyes have Opton B . Addoonsl insurance on axts in nem &7

1
e

12p Etecsve cax of slecpon 12¢  Mumbar of muitplen on GEw N kam & 120 Lowest numpar of muipies
aunng tast § yean

13 Paryonnel Records Cariilication (THis torm wiil At be sccepid withou! dusi certliicstion,)
| CorTTy CABL W gDOVE MIDMMATON was oDULNGd IOM Bh cOMacty Miects 01hoal personnel Miconds end that tha employes was coverpd by Feaery)
E s_Group Lre insurince on Mo cate m tem 6

138 Sgnanie ol Auonzed Agency Ofxaa! { Facsmse not eccepiadie) {136 Name gno soaress ¢ spency (incuang 2I° Coga}

130 Tyded name o Aumonted Agency Othca!

13 Trie

13 Da 1Y Tetmphone number (inciuong Ansa Code)

14 Payroll Recorda Cartlticatlon {This form wifl not ds o wrl avsl) b Alpna Coae
lmmtlhmmundnmw&lbu:uytmmnwmammmm!mmlmwmm:nnpm —

Fmdmmmmumwmnmlnmmmmnmlll.nnllhlum-uw- —_——
1 URNCe Cooe mnd SF 50 souncie) o he dats i nem £ |

143 Sgneiure of Cammtang Oficial (Facssmul ool acomn by 14l Payroll Otas b umbey

140 Typea nzme of Cemtyng Othewl 14g Name ano acaress of Payroll Ofticg (if dfterent irom mat grvert s kem 13g)
tac Tive

140 Telepnone numner {iNCuang Ares Cooe) |14 Ot

[aad . ey
Sectmprasy #70 1

Fowen
Provtina S0uers e AN Ve WEN PA0.01.21 48T PART 1-Cngmal = HE L] gq:::

5-129



Msnaging HIV/AIDS in the Workplace
A Resource for EPA Managers and Supervisors

September 15, 1994

INSTRUCTIONS TO EMPLOYING AGENCIES

Compistion aof Certiflostion
1 Thaor st be n
FOLIOS IATINEINS OF 13 SChCLINT) I TFTINES B ©

an ampbyes’s

Desth

Retrement

Compiston of 12 months s NON-pty £aILS

Any OB raason, f 8 SMOKYNS WS 1 SOrVET! FELINGS, S308pt

uroer Be Kilowng OTOSTIENCES

(1) Empoyes waned or dechned on SF 2817

) ¥ tokown hat witwn 3 asender ders b the DTS
WTTanainy, 9 GTPIOYe W AEDIM 1 GOVENTITIN: senty n
e saMe ROSEDN OF ancther POSTN and he or she wilk be
oshgbis 1 FPECOUIe PALFENCS COVITES

In som 4b naEe he MAMMEn: sysiam under wiwch Be SMOYes o

coversc 1 OEYr Wan 11088 EhOWN, Diease 200cily (108

B70-1, sutnacuon S55-2(b])

a7, gre o drm of Alosoe of Convarson

anse of BT Where erTpioyee hao no Cosan C coversge

biank,

name e of conar e FEGL! Propram®

Mumuwmhmmwuuﬂb

By reEson, SXDNEE SEDArsIoN trom T Focersl servos or SxciuTion by lew

o MoUBION  tn BOOION D e etectve cxl o conwruous FEGU

COWrage NUCRE e Gaes Of iy Drask in s8R

in sern 10D, {and 11D ardd 12) “sHecve daw of slecson” means e daw

e empioyee began the opsona) FEGLI coverage wihout a break lor wny

razzon ex0ept separxton from he Fedarsl servos or exciusion by Bw or

mguzon

Appropnew offtssis must verly That the emnioyas s personnsi snd plryrall

FOCOrTs Are CONEIE Wit 0 Wk TRASON recored on Tt orm . The wo

carthcatons (N aem3 13 and 14) may ro) be maos by the same cfiae!

& peyroll h May be made by & personnel ofhowr who

23 a00933 T DEYDS MRCONDS

H ths conhcxton B oreoered ior MasOns OMer an SSOEEZON Ky

Fwrment aelitn, orend of 12 mantha n non-pey siaus DO NOT send gw

5F 2821 0 OPM  Give or maJ 1he angnal and duphea t Ihe empioyes

wath he SF 2810 for comeroon pumoses

INPORTANT  Winen o cuphcam SF 2821 i s3ue0 1 repisce one wich i

0KL. o MUTE ber eeRry marked ‘DUPUCATE”

asnop

Dispositien of CartMication

1 Deathof Emplyes

a Send osphcats (Part 2} of 5F 2821 © e Othoe of Fecera
Empeoyees Group s insurance 4 Easi 24th Sveet New Yo, NY
10010
Kooy 1w ongmal (creveably n fve Offaa! Personnel Foider or 1
oQuIVEIeN ) for ARACAMSN 0 & CLarm kor el benatts (Form FE 6)
wnon MGved
1 ro a3 recened send! ongral ST 2821 upon regUEEL © e
Oftce of Fecersi Empioyest Group Lil insuranas (OFEGLY
Il the cecsasad empioyse has any dengnsuon of benehary
torme (SF 54 or SF 2823) on e ™hay mu3si be anlached © the
onginal SF 2821 woen g s sent 1o OFEGLI

2 R-wolEmpbyu
It he retnng 0 hun annuty and s
ehgidie [T 1 anach e

ongnai SF 2821 (Past 1) ﬂmerSF.’uor
SF 282} dany ant &l e msurance slecvons (SF 176 or SF 2017
1D e ApPicEIon K Retrement snc serg ese cocumens 10 OPM
Gwe he cupicam (Part 2) o! the SF 2821 1 Tw smpoyes
(NOTE  in a duabity mwement case whem the cowremen:
&DOICANON has arearly bee asnt b OPM ansch tw engral SF 7821
ol oher merance oy 1B e “tnal” inovicus) Reorsme nt Reaoro
fSF 2006/SF 3100 or equrvaient] )

5-130

AP

& 1 ampioyes ¥ corerusry BS5c NMUEN0S D MESTENL heve
e or tar covoisss BF 2BIB, Comen of Le
Covergpa. Aach e compisw SF 2818 15 1w ongnel SF 2821

A rewnng emgioyse who wants © contnus Basc Lils maurance but
Aot cne or mare of e opeons K wivch he of Ehe WOLK) OPwrumas be
g must compiete 8 S5F D17 oedrwg Swee cosors  F fw
olecows daw of e changs 1 COVNIGS COMSs belore ThHe MoaEEIn
hmwn#!\?u_ﬂm—mhm

et =l othwr e Y .Y or Ry
Howewwr ¥ e eSecove Oult 0 1 ChaNgs N Cowenage leis star S
a Ol separEIon for ottw 5F 2017

cesgrawd FOR EMPLOYING OFFICE USE OKLY (ve e
empioyee has or her copy. erxd sXach both Ihe onpinal and Part 2 ©
e SF 221 The 5F 2821 xhoukd be compises © feled Tw eIy
eWowes reswce sl 8t the $me ol ssperston lor
sotivarvens 8o sBached 10 1he Appicason lor Fgsrement.
L empioyes warss © coranue Betc Lis nsumce bu
or mom of 1he 0PRONE, compions SF 2821 and ot ou
1) weth e AQphosion 10r RESEMEN. 83 NATENO N
acove The ampioyes should suixet he dupkasts SF 2821
(Pan [ d SF 2819, nchompng whech apaons he o ehe
wshes D convery 1 OFEGLL
!Nmmmbwmuuﬂd
) © an rwoR poicy pue hm o her e
mnmm:-ﬂamdnﬁaamlw
2819 Retan deugrssons of senslaary (SF 54 or 5F 2023) seny
1 ve mwng emooyes B ot sighbis © corrue bis NEUwce
CoOvEEge N meemant, Pve hen or her e orgnal 8 Qupkcan
(Pars 1 and 2) cooms ol he 55 2821 and o 5F 2810 Feen
cdesignesons of benslicery (SF 54 or 5F 2623} wany

you ks Recelivt stion Benelits
B-nnm-mlnmqh 12. concact e canct Oiboe of
Worners d nedgssey © conivm whefwr 8w
Smoioyes 515 his any of 1Yo ODBONA) NEUrRNON(s)

b ¥ e empbym o contwey Besc Lie nsrence heve hen or her
SF 238 G » of Liw bn: Coversge  Amach
N compignd krm © e ongwal 5F 2821 (Pen 1} Axson o)

ostprasons of {SF 54 or SF 2820) d any snd el Lite
insurance Electons ISF 176 and SF 2817) and aend hem 1 e
Otfice of Pernonnel 5 and R
Cenwr Boven PA 16017 thnmnu(l’m -
e SF 2821 1o the smpioyes
¢ how o P Basc L tut
amdnm mmammsFa!B Ca\tu:
oon of Lde s COVEge ANRCh e COmOSEd o D he
ongnel SF 2821 and send twm © he Oco of Personrel Manage:
mend &t he accress M e 35 stove The Sh0uUd SuDITI
e Apbcaw SF 2621 (Part 2y wiih o compiemdt SF 2619 0 OFEGL
B 5w emDioyee DreNen 1O CONVEN &3 OFUD INTURNCS © BN N
POy Grve hem or her the ONGINEl &nd BUEICE (Parts 1 and 2} capen
ol o 5F 2021 ena s SF 2819 Retan assgpnasons of benehosry
{SF 54 or SF 2823 deny
7 the empioyse 15 nO! Gigie © CONWLE kP NSUANKE &t 8§
COMPENLAUONE! gve heh Of her e onpnal and dupicee (Parts 1
and 2) copes of the SF 2621 and s SF 2819 Retan asgnansony of
cenebaary (SF 54 or SF 2623) ¢any

Al Ovrer Cases
Grwe or mart e ongnal and dupica s (Part 1 and 2) 10 0e employes

In &11 Canes
Rewmun tha Me copy (Pert 3) of ;e 5F 2821 n the employes s Otkaal
Personnel Foiger of &3 equevaient

Prompi Certiikcation Requirsd

The »me m wheh an Ty COMan Qroug §19 ILUTENGs 1 BN xddus!
paixy 8 wnaed  Thi S5 2821 must D8 COMpiees N0 dBwersd or maded
promgty Ses FPM Sugpiement 870-1



Managing HIV/AIDS In the Workplace September 15, 1994
A Resource for EPA Managers and Supervisors

53.6 Survivors’ Benefits

The EPA EOCC can supply a copy of EPA’s "Survivor Benefits: A Handbook for EPA
Headquarters Employees” (Fall 1990), which contains useful information, not only for survivors, but
also for EPA employees who are trying to put their financial house in order, whether they are ill
or just want to make arrangements. The handbook contains information regarding decisions on
planning for financial security and retirement, savings, insurance, unpaid compensation, and how
to accommodate changes in the employee’s personal situation.

The level and type of survivors’ benefits can differ between FERS and CSRC. FERS will
not pay a lump sum survivor’s payment if the employee had not started disability retirement. CRSC
is not affected in this way. Both plans make regular payments to beneficiaries.

Survivors’ benefits tend to be paid out at different times, depending on the program. For
example, the pay out of an accrued leave may occur within three weeks of submitting a Survivor
Application for Benefits. Pension funds may take five to six months. Life insurance benefits may
begin within four to six weeks after filing an application.

5-131



6. Other Resources



Managing HIV/AIDS In the Workplace September 15, 1084
A Resource tor EPA Managers and Supervisors

6. OTHER RESOURCES AVAILABLE TO MANAGERS

This chapter is designed to provide managers and supervisors with a list of resources with
information on HIV/AIDS in the workplace. Supervisors may refer their employees to these
resources. Resources include other organizations (Section 6.1), references consulted in the
preparation of this guide (Section 6.2), and additional materials (Section 6.3).

6.1 Organizations

The National AIDS Clearinghouse warrants special note given the breadth and depth of
services it provides. The Clearinghouse is a comprehensive information service for state and local
AIDS program managers, public health officials, and others responsible for educating the public
about HIV infection and AIDS. The Clearinghouse can provide information on HIV/AIDS-related
publications, training, educational materials, and agencies both nationally and locally. Any quest
for any information should begin with a call to the Clearinghouse.

National AIDS Clearinghouse

Business Response to AIDS Resource Service
P.O. Box 6003

Rockville, MD 20849-6003

(800) 458-5231 (English)

(800) 243-7012 (TDD/Deaf Access)

(800) 874-2572 (Clinical Trials)

Agency for HIV/AIDS

D.C. Commission of Public Health
717 14th Street, NW

Suite 600

Washington, DC 20005

(202) 727-2500

AIDS Action Committee
131 Clarendon Street
Boston, MA 02116
(617) 437-6200
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AIDS Action Council

1875 Connecticut Avenue, NW
Suite 700

Washington, DC 20009

(202) 986-1300

American Bar Association (ABA)
AIDS Coordinating Committee
1800 M Street, NW

Washington, DC 20036

(202) 331-2248

American Civil Liberties Union (ACLU) AIDS Project
132 West 43rd Street, 2nd floor

New York, NY 10036

(212) 944-9800

American Civil Liberties Union (ACLU)
122 Maryland Avenue, NE

Washington, DC 20002

(202) 544-1681

American Federation of State, County, and Municipal Employees
1625 L Street, NW

Washington, DC 20036

(202) 429-1240

American Foundation for AIDS Research (AmFAR)
733 3rd Avenue

New York, NY 10017

(212) 682-7400

American Foundation for AIDS Research (AmFAR)
Public Policy Office

1828 L St., NW

Washington, DC 20036

(202) 331-8600

AFL-CIO Department of Occupational Safety and Health
AIDS in the Workpiace Project

815 16th Street, NW

Washington, DC 20006

(202) 637-5331
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American Red Cross

Office of HIV/AIDS Education

431 18th Street, NW

Washington, DC 20006

(202) 973-6000 (Headquarters)

(202) 728-6471 (DC Chapter)

(301) 588-2515 (MD Chapter)

(703) 527-3010 (VA Chapter)

(703) 549-8300 (Alexandria, VA Chapter)

Department of Labor

Occupational Safety and Health Administration
200 Constitution Avenue, N3718

Washington, DC 20210

(202) 219-8148

Equal Employment Opportunity Commission (EEOC)
1801 L Street, NW

Washington, DC 20507

(202) 663-4264

Foad and Friends

P.O. Box 70601
Washington, DC 20024
(202) 488-8278

Gay Men’s Health Crisis
Development Office

129 W. 20th Street

New York, NY 10011
(212) 807-6664

Health Education Resource Organization (HERO)
101 West Read St., Room 825

Baltimore, MD 21201

(410) 685-1180

Hispanic AIDS Forum
121 6th Avenue, Rm. 505
New York, NY 10013
(212) 966-6336
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Hospice Council of Metropolitan Washington
1377 K St., NW

Washington, D.C. 20005

(202) 828-7777

Names Project Headquarters
310 Townsend Street, Suite 310
San Francisco, CA 94107
(415) 882-5500

Names Project of the National Capitol Area
1613 K Street, NW

Washinpton, D.C. 20006

(202) 296-2637

National Association of Counties (NACo)
County Health Policy Project

440 First Street, NW

8th floor

Washington, DC 20001

(202) 393-6226

National Association of Peaple with AIDS
1413 K Street, NW

Suite 10

Washington, DC 20005

(202) 898-0414

The National Coalition of Hispanic Health and Human Services Organizations
(COSSMHO)

1501 16th Street, NW

Washington, DC 20036

(202) 387-5000

National Gay and Lesbian Task Force
1734 14th Street, NW

Washington, DC 20009-4039

(202) 332-6483

(202) 332-6219 TDD

The National Leadership Coalition on AIDS
1730 M Street, NW, Suite 905

Washington, DC 20036

(202) 429-0930
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National Minority AIDS Council (NMAC)
300 I Street, NE

Suite 400

Washington, DC 20002-4389

(202) 544-1076

Office of National AIDS Policy
Executive Office of the President
750 17th Street, NW

Suite 1060

Washington, DC 20503

(202) 632-1090

Parents and Friends of Lesbians and Gays (PFLAG)
1012 14th Street, NW

Suite 700

Washington, DC 20005

(202) 628-4200

Planned Parenthood of Metropolitan Washington
Attn: AIDS Coordinator

1108 16th Street, NW

Washington, DC 20036

(202) 347-8500

Project Inform Treatment Hotline
1965 Market Street

San Francisco, CA 94103

(800) 822-7422

The San Francisco AIDS Foundation
Impact AIDS, Inc.

3692 18th Street

San Francisco, CA 94110

(415) 863-2437

Service Employees International Union
AFL-CIO, CLC

Health and Safety Department

1313 L Street NW

Washington, DC 20005

(202) 898-3443
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U.S. Department of Health and Human Services
Public Health Service

Centers for Disease Contral (CDC)

National AIDS Hotline

(800) 342-AIDS (English)

(800) 342-7432 (Spanish)

(800) 243-7889 (TDD/Deaf Access)

Whitman-Walker Clinic
AIDS Education Services
1407 S Street, NW
Washington, DC 20009
(202) 797-3560

September 15, 1904

(202) 332-EXAM (DC HIV Antibody Testing and Counseling Info. Line)

U.S. Department of Health and Human Services

Region |

Regional AIDS Coardinator
U.S. Public Health Service
Boston, MA (02203

(617) 565-4825

Region II

Regional AIDS Coordinator
U.S. Public Health Service
New York, NY 10278
(212) 264-2535

Region III

Regional AIDS Coordinator
U.S. Public Health Service
Gateway Building # 1
3521-35 Market Street
Philadelphia, PA 19101
(215) 596-0488

Region IV

Regional AIDS Coordinator
U.S. Public Health Service

101 Marietta Tower, Suite 1104
Atlanta, GA 30323

(404) 331-2316

Region V

Regional AIDS Coordinator

U.S. Public Health Service

105 West Adams Street, 17th Floor
Chicago, IL 60603

(312) 353-3832

Region VI

Regional AIDS Coordinator
U.S. Public Health Service
1200 Main Tower Building
Room 2360

Dallas, TX 75202

(214) 767-3871
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Region VII

Regional AIDS Coordinator
U.S. Public Health Service
601 East 12th Street

Room 501

Kansas City, MO 64106
(816) 426-3291

Region IX

Regional AIDS Coordinator
U.S. Public Health Service
50 United Nations Plaza
San Francisco, CA 94102
(415) 556-1138

September 15, 1004

Region VIII

Regional AIDS Coordinator
U.S. Public Health Service
1185 Federal Building

1961 Stout Street

Denver, CO 80294
(303)844-6163

Region X

Regional AIDS Coordinator
U.S. Public Health Service
2201 Sixth Avenue, M.S. RX-20
Seattle, WA 98121

(206) 553-0430
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7. INSTRUCTIONAL VIDEOS AND BROCHURES

To supplement this resource, managers and supervisors may consult any of several
instructional videos or brochures. Consulting outside sources may equip managers and supervisors
with more information about how HIV is transmitted, how transmission is prevented, and how
testing for HIV works. In the following two sections, discriptions of four videos and six brochures
are presented. Also presented is information on obtaining copies of the brochures or videos.

7.1  Summaries of Four Instructional Videos on HIV/AIDS

The following section includes summaries of four instructional videos on HIV/AIDS- related
topics. Each covers a different set of issues, but the primary focus is on HIV/AIDS in the
workplace. In each summary is a description of contents, presentation techniques, and problems.
Problems can include the use of antiquated terms out of date information, or content or images that
might be considered graphic or offensive by some persons.

111 _America at Work: Living with HIV

VHS video cassette (20 minutes)
Available as part of manager training

The American Red Cross
Nations Capital Chapter
2025 E Street, NW
Washington, D.C. 2006-5099

Contents. Narrated by actor James Earl Jones, this video presents information on a wide
range of HIV/AIDS in the workplace issues. The video uses a variety of techniques, including
profiles of two employees with HIV/AIDS.. The focus of the video’s content is on HIV
transmission, prevention of HIV transmission, and working with persons with HIV/AIDS. The
video is effective in describing how HIV/AIDS is transmitted and how it is not. The profiles
feature a Latino male who works for a child advocacy organization (Cid Randal) and a white
(Mediterranean) woman who is an administrator of an after school program (Pat Migliori). The
individuals are presented as vigorous, in apparent good health, intelligent, articulate, and hard
working. Their supervisors and coworkers give testimony to Cid’s and Pat’s value and their own
willingness to make accommodations and provide emotional support. In sum, the profiles show how
workers can continue to contribute without being subject to stigma or isolation. There is a relatively
extensive discussion of condom use. The endorsement of condoms (and spermicides) is mentioned
several times.
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Presentation, A variety of video techniques is nsed, including testimonials by persons with
HIV/AIDS and their coworkers, narration over a montage of footage of persons at work, and
statements by HIV/AIDS professionals. One statement is offered by the Rev. Joseph Lowry,
Director of the Southern Christian Leadership Conference. A wide variety of workpiace situations
is presented — white collar, pink collar, and blue collar (perhaps with an emphasis on blue collar).
Also, a diverse group of speakers and workers is shown — different genders, ages, race/ethnic
groups, sexual orientations. One advantage of the video is that much of it was recorded in the
Washington, D.C., area. EPA managers and supervisors in the Washington headquarters may
recognize Metro, Montgomery Mall, and local businesses, such as Lamda Rising in Dupont Circle.

Problems. There is not much discussion of employee rights, reasonable accommeodations,
or formal workplace policies. Managers are shown, but the decision making process around
accommodations or workplace policies is not shown. There is a brief reference to the Americans
with Disabilities Act without any details. Two types of persons may fee! uncomfortable with the
video. First, Gays and Lesbians may feel excluded from the video, because the two featured
employees with HIV/AIDS appear to be heterosexual. (The woman is unambiguously heterosexual
and contracted HIV from her husband. The man is shown lifting weights, is Hispanic, and there
is no discussion of his sexual orientation.) Second, political conservatives may be offended because
the video does not present abstinence or monogamy as preventive behaviors.

712 Epidemic of Fear: AIDS in the Workplace
Video cassette (23 minutesj, $150

Impact AIDS, Inc. (distributor)
3692 18th Street

San Francisco, CA 94110

(415) 621-3951

San Francisco AIDS Foundation (producer)
333 Valencia Street, Fourth Floor

P.O. Box 6182

San Francisco, CA 94101-6182

(415) 861-3397

Contents. The video contains information related to HTV/AIDS awareness; transmission
and prevention; and workplace situations and policies. It combines brief comments by health care
and personnel management professionals, as well as vignettes on five persons with HIV/AIDS.

Presentation. Produced in 1988, the video features a variety of images and means of
presenting information. It uses a number of visual and audio techniques, including testimonials,
professional takking heads, and exterior and workplace scenes with voice overs. Scenes change
quickly, but not chaotically. The individuals featured are articulale and sympathetic, and they reflect
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an effort to attain gender and racial diversity. There are frequent subheadings to break up the text.
Each section is introduced with a written quotation. The questions and answers section is the
longest and covers 24 inquiries that could be directed to managers, supervisors, educators, or

trainers.

Problems. There are no fatal flaws in the video; however, there are some limitations. The
workplace situations reflect, largely, the private sector and there are references to an outdated term,

ARC (AIDS related complex).

7.13  One of Our Own

VHS video cassette dramatization (20 minutes)
Cost: $560 per unit

Dartnell Corporation
4660 Ravenswood
Chicago, I 60640

(800) 621-5463
(312) 5614031

Contents. The video is a dramatization about an advertising executive with AIDS. The
employee, Tom Bramson, is a with male, apparently in his late 30’s to early 40’s. In his position,
Tom has to work closely with other employees. A variety of workplace situations are covered,
including:

v Disclosure to a supervisor;

o Development of a company policy on employees with AIDS;

o Legal obligation to non-discrimination against handicapped,/disabled employees as long
as the firm holds federal contracts;

o Disability and continuation of insurance coverage;

o HIV/AIDS education;

o Non-transmission 61’ HIV in normal workplace situations;
o Disclosure to coworkers;

s Difficulties with coworkers and disruption of work; and

s Ability of persons with HIV/AIDS to perform valuable work.
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One af Our Own has high emotiona contact. Most viewers are visibly moved. Perhaps the greatest
attribute of this video is Tom’s supervisor’s supportive attitude, which comes about gradually as his
HIV/AIDS awareness develops and Tom demonstrates his continued value to the company. The
story depicts the learning process. Because of the high emotional content, viewers are likely to want

to discuss the video,

Presentation. Virtually all of the video is presented in a narrative (story) format. There
is, however, a small amount of basic information on HIV/AIDS transmission and prevention
presented as a voice over. In general, the acting is good. A broad range of reactions to a coworker

with ATDS is delivered well

Problems. Produced in the late 1980’s, the video does contain some out-of-date terms, such
as ARC. The term HIV is not used at all. There is little basic information on how HIV is
transmitted and on how to prevent transmission. The video does not address a broad range of
workplace situations or subjects about which employees may have questions, such as whether HIV
is airborne and infectious in enclosed spaces. The video has a few shortcomings. Principally, nearly
all of the employees of the fictional small firm are white. All mangers are white males. The few
blacks and Hispanics shown appear in the background of various scenes. Furthermore, in its
attempt to show that HTV/AIDS is not the exciusive domain of homosexuals or injection drug users
("AIDS is not a Gay or junkie disease”), the actors use jarring terms. Another issue may give
managers pause. As part of HIV/AIDS education, the company holds a disclosure meeting. The
video seems to endorse this practice, even though the reaction of Tom’s coworkers is generally
negative. Widespread disclosure may not fit the style of all organizations.

114 The Next Step: HIV in the 90s

Impact AIDS, Inc. (distributar)
3692 18th Street

San Francisco, CA 94110

(415) 861-3397

The San Francisco AIDS Foundation (producer)
333 Valencia Street, Fourth Floor

P.O. Box 6182

San Francisco, CA 94101-6182

(415) 861-3397

) Contents. The video features many corporate managers, health professionals, and persons
with HIV/AIDS who provide testimonials. The video is oriented to use by organizational leaders
and managers.

_ Presentation. This is a highly watchable video. The production techniques are varied. The
subjects are sympathetic, personable, and credible. The pace is quick, but not hectic. There is an
attempt to present a mix of genders and races.
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Problems. This material is designed for viewers who have a basic understanding of
HIV/AIDS and personnel issues. The three firms profiled (Syntex, DEC, and Modine) are depicted
as making positive, proactive efforts and as willing to struggie through the policy development and
implementation process. The firms depicted tend to be suburban. Although some of the
presentations are prescriptive, the tone is not pedantic. The persons featured refiect gender, age,
and racial diversity.

72 Summaries of Six Brochures on HIV/AIDS

In this section, the potential uses of six educational brochures on HIV/AID-related topics,
are discussed. Also discussed are the brochures’ relative strengths and weaknesses. In addition to
the weaknesses discussed there are a few inaccuracies in the brochures; also some out-of-date
terms are used. These inaccuracies and antiquated terms are identified along with aspects of the
brochures that may be considered offensive or inconsiderate by various population groups. Also,
identified is the use of sexually explicit or other graphic language.

72.1 AIDS in the Workplace: Labors Concern

American Federation of Labor and
Congress of Industrial Organizations
815 16th Street, N.W.

Washington, D.C. 20006
202/637-5000

Publication No. R-197-0292-50

Charge for 1-99 copies: $/50/each
Charge for 100+ copies: $.35/each
Call 202/637-5041

Potential uses. The brochure begins with a case study of employees concerned about a
coworker who has HIV/AIDS. The employees seek to educate themselves about the illness. The
brochure proceeds with basic information about how HIV is transmitted, and how transmission is
prevented, and about employees rights. The brochure could augment the Managers and Supervisors
Resource by discussing the progression of HIV illness. It contains information that is applicable
to all employees, particularly those who belong to collective bargaining units and those who work
in settings where there is a risk of exposure to blood.

Strengths. The brochure effectively reinforces basic information about HIV infection,
vectors (routes) of transmission, and transmission prevention methods. It identifies professions in
which there is a risk of an employee coming into contact with blood -~ for example, law
enforcement, health care, and laboratory work. The discussion of prevention techniques is brief but
straightforward.
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Weaknesses. The brochure tends to emphasize those relatively few work situations in whi.ch
there is a risk of infection from bloodborne pathogens. Because of its emphasis on occupatior}s wgth
a risk of exposure to blood, the brochure could be viewed as alarmist. Also, there are fieﬁmenmes
with respect to the timeline on the progression of HIV iliness: (1) it does not contain the most
recent information that 50 percent of persons with HIV will develop AIPS w_lthm elgi_lt to 10 years
after infection, and (2) it fails to take advantage of the opportunity to identify the window period
during which HIV antibodies multiply to the point at which they can be effectively detected.

Consumer guidance. The timeline presented on pages 10 and 11 does not reflect the most
current information available. It indicates that persons with HIV will develop opportunistic
infections within five to six years. The most current information (at the time this report was
prepared) is that about 50 percent of persons with HIV will develop illnesses that categorize them
as having AIDS within eight to 10 years of infection. The brochure uses the word "rubber” for
condom (page 7). Although it identifies professions in which there is a risk of exposure to blood,
the brochure does not inform employees how to minimize the occupational risk of exposure to
bloodborne pathogens. The reader will have to consult the Managers and Supervisors Resource for
information on universal precautions and safe clean up of blood spills.

722 A Guide to Social Security and SSI Disability Benefits for
People with HIV Infection

U.S. Department of Health and Human Services
Social Security Administration

(800) 772-1213

SSA Publication No. 05-10020

September 1993

ICN 454650

1-99 copies may be obtained at no cost through local Social Security offices

Potential nses. The brochure can provide an effective supplement to the Managers and
Supervisors Resource on the subject of eligibility for Supplemental Security Income and Social
Security Disability Income. It outlines the types of records to be kept and information necessary
to make a claim. It identifies other informational materials and provides a general telephone
number for the Social Security Administration (SSA).

Strengths. The brochure begins with a table of contents for easy reference. The text is
organized around a question-and-answer format. The print is easy to read and the text is relatively
easy to follow.

Wealknesses. The brochure may oversimplify the process, despite SSA’s claim of its intent
to expedite claim processing for persons with HIV-related disability or iliness. Furthermore, the
brochure does not clarify to whom in the application process the individual must disclose medical
information. For example, does SSA require individuals to disclose HIV status to telephone
operators or intake clerks? Another weakness of the brochure is that it requires cover-to-cover
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reading to give a full view of eligibility and application requirements. Finally, the brochure does
not provide the reader with information on how to order publications.

Consumer guidance. Readers should be aware that the brochure tends to oversimplify the
application process, especially the procedures for determining and verifying eligibility. Fur.thermore,
the brochure tends to minimize the role of State-level agents who make the determination of
eligibility. The brochure does not describe the appeals avenue availability in the event that the
claim is denied. Although it mentions the availability of Medicaid reimbursement for health:related
services, the brochure does not say much about Medicaid eligibility, the extent of coverage, or the
availability of Medicaid waivers to obtain health-related services in a residential setting. Finally, the
brochure does not provide any statistics on the length of time it takes to apply for or receive
benefits. Nor does it provide any statistics on claim approval or disapproval, or reasons for
disapproval.

723 Preventing HIV and AIDS

America Responds to AIDS

U.S. Department of Health and Human Services
Public Health Services

January 1992

HIV/NAIEP/1-92/013

Available through the National AIDS Clearinghouse at (800)458-5231.
Charge for 50 copies: $6.50
Charge for 100 copies: $7.25

Potential uses. This brochure can be used for HIV/AIDS awareness. It encourages
community service and action, and provides some ideas for individuals or groups to get involved in
organizing or providing services to persons with HIV/AIDS.

Strengths. The brochure has an attractive appearance and is printed on card stock with a
contemporary, subtle background pattern. It uses screened images, simple text and lists, and graphic
accents. It is organized by topical questions. The brochure introduces a range of outlets for
individuals to channel their frustrations, energies, and concerns about HIV/AIDS.

Weaknesses. The brochure provides little detail on how individuals can organize to realize
the services or actions identified. The only informational resources it identifies are the Centers for
Disease Control and Prevention HIV/AIDS Clearinghouse and Hotline.

Consumer guidance. In the first place, the title suggests that prevention of HIV and AIDS
are separate issues. The text separates the words "HIV" and *AIDS" also. While it is true that
preventing the transmission of HIV also prevents the development of AIDS, there is currently no
sure way to prevent AIDS from developing once a person is infected with HIV (although there may
be ways to prolong the period between HIV infection and the development of opportunistic
infections). The unexplicit term "risky behavior” is used (page 4). The reader will have to consult
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other brochures or the Managers and Supervisors Resource for an outline of behaviors that put
persons at risk of exposure to bloodborne pathogens like HIV. In one section of the brochure, one
of the ideas designed to increase community awareness is to organize a "rap” song contest. It is not
likely that the authors of the brochure intended to restrict song contests to rap music, but some
persons may feel excluded when they read the idea (page 6). Rap is, nevertheless, a popular form

of music.

724 Swyeon General's Report to the American Public on
HIV Infection and AIDS

Centers for Disease Control and Prevention (CDC)
Health Resources and Services Administration
National Institutes of Health

June 1993

U.S. Government Printing Office: 1993-534-369

Available through the National AIDS Clearinghouse at (800)458-5231.
Charge for 50 copies: $6.50
Charge for 100 copies: $725

Potential uses. This brochure contains basic information about HIV/AIDS, supplementing
the Managers and Supervisors Resource. It provides a comprehensive overview of information on
HIV transmission —~ including issues concerning transmission through transfusion, organ and tissue
transplant, and artificial insemination; self-assessment of whether an individual is at risk of HIV
infection; protection from HIV transmission; and recent epidemiological data on newly reported
cases of AIDS.

Strengths. The brochure provides a comprehensive treatment of general HTV/AIDS issues.
The text is presented in an attractive format interspersed with photographs and charts. The
brochure covers issues not covered in most other brochures (e.g., organ transplants, seroprevalence
trends, HIV infection among women). In addition to addressing prevention, the brochure discusses
living with HIV. It provides some health advice for persons with HIV.

Weaknesses. The brochure’s discussion of HIV antibody testing does not address the
importance of pre- and post-test counseling.

Consumer guldance. The reader will have to get a more detailed medical definition of HIV
from another source. Likewise, other materials discuss HIV testing and counseling services in
greater detail. The brochure contains frank language about sex. Although there is some text
recommending “sex with a steady, uninfected partner* and abstinence as means of preventing HIV
transmission, the brochure provides a longer and more detailed section on the use of condoms and
spermacides. The brochure includes photographs of condoms and the new female condom.
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725 Voluntary HIV Cownseling and Testing

America Responds to AIDS
Centers for Disease Control
US. Public Health Service
NAIEP 5/93 D545

Available through the National AIDS Clearinghouse at (800) 458-5231. Charge for 100
copies: $7.25; however, limited to 100 per customer until new supply is received.

Potential uses. This brochure provides an effective supplement to the Managers and
Supervisors Resource on the subject of HIV testing and counséling. It can be used by persons to
assess whether they should seek HIV testing and counseling. Also, it provides consumer
information on the types of services that testing centers should offer. The brochure can help
prepare individuals for the experience of HIV testing - including waiting for test results.

Strengths. The brochure contains an effective summary of advice and consumer information
on HIV testing and counseling services. The text is interspersed with photographs which provide
a diverse set of images (gender, age, race/ethnicity, and sexual orientation). It makes a strong case
for obtaining counseling prior to and after HIV testing. Also, the brochure makes a clear
distinction between confidential and anorymous testing. The text ends with a question-and-answer
format that addresses a wide range of issues not covered earlier in the brochure.

Weaknesses. The brochure is over 30 pages long and begins with a table of contents, but
there are no page numbers. There is a confusing graphic on the ninth page without a caption or
title (or reference to it in the text). The text does not directly address the *window period” for
detecting HIV antibodies, and its implications for the effectiveness of testing. The material on
transmission by needle sticks gives the impression that needle sticks would always be accidental.

Consumer guidance. The brochure mentions that some services charge a fee for testing,
while others do nat. Yet the reader will have to consult other sources for information about
insurance coverage for testing and actual costs. The brochure does not provide a range of costs that
individuals can expect to pay for testing. The reader will have to consult other sources for a
description of the actual test procedures (sample taking and laboratory analysis). There is text that
states that there is a "small chance" that individuals who receive a negative test result will actually
be HIV positive. The reader will have to consult other sources to learn what this *small chance”
is and to learn about what types of circumstances might cause an HIV-positive person to test
negative.

79



Managing HIV/AIDS in the Workplace September 15, 1994
A Resource for EPA Managers and Supervisors

72.6 YourJob and HIV

American Red Cross

202/728-6608 (or your local chapter)
ISBN 0-86536-123-1

Stock No. 329502

Rev. March 1992

Charge for 50 copies: $2.80

Potential uses. This brochure provides a' general introduction to basic issues concerning
HIV/AIDS in the workplace. It could be read by all employees, not just managers and supervisors.

Strengths. The text is contained in an attractive, fold-out brochure that can fit into a pocket.
It emphasizes the need for compassionate and respectful treatment of persons with HIV/AIDS or
any life-threatening medical condition. It mentions the importance of preserving the confidentiality
of medical information. The brochure offers a fairly comprehensive discussion of practices to
prevent the transmission of HIV in workplace situations and during the administration of first aid

or rescue breathing.

Weaknesses, The brochure mentions a variety of workplace issues, but does not explore any
of them in detail (e.g., accommodations, confidential information).

Consumer guidance. Readers may perceive the brochure’s depiction of as patronizing
employees with HTV/AIDS. The text may suggest that persons with HTV/AIDS should be aliowed
to continue to work for reasons related to sympathy and the employee’s sense of self-worth rather
than as a matter of employee rights.
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U.S. Environmental Protection Agency
Office of Pollution, Pesticldes, and Taxics

MANAGING HIV/AIDS IN THE WORKPLACE - A RESOURCE GUIDE

EVALUATION QUESTIONNAIRE

We would like to know your opinion of the "Managing HIV/AIDS in the Workplace A
Resource for EPA Managers and Supervisors." Please indicate the extent to which you agree
or disagree with the following statements about the Resource by circling the appropriate
number on the scale.

10.

11.

12

13.

14.

The Resource will be useful to me as 2 manager or
supervisor.

The accompanying brochures were useful to me as a
manager or Supervisor.

The Resource was easy to understand.
The Resource taught me a great deal.
The Resource was free of technical errors.

The Resource had a professional appearance.

' The Resource was well organized.

The Resource was interesting to read.
The Resource presented accurate information.

All of my questions about HTV/AIDS in the workplace
were covered in the Resource.

The Resource made me less fearful about managing;
or supervising persons with HIV/AIDS.

The Resource did not require too much prior knowledge
of basic HIV/AIDS information.

The Resource did not require too much prior legal
knowledge.

The Resource did not require too much prior
knowledge of EPA procedures on leave, reasonable
accommodations, etc.

Strongly

Disagree
1 2
1 2
1 2
1 2
1 2
1 2
1 2
1 2
1 2
1 2
1 2
1 2
1 2
1 2
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Strongly
Agree
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Strongly Strongly

Disagree Agree
15. Iam likely to seek more information from the sources
listed in Chapter 6. 1 2 3 4 S
16. The Resource meets my expectations. 1 2 3 4 5
17. Overall, I am very satisfied with the Resource. 1 2 3 4 5

18. How long have you been in a managerial or supervisory capacity at EPA? (CHECK ONE)

Less than 1 year........cooe.e. h
110 3 years.......weencennen. { 12
410 6 YeArS..mcersncrcnenranns (s
6 OF MOTE YEArs......cccccenene. e

19. How many persons do you currently supervise?

Number of Persons

20. Areyou male or female?
Male . [h
Female 2

21.  What is your age?

1810 30 covmcereecrnerenerrnnsees [h
311040 e L2
4180 50emeererreerere s s
51to 60 . . [Ja
61 and OVEr .....ccceeerrrmrennne s

22.  What is your race/ethnicity?

African AMETICAN........ccouveereemmscremsessssmseasesenas [h
Asian/Pacific Islander.... - (L
HiSPaniC .....cuuvsmmsamsssnarsonn HE
Native American or Alaskan Native....co.c.c.coeemee (4
White, not of Hispanic ofigin. .....coeeveenecveencns LS
Other Cle
Please specify ( )

PLEASE RETURN THIS QUESTIONNAIRE TO FRANK FINAMORE, THE EPA
HIV/AIDS COORDINATOR. THANK YOU FOR YOUR INPUT AND COOPERATION.
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H 3 UNITED STATES ENVIRONMENTAL PROTECTION AGENCY
2
% £ WASHINGTON, D.C. 20460
'1)". .‘o“‘.:.
APR |6 1980

OFrrFICE OF

PESTICIDES AND TOXIC SUBSTANCES

MEMORANDUM

SUBJECT: Compressed Workweek Program

FROM: Charles L. Elkins er; y/
Director y
Office of Toxic Substances -

TO: OTS Managers

The Compressed Workweek Program has been in effect for over
a year now, and I have been thinking about its impact on our
programs. For many OTS employees it has reduced commuting time
and expense, and offered greater flexibility in meeting personal

or family responsibilities.

Cn the other hand, there are times when people in OTS can't
attend meetings that are important for them to attend because the
meetings are scheduled on their compressed day. Since a matrix
organization such as 0TS requires meetings to get its work done,
and since we have too much work to do to allow us to go to a 3
day week for meetings, I believe we need to take advantage of the
flexibility allowed in the OPTS Compressed Workweek Procedures to
adjust to our workload. I think we need to begin interpretating
this program in a much more liberal way.

The procedures (attached) offer all supervisors the
opportunity for flexible staff scheduling in order to ensure full
operation during the ten work days of each pay period. See
especially page 2 (2nd and last paragraphs). I therefore
encourage you to begin a more flexible implementation of the
program in two ways when they are consistent with efficient
operations and the wishes of your employees: (1) approve and have
your managers approve compressed days other than Monday or Friday
on a permanent basis, and (2) make approval by the supervisor to
switch days in any pay period as easy as possible
administratively.

Attachment
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PEITICIOES AND TOXIC IVSSTANRCES

MEMORANDUM

SUBJECT: Compressed Workweek Program

FROM: Mol Victor J. Kimm gqjon T.

Acting Assistant Administrato
for Pesticides and Toxic Subd

TO: All OPTS Employees

I am pleased to announce that we have received approwval
to implement a Compressed Workweek Schedule (CWS) Program
within CPTS. A copy of the OPTS Workweek Program Procedures
are avalilable from vour Administrative Officer.

Included in the package is the Compressed Workweek
Schedulina Request (form) which you should complete and return
to your supervisors for their approval. All employees, even
those who do not wish to go on the CWS, are asked to complete
the form so that supervisors are knowledgeable of all their
employees desired schedules and can then approve schedules
that will ensure adeqguate office coverage. °"Please return
your request to your supervisocr NLT January 1S, 1989.

Provided you have approval, you may start workirng under
the CWS Program on January 29, 1989.

If you have any questions regarding the CWS, you should
discuss them with your supervisor. Any policy questions
concerning the OPTS Compressed Workweek Program can be

directed to Joyce Hay, 382-775%.



OPTS COMPRESSED WORKWEEK PROGRAM
PROCEDURES

INTRODUCTION

This decument describes an optional compressed workweek
program for OPTS employees. Compressed workweeks will allow
employvees to work longer daily schedules and get an extra day
off every pay period. OPTS plans to implement the 5-4/9
Compressed vWorkweek Schedule Program that compresses 80 hours
of work into nine days each pay period. Under this program,
employees will work one five-day week and one four-day week
in each pay period. They will work a total of eight nine-hour
days, one eight-hour day, and have one day off per pay perioc.

Any compressed workweek schedule other than the 5-4/9
program may be considered on a individual case-by-case basis
where rare, unusual, or extenuating circumstances exist.
Such situations will require the approval of the Assistant
Administrator for Pesticides and Toxic Substances.

COVERAGE
All OPTS full-time and part-time employees, managers,

and supervisors are eligible to participate in the compressed
workweek program. Participation is voluntary.

RESPONSIBILITIES

SUpDRIViISDIS

1. Timely approval or disapproval of the employee's
reguest to participate in the CWS program. Approval or
disapproval will be based on considerations of work needs and
employee's personal needs. Supervisors should discuss any
problems related to employees request and work for & schedule
satisfactory to both.

2. Providing Timekeepers with copies of all approved
requests and ensuring that accurate time and attendance
records are maintained for every employee.

3. Ensure that there is adeguate office coverage each
day.

4. Providing the emplaoyee with a copy of the approved
CWS request form or a written statement of the grounds for

disapproval.



Employees

Adhering to the compressed workweek schedule as approved
by their supervisor. Once approved, the schedule will remain
in effect until changes are reguested by the employee and
approved by the supervisor. Changes to on-file schedules are
accomplished by submitting & new schedule for supervisory
approval at least one pay period in advance of the proposed

change.

Under special or unusual circumstances employees and
supervisors may agree to a temporary change to another day off
within the same pay period. Denial of such a reguest should

not be arbitrary or capricious.

GENERAL PROVISIONS

Work Hours

The Agency's public service hours are from 8:00 a.m. to
4:30 p.m.. These hours constitute that portion of the day
when we guarantee a full range of services to the public.
The compressed workweek schedule offers an advantage of
increased availability to the public. Offices will be open
five days a week, Monday through Friday. NFFE bargaining
unit emplovees may request daily work schedules between the
hours of 6:00 a.m. and 6:00 p.m. AFGE bargaining unit and
all other OPTS employees may request daily work schedules
between the hours of 7:00 a.m. and 6:00 p.m. Earlier or
later daily schedules may be considered with supervisory
approval. Office Directors may limit beginning and ending
work hours for their organization or any portions of their
organization.

Lunch Period

The normal lunch period will continue to be 30 minutes
with the lunch period not counting in the number of daily
work hours.

Comoressed Day Off

Employees may request that their day off, subject to
supervisory aporoval, be any Monday or Friday during the
bi-weekly pay period. Alternate "day off" schedules may be
considered on an individual case by case basis by supervisars.



tompressed "Short" Dawv

It is suggested that the one B-hour day be scheduled on

the opposite Monday or Friday of the approved "day off".
However, this is based on mutual consent between the employee

and supervisor.

Holidays

When a holiday falls on an employee's regularly scheduled
workday, the employee will be credited with the appropriate
nunber of hours he/she was scheduled to work on that day.

wWwhen a holiday falls on a full-time emplocyee's "day off"™,
the employee is given an "in lieu of" holiday on either the
day preceding or following the scheduled day off. The

following applies:

1. If the holiday falls on the Friday that is the
employee's scheduled day off then the "in lieu of" holiday

is the preceding Thursday.

2. 1If the holiday falls on the Monday that is the
employee's scheduled day c¢ff -~ then the "in lieu of" holiday

1s the following Tuesday.

Part-time employee's do not get an "in lieu of" holiday
when a holiday falls on any of their non-work days. (Per
S CFR:610.406)

Absence and Leave

Time off during an employee's apprroved work schedule is
charged to the appropriate leave category (i.e. S-hour workday,
9~-hours' leave, B-hour workday, B-hours' leave, etc.). Hours
worked and/or charged to leave, comp time, or excused absences
(late arrival/early departures due to weather conditions, etc.)
must total 80 hours for full-time employees and €4 hours or
less for part-time employees each pay period.



overtime

Overtime work may still be crdered and approved subject
to applicable overtime regulations. Under the compressed
workweek schedule, overtime for 5-4/9 emplovees is defined as
time in excess of 9 hours in a 9-hour day or B hours in an

g8-hour day or more than 80 hours in a pay period that is
authorized in accordance with existing statutes, regulations,
and EPA policies. An employee may reguest compensatory time
off in-lieu-of overtime pay as provided in law, regqulation,
and EPA pelicies. Any ordered and approved comp time earned
as a result of werking on the scheduled "Day OLf" should be

used within the following two pay periods.

Modification of Combressed Workweek Schedules

When an employee who is on a compressed workweek sSchedule
is required to travel, participate in a training course, take
military or court leave, or serve where the hours of work are
different from the approved schedule, the employee and the
supervisor may find it necessary to make adjustments to the
bi-weekly schedule. 1In these kinds of situations, the supervisor
will decide on 2 case by case basis what-adjustment,-if--any,
are necessary and notify the employee and the timekeeper.

IMPLEMENTATION

All emplovees must indicate their interest in particip-
ating in the compressed workweek program by completing the
attached form. Employees will acknowledge in their request
that they have read and will comply with the OPTS Plan.
Supervasors will discuss with employees any problems concern-
1ng their reguest and, working for a schedule satisfactory to
both, will approve or disapprove the compressed workweek
schedules. 1If the supervisor and employee can not reach a
work schecule agreement, the employee may appeal to the next
higher level superviscr.

Again, participation in the compressed workweek schedule
is voluntary. Any employee who wishes to withdraw from the
compressed workweek schedule may do so in writing at least
one pay period in advance of returning to the standard B-hour
workday schedule.



-S-

CONTINUANCE OF PROGRAM

Every OPTS employee, manager, and Supervisor is encouraged
to participate. The success of the compressed workwegk program
requires mutual cooperation on the part of all supervisors and

employees.

I1f, after a trial period, it appears that the efficiency,
level of service, or productivity of any organizational work
unit is impaired, the supervisor may determine that his/her
organization or any subunit should be excluded from the program
If this occurs, the supervisor sheuld make the showing, in
writing, to the Assistant Administrator and reguest that the
organization or subunit be exempt from the pregram and that
the emploYees be returned to the standard B-hour workday

schedule.

*In addition, a supervisor may, at his/her option, cancel
an employee's participation in the compressed waorkweek program,
if the individual displays conduct which warrants closer and
more hands-on supervision which could not be accomplished under
the compresseé workweek program. Under these circumstances,
the employee would revert to the standard 8-hour workday schedule.

EXPERIMENTAL PERIOD

This compressed workweek plan will be implemented a: the
earliest practicable date once appropriate Agency and Union
approvzls are received. The experimental period will run €or
cne full vear from the date the program is implemented. An
evaluztion of the success of this program will determine if
the progrem should be extended, cancelled, or implemented as

a8 permanexnt preogram within CPTS.

r/
APPRQVED : “2§;—’<j:2 qu::>~»f1~a

Victor J. Ximn
Acting AsSistant Administrator

for Pesticides and Toxic
Substances

AS AMENDED ON .
BN T3 B89

*This action must be necoriated by the hgency if the employee
is in the NFFE Union bargaining unit.



COMPRESSED WORKWEEK SCHEDULING REQUEST

NAME :

ORGANIZATION:

DATE CWS WILL BEGIN:

/__/ 1. 1 have read the OPPT Compressed Workweek Schedule Plan
and I wish to participate in the program. I reguest
the following pay period schedule.

Mon. Tues. Wed. Thurs. Fri.
a.m. a.m. a.m. a.m. a.m.
Week 1 of PP | p.m. p.m. p.m. p.m. p.m.
a.m. a.m. a.m. a.m. a.m.
Week 2 of PP p.m. p.m. p-Mm. p.-Mm. p.m.

Enter beqinning and ending times of each work day. {(Indicate the
total hours for each day to include lunch period.) Enter "QOFF"
on desired Monday or Friday to be your "Compressed Day Off".

[ _/ 2. I have read the OPPT Compressed Workweek Schedule Plan
and I do not wish to participate in the program.

Employee Signature®* Date

*Signature signifies employee will comply with OPPT CWS Plan.

Approved [/ /
supervisor's Signature Date

Disapproved /__/

Approving/Reviewing Official

(This form will be retained by the employee's Timekeeper.)
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, EPA HEADQUARTERS
PILOT FLEXIBLE WORKPLACE PROJECT
PROGRAM GUIDANCE

L BACKGROUND

~ The Pilot Flexible Workplace Project (Flexiplace) is an innovative management program thai
provides cmployes. thc'opponunity t0 pe:form their duties at altermative duty stations (e.g.. satellite
locations, employee's residences) duning an agreed upon portion of their work week. Flexipiace, also known
as flexible workplace, work-at-home, telecommuting and teleworking refers 10 paid employment away from
the organization’s pnmary traditional worksite.

IL PURPOSE

It is the policy of EPA to schedule and deploy our workforce in the conduct of the public’s business
and the Agency's mission 10 achieve opuimal productivity, to enhance the spirit, morale, and welfare of
employees, and to provide leadership in promoting environmental quality.

EPA must constantly strive to achieve high fevels of performance and productivity in conducting the
Agency's mussion with the limiled budgetary resources that are available. The creative application of new
technology, new organizational configurations, human resources development, and Total Quatity Management
are factors in evolving working arrangements that will contribute to higher productivity.

The employees that EPA-Headquarners attracts, trains, retains and rewards are essentiat to the;
productive conduct of our work. EPA-Headquarters human resources development program is pursucd i
enhance the spirit, moraie and welfare of all employees,

EPA is expected 10 be a leader in promoung new methods to reduce risk and prevent pollutnn
Commute-based traffic congestion and associated air pollution emissions can be reduced by applying
alternauve work scheduling and worker deployment techniques. EPA-Hesdquarters can be a teader in
demonstrating the air quality benefits that accrue from work scheduling Oexibility.

In each of these areas — productivity, employee welfare and environmental teadership - the
scheduling of the times of work and the deployment of empioyees to the place of work cas measuratih
improve the conduct of the public’s business and Agency's mission.

To this end, EPA-Headquarters will spoosor 2 one-year pilot project ip Flexipisce pursuant tn the
guidelines set forth by the President’s Council oo Management [mprovement (PCMI).

The Flexiplace project sponsared by PCML, is designed to test alternatives to the traditional w.k
environmeat which may afford opportunities 1o assist the Federal sector in attracting and retaining qu.shin
employees. Specifically, Flexiplace will be cvaluated for its potential cost reductions sad improved we-is
operations by measuring increased employee productivity and positive changes in employee muralc.
motivauon, job satisfaction and reductions in absentecism. Measuremeats may aliso reflect mnud FE NI
in towered requirements for office space, utilities, equipment and parking, and gains (o the eavironment s
reducing commuting to a ceatralized workplace.

This guidance will serve as the foundation for establishing 8 successtul pilot program that will beng v
EPA-Headquarters and its employees. Consequenly, dunng this pilot, some refinement and adjusiment wil
occur as the various phases of the project proceed.



m  BENEEIS

The fiexible workplace eavironment provides a means of responding 10 repidly changi
are impacting todsy’s workforce — demographic, societal and technological ~ and Inyas pro!:.r:: ?Ei‘é&i“.‘n'
reducing employee tumover and absenteensm, improving management techniques, and responding (o
sociological and envirdnmental issues. Work-at-home programs already exist in both the public 20 provat
sectors and are showng positive results. prwvate

Flexible workplace arrangements can help put injured employees back to work and take them off
the compeasation r.oles. Organizations may de able to find work that such employees can perform at home
or may be able Lo “restructure” emsting work so that some of it may be performed at home.

V. SCOPE

This guidance will apply to all organizations at EPA-Headquarters which agree to panticipate in the
Pilot Flexible Workpiace Project and whose employees and supervisars complete all required training.

V. EFEFECTIVE DATE

The EPA-Headquarters Pilot Fiexiplace Project will commence on February 11, 1991, and will
coatinue for the durauon of the pilot; which 15 expected 10 be 2 one-year period.

VL  POLICY

Participation in the Flexiplace Pilot is voluntary by EPA-Headquarters supervisors. Generally, any
occupation/job iovoiving portable work can be considered for iaclusion in the Flexiplace project
Management will decide whether a position meets the criteria, including additional cost to the organization.
Supervisors and employees participating in the pilot project may withdraw from the program for several
reasons - no longer able to fulfill the agreement, ao longer benefits the organization, performance of work
assignments, transfer o a different position, etc. Withdrawal from the pilet can occur after providing
sufficieat advance notice 1o ensure management 3nd employees adequate time 10 plan for reversions back
to a regular work environment and schedule.

A Flexiplace work agreement will be required for all participants and evaluation questionaaires musi
be completed by the supervisor and the employee at implementation, after the first six months, and-at the
end of the pilot program. All participants must attend scheduled focus group meetings throughout the pilot
program and atiend a one-day mandatofy training session for employees and Weir supervisors. Each
organization will provide all equipment within the parameters of goverming laws, rules apd regulanons
deemed necessary by the supervisor for work assignments. Participants’ assignments may include either wurk
requinng telecommunications capabilities or work that can be performed without technological support.

VIL RESPONS[BILITIES

A W will authorize all participation in the pilot within thurr
organizzuons and will evaluate the impact of the program on the efficiency and cffeaiiveness of work
operatiops within 1heir organizations. Approving Officials are the Heads of the Orpanimtions (&.g., Assistant
Administrators, Associate Administrators) or their designees.

B. SUPERVISORS will: (1) seiect the employees to participate in the pllot from those

individuals within the program areas authorized by the Approving Official; (Z) develop or amcnd
performance standards and measurements as needed for work performed sway from e official duty staton:



(3) assign appropriate work to be performed at the slternate duty station; and (4) maintai

ta
records and in-fommon to evaluate the pilot project Supervisor must complete lhe) ‘Super\:::og-rg?r:l;l‘mz
Checkout List® (sttachmeat to work sgreement) and discuss the items covered on this tist with the :mploiwe
pnor 1o initisting & Pilot Flexible Workplace Project Agreement. '

c EMPLOYFFES participating will: (1) complete work agreements; (2) obse -
hours of work in accordance with established EPA-Hadqu:nels policies; (3) obsen(fze') polidr:: oafgrr:::;ﬁ::
leave when leave is 10 be taken; and (4) use Government equipment only for official purposes. Emplovecs
must complete the “Employee Self-Certification of Time and Attendance Report® (attachment 10 work
agreement) and return it to their supervisor on a bi-weekly basis. Employees must also complete the
“Employee Self-Centification Safety Checklist® (attachment t0 work agreement), which identifies significam
safety standards that should be met and return it 10 Lheir supervisor prior 1 3 Pilot Flexibie Workplace
Project Agreement being entered into. Employees who work at home must be willing to give the public and
other government/agencies staff their home phone aumber. They must be immediately accessible.

D.  HEADQUARTERS PROJECT COORDINATOR duties will inctude, but are not limited
to: (1) ensuring that all participating supervisors and employees are aware of their responsibilities to
accurately measure/report performance and tume and attendance, and provide safeguards that the equipment
provided is maintained properly and used only for official government use; (2) providing evaluation materials
10 the participating individuals; and (3) ensunng that evaluation materials are returned to the Office of

Personnel Management (OPM) for analysis.
VIILGUIDEL

A EMPLOYFE PARTICIPATION. The pilot program i primarily targeted to current
employees whose positions could lend themseives to being performed sway from the official duty swuon.

Participation is voluntary, with supervisory approval and control

B SELECTION CRITERIA. Selection of participants for this pilot program is a key activiy
from both individual and organizationsl standpoints. The cniteria used to select participants will depend
upon 3 number of interrclating issues namely:

% Identitying the Employee

L The employee’s most recent performance appraisal rating of record must
be a [ully successful or better;

b. the employee has clearly defined performance standards and measuremunis.
c the employee has received supervisory approval for participation:

4 the employee is willing L0 sign and abide by a written work agreement which
requires participaton in training, focus groups, and evatuactons;

e the employee must be able to provide an adequate alternative work locainm
with sufficient space and access to a telephone, and without undue interference which coufd impair

productivity,

L the employee has demoastrated self-starter characlerisic — can work
independently and has demonstrated depeadability;

& the employee is highly motivated;

3



b the employee can deal with isolation; and
L the employee has good time management skills.
2 o Kentifying the Manager
a The manager must volunteer and be a propanent of the project;

b. managers likely to be more supportive of the program will be those wh
have connected reasons for using Flexplace with specific work situations; e

(3 the manager should be progressive and supportive of the coneept and will
to work through any*problems or obstacles that may occur; P P "

a the manager should be comfortable with evaluating work performance in
a manner compatible with Flexiplace conditions — measuring performance by results and without direct
observation; and

e the manager must be an effective communicator and must be able to clearty
define tasis and expectations.

C APPROPRIATE TELECOMMUTABLE POSITIONS are those with the following
characteristics: work acuivities are portable and can be performed as effectively outside of the office; job

tasks are easily quantifiable or pnmarily project-oriented; esseatial component of respoasibility consists of
reading/processing tasks ~ ¢.g., reading proposals and reviews; making funding decisions; conducting rescarch;
contact with other employees and serviced clieatele is predictable; most work handled is not classified; the
technology needed to perform the job is currently available; cyclical work does not present a prodlem; and
security of data including sensitive, non-classified, privacy act concerns, etc. can be adequately assured.

For exampie, the following types of positions could be telecommutable: investigator, suditor.
attorney, analyst, computer programmer, personnel staffing specialist, eagineer, scientist, clerk-typist, etc.

D. WORK AGREEMENTS. Each employee must sign & work agreement that covers Lhe icrms
and conditions of the Pilot Flexible Workplace Project. The work agreement constitutes an agreement by
the employee and supervisor to adhere to applicable guidelines and policies. The work agreement covers
items such as: the voluntary nature of the arrangement; length of Flexiplace assignment; hours and days
of duty for each duty swtion; responsibilitics for timekeeping, leave approval and requests for oventime and
compensaiory lime; performance requirements; proper use and safeguards of governmeat property and
records; standards of conduct; completion of required pilot evaluation materials, etc.

B WORK SCHEDULES. Work awzy from the office will vary depending upon the individual
arrangements between cmployees and their supervisors. However, each work agreement should provide nr
a mimmum aumber of days at the official duty siation. This will ensure that the employee is availablc in
the office during the week for face-to-face meetings, access to facilities, etc. Flexiplace work schedules must
identify the days and times the employee will work in each work setting. Work schedules can paraliel those
in the office or be structured to meet the needs of parucipating employees and their supervisors. Scveral
types of Flexiplace scheduling could be available:

L Reguiar. To minimize isolation and commuaication problems and facilitaic
integration of the employees with those in the office, the Flenplace employee will be regularly scheduled
to work an established number of days per week outside of the office.

4



2 Episodic Recogniring that special projects may be amenabie to bei
at home, rather thaa in an office setting, Flexiplace will be availadle on an ad hoc or episodic h:‘si:ef;frosr:\n::
durations of time to complete all or discrete portions of projects.

« Episodic Flexiplace is significantly different from Regular Flexiplace. Th
for eligivility are based primarily upon the nature of the work to de pertamed!.’ rather ‘eh:rl:le‘::

chau::ﬂsucs of the employees. To panticipate in Flexiplace on an episodic basis, the work of the employee
must '

- a project, or discrete portion of 3 project,
which 1s of short duration, with measurable
work producss

- of an infrequent or occasional nature (as
opposed to regular and recurring)

Eligibility will be determined on a case-by-case dasis by the employee’s immediate
supervisor.

3 Medical. EPA-Headquarters has enabled certain employees with serious medical
disability and/or life-threatening conditions to work at home on a full or pan-time basis. Medical conditions
may include, but are not limited to, recovery from serious injury or surgery, recovery from caacer treatments,
communicable disease, and AIDS-related situanons. EPA-Headquarters management will continue to provide
Flexiplace options 10 enable employees to remain active and productive while in a bona-fide medical
condition.

4. Flextime and Compressed Work Schedules, (eg, 5-4-5) will continue to be available o
employees, where they are currently availabie, in those organizations who are participating in the Flexiplace

program.
F. POSITION AND PFRFORMANCE [SSUES

L Position Descriptions. Changes fo position descriptions should not be requircd.
unless the Flexplace arrangement changes the actual position duties. Minor modifications may be made
reflect the supervisory controls or work eavironment factors.

2 Performance Standards. Critical elements and performance standards must have
clearly defined performance requirements that are measurable and results-oriented. The standards musi
provide a reasonable basis for measuring performance. Although oot required, performance standards with
quantitative or qualitative measures are recommended. Explicit and objective "norms® for work cutput
should be based on experience with those required and sustained in the office and monitored through

scheduled and required progress reports.

G.  TIME AND ATTENDANCE [SSUES

L Hours of Duty. Employees may work standards schedules or follow alteruative work
schedules depending upon the agreement berween the employee and the supervisor. The work at the
alternate duty station day(s) is selected by the supervisor and the employee. Normally, it is recommendcd
that 0o more than three work-si-kome days be allowed per week. Exceptions to this policy may hc
appropriste in cerain instances which provide managers needed fexibility. For eample, aliowing an
individual who for physical reasons, can not work in an office setting for 8 hours a dey, working 4 hours



per day in the office and 4 hours per day at an alternste approved location, §
unstructured arrangements where empioyees work at bome at will, are not pg:l’:xf '::'mc"mplﬂel)’
which may be establithed are: urs of duty

a Regular —~ five 8-hour Moaday through Fri
shifts, plus a 30-minute pon-paid linch period. days, Monday through Friday, on ae of the standard

b Flextime - five 8-hour days, Monday through Friday, with a fixeq
and Clldi.ﬂg time. Each “'Otkdzy must include a nnn-paid lunch peniod of 30 mr:::yw‘ beSmnmg

c Compressed - eight 9-hour days ard one 8-hour day, excluding Saturd
and Sundays (unless the employee’s current assigned tour of duty includes these days), in a singlge tw:::v:::
pay period, with established starting and ending times. Each work day must have a pre-determined non-
paid lunch period of30 minutes.

Within established EPA-Headquarters policy, and supervisory approval, organizations
may establish "core” hours that the employee 1s to be available during the work-at-home day(s). Typally.
the core time is from 9:00 am. 10 3:.00 p.m. (with one-half hour for 2 non-paid Junch period). Within 1his
schedule, the employee could vary both starting and ending times, as long as the employee s available dunng
the core hours.

2 Leave. The policies for requesting annual leave, sich leave, or leave without pay
remain unchanged Employees are responsible for requesting leave in advance from the supervisor and
keeping the timekeeper informed of jeave usage.

3. Centification and Control of Time aad Attendance (T&A). Proper moaitoning and
certification of employee work time is cnucal 1o the success of the program.  Supervisors must repon timc
and atiendance t0 ensure that employees are paid only for work performed and the absences from scheduled
tours of duty are accounted for. Federal policy and procedures governing certfication of time and
attendance require agencies with employees working at remote sites to provide reasonsble assurance that
they are working when scheduled. Reasonable assurance may include occasional supervisory telephone calls,
occasional visits by the supervisor to the employee's worksite, and determining ressonableness of wurk
output for the time spent. Employees must complete the “Employee Self-Certification of Time and
Attendance Report” (attachment 10 work agreement) and retum it to their supervisor on a bi-weekly hasi.

4 Administrative Leave, Divmissats, Fmerpency Closings. Although 2 varicty- ot

circumstances may affect individual situations, the principles governing administrative leave, dismussals, and
closing remain unchanged. The ability to conduct work (and the nature of the impediments), whether at
home or at the office, determines when an employee may be excused from duty.

H  FAIR LABOR STANDARDS ACT (FLSA) The existing rules in Tide 5, US.C. and i
the Fair Labor Standards Act governing overtime also apply to Flexible Workplace arrangements. Overume
is lime worked at official duties in excess of the scheduled tour of duty that is ordered and approved. It
is the responsidility of the supervisor to regulate and control the use of overtime. Employecs 2
responsible for requesting in sdvance, approval to work in excess of their normal hours of duty. This
particularly important when employees are working at home without direct supervisory ovensighl.  Ant
employee who works overtime without advance supervisoty approval should.be immediately removed from
the Flexiplace pilot.

L WORKERS' COMPENSATION. Flexiplace employees are covered by the Fodural
Employees Compensation Act (FECA) and can qualify for continuation of pay or workers' compensainen
for on-the-job injury or occupational illness, #f injured in the course of sctually performing official duiw~



at the official or alternate duty ststion. Supervisors must ensure tht claims of this are b

attention of the Headquarters Human Resources Mansgement Office. Any aca‘den?g: .-.,,-..,,mo'gﬂi,ﬁg‘ ';f
the alternate duty sistion must be brought to the immediate anention of the supervisor. Because an
employment-related accident sustained by an employee participatiog in the Pilot Flexibte Workplace Project
could occur outside of the premises of the official duty station, the supervisor must investigate all reports
immediately following*notification. Employees must complete the ‘Employee Self-Certification Safety
Checklist® (snachment to work agreement), which identifies significant safety standards that should be mes
and return is to their supervisor prior to a Pilot Flexible Workplace Project Agreement being entered into.

1.  RAYISSUEs

m L DutyStdon For pay purposes, the "official duty sution® is the employee's Federal
olnce.

2 Special Salary Rates. The employee’s official duty station serves as the basis for
determining special salary rates.

3 Premium Pay. The normal rules apply for night differentials, and Sunday and
holiday pay whether work is accomplished at the conventional or alternate dury station. Official work
schedules determine the eatitiement to premium pay.

K EACILITIES [SSUES

L Home Office Space. Employees participating in the Flexible Workplace Project
should have a designated work spsce or work siation for performance of their work-at-home duties.
Requirements will vary depending on the nature of the work and the equipment needed to perform the
work. At a minimum, an employee should be zble to casily communicate by telephone with their supervisor
and organization during the work-at-home day.

2 Home Utility Pxpenses. Home utility costs associated with working at home are
not paid by the Agency. Potential savings to the employee resulting from reduced commuting, mesls, etc..
may offsct any incidental incresse in utility expenses. Exceptions apply only where the personal expense
directly benefits the Government (e.g, business-related long distance calls on the empioyee's personal
phone).

L  TELECOMMUNICATIONS AND EQUIPMENT

1 Telcphones. Federal agencies are permilted t0 use appropristed funds o pay for
telephone installation and basic service in private residences. (Public Law 101509 allows Federal agenuics
parucipating in the Flexipiace pilot study to aliocste funds for the installation of phones lines into employces

homes, provided adequate safeguards against misuse exist)

2 Computers, Government-owned Equipment, etg. Governmeat-owned property
including computers and other telecommuaicauons equipment may be removed from the Agency and
used by employees in their private residences provided the equipment is used only for official busincss.
Strict adberence 1o regulations concerning the safeguarding and removal of all equipment is essential. Prior
approval must be obtained before any property is removed from the Agency.



M. QTHER [SSUES

L Privacy Act, Sersitive or Qassified Data.  Decisions regardin
th
?"“.‘!‘“‘ of classified and seasitive data, as well as records subject t0 the Privacy An.‘ med’;:rl:::xre:s :om’
individual supervisors who permit their employees 10 work-at-home. Off-site access to classified or sensitve
data may be permitted provided ADP/Security officials cerify the adequacy of the security of such access.

2 Liability. Advice and assistance regarding official matters involvi
liabilities should be referred to the Office of General Counsel Generally, Flexiplace emmge?:l,:ﬂ?:,fj
and may file claims under the Federal Employees Compensation Act, the Military Personnei ang Civilian
Employees Claims Act, and the Federal Tont Claims Act for personal injury, property loss/damage. or
Federal employee negligence issues. No additional lability for loss/damage of govetnn:ncm
property/equipment will be placed upon’ employees under this program beyond existing requirements.

3 Tax Benefim. Generally, no expenses are allowed for home office or work space
unless used exclusively on a regular basis as a principle place of business. Employees who believe they
may be entitled to tax deductions based on home office or work space, depreciation of employee-owned
personal computers and related equipment. etc., should consult their tax advisor or the Internal Revenuc
Service for information on tax laws and interpretations.

N. G UATION

L Training Specific training has been developed for employees and supervisors
participating in the Flexible Workplace Pilot. Training will cover Flexiplace policies and guidelines, as
well as personal and occupational aspects of Flexiplace arrangements.

s Employee Topics May Include —~ expections on personal responsibility,
accountability, time management and self-discipline; communicating with supervisors, progress reporting.
deadtines, contracts and meetings with co-workers, and support persoanel; and ways to avoid isclation, famls
issues, finding the best home and office work schedule, image and self-esteem.

b Supervisory Topics May Incinde - managing for results, establishing qualny
and quantity norms, planning, scheduling and tracking assignments, and milestones; administration of work
schedules, time and attendance and leave; and supervisory expectations and communicating with the wurk-
at-home employee.

2 Focns Groups. Experience has shown that periodic meetings of focus groups arc
very helpful for successful adjustment to Flexiplace arrangements. All Flexiplace panicipants and thar
supervisors will meet to discuss and share their expericnce with Flexiplace. Arrangements will be made 1o
accommodate any employee with a handicapping condition 10 participate in the focus group meetings (v ¢.
other locauons, telephone canference, etc.).

All partes o this agreement will receive copies of focus group reports.

3 Evaluation. Evaluation of this pilot program is critical to determine the feasibitiny
and desirability of Flexiplace as an slternative work arrangement. Surveys have been developed and will he

administered by the Office of Personnel Management (OPM), undes the guidance of the President’s _C0u nal
on Management Improvement (PCMI), prior to project implementation, after the first six-month period. and
overall at the completion of the pilo. Employees and supervisors will be surveyed to evaluaic thuir
perceptions of the impact of the Flexiplace arrangement. We anticipate evaluating the effectiveness of. aml
costs associated with, Flexiplace at the conclusion of the one-year pilot project.



Whenever such transfers or pasitioa changes occur, the following actions should be taken:

L I the change results in a new SUpErvisor for the Flexj

A € | ' place emp}

employee is continuing Flexiplace Ranicipation - the new supervisor shouid be provided oﬁelfuoxm,gm,n,n
scheduled for focus graap attendance, and given any relevant informauon/matenats associated with 5
of the project; and thre Ageacy Coordinator shouid be notified.

2 I the change results in participation termination for one of more Flexiplace
employees, termination procedures, discussed in the previous section, should be followed for gach employee
affected.

All parties to this agreement will receive copies of changes made as a result of Jod position changes
(transfers).

10



EPA Headquarters |
The Federal Flexible Workplace
Project




EPA HEADQUARTERS
PILOT FLEXIBLE WORKPLACE PROJECT
WORK AGREEMENT
Tha following constitates an agrocmesnt between:
(Ageacy) (Bmployee)

of the wrms and conditions of the
POot Flexible Workplace Project

1. Employee participates in the one year experimental pilot testing phase of the project and agrees o
adhere to the applicable guidelines and policies. Agency concuns with employes participation
to adhere 1o the applicable guidelines and policies. o

Z Employee agrees 10 participate in the project for & period beginning and ending

3. Employee's official tour of duty and location, are as listed below:

Pay Period Hours Station
Work Week Day rom ternate

31 m
uesday

Thursday

(including a one-haif hour non-paid lunch period)(sbove schedule allows for compressed workweek)

Management reserves the right to alter the employee’s established work schedule 10 sccommodate pesk
warkioad office demands oc for aay other office purpose with advance sotification.

4. Employee’s official duty station is . The alternace duty station (the

loationinwl:khmoemployuhwmwoﬂnibuotntheowdulymdon)is
. Describe the alternate duty station in detail

All
pay. special salary raies, lcave and travel extitiements will be based on tbe employee’s official duty sauon.




5. Employee’s timekeeper will have a copy Of the employee’s Pliot Flexibie Workplace Project schedule
* - :

Employee’s time and attendance will be recorded as performing official duties at the offigia| duty statio

csx;;y:'s supervisor will ceruify bi::ﬂy tme and sttendance for dours worked Employees mu::
the "Employee Self-Certification Time and i

comple Cora a Aftendance Report® (Attachment 1) and returm it 1o

6. Employee must obuain supervisory approval before taking leave In accordance with establisheq

_ flice
procedures. By signing this agreement empioyee agrees 1o follow established procedures g
obtawning approval of leave. 0 reqeeilng and

7. Emptoyee will continue to work in pay status while working at hisher alternate duty station An
employee who works overtime, which has been ondered and approved in advance, will be compensated in
accordance with applicable lawa, regulations and FPM guidance. By signing this agreemeni, empioyee agrees
to obtain proper approval for overtime work. Flﬂmmmwpmpaapmbrmmmrtmy
result in the employee's removal from the Pilot Flexible Workplace Praject or owber appropriste sction

(¢.8. disciplinary, et).

8. An employee who borrows Government equipment, will protect the Government equipment ia
accordance with the procedures esublished in FIRMR Bulletia 30 dated October 1S, 1985. Governmesi-
owned equipment wil] be installed, serviced and maintained by the Government. An employee who provides
his/her own equipment is responsible for installing, servicing and maintaining it No sdditcnal lability for
loss/damage of government property/equipment will be piaced upon empioyecs under this program beyond
exisung requirements,

9. Provided the employee is givea at least 24 houry advance notice, the empioyes agrecs (o permit perngh
home inspections by the Government of the alternate duty station during the employee’s normal working
hofun to ensure proper mainienance of Government-owned equipment and duty sutios conformance with
safety standards.

10. The Governmest is not liadle for damages o an employee’s personal or real property during the course
of performance of official duties or while using Government equipment in the employee's alternate duty
station. except 10 the extent the Government is lisble under the Federal Tort Claims Act or under the
Military Personnel dad Civilian Employees Claims Act

11. The Government is not responsible for operating costs, bore maintenance Or any other incidental cosis
(¢-g.. utilities) whatsoever associateq with the use of the employee's alternate duty station (e.g., home
tesidence). The Covernmeat can pay for installsion, monthly or locai use charges for telephone service.
The Government will provide all necessary office supplies (suck as paper, pens, printer ridbons, disketies,
envelopes, tape, staples, etc). By participating in the Pilot Flexible Workplace Project, the employee does
not relinquish any entitiement to reimbursemeat for suthorized expenses incurred while conducting business
for the Government, as provided for by statute and impiementing regulations. This Includes pre-approved
long distance business-related telephone calls.

12. Employes is covered under the Federal Employee’s Compensation Act {f injured in the course of
actually performing official duties at the official or alternate duty suatcn.

Any accident Or injury occurring at the alternate duty sulion must be brought to the im_n;edi;te
attention of the supervisor. Because an employment-related accident sustained by an employee parucipating

in the Pilot Flexible Workplace Project could occur outside of the premises of the official duty station, the
supervisor must investigate all reports immediately following notificauon.

Employees must complete the *Employee Self-Certification Safety Checklist” (Atiachment 2), which

2



identifies slgnificant 3aie1y scandardy that shovkd be met and rewrn it 1o Wbeir Supervisor
WWMMMWMHQ Prior o a Pict

13. Employne will commuaicers witk the sapervisor 1o receie maigamenn aad
reviewed tn a3COMdERCS with the supervisor’s Lastractions. asve completed work

14. Empioyee will complete all astigned work in accordance with the supervisor's instruciions.

15. Sopervisor will evaluate employecs job performance against performance standards and measyres
established in Lhe employee’s performance agreement.

16. Regular and required progress reporting, as defined by the supervisor, by the employee will be used by
the superviscr in hiher assessment of empioyee’s job performance.

17. At intervals specified ia the Pilot Flexivle Workpisce Project {e.g, beginalag of pllot, S-moath interval
and end of pilot), the supervisor and the empioyee will compiets surveys which

summarizo the impact of the Pilot Flexible Workplace Project o the office, the employee, the supervisor
and other organizational components.

13. To participate in the Pllot Flexible Workpiace Project, aa empioyec’s mOst tecent performance rating
of record must be fally sucoessful or better. This does ot apply to employess Who are statuiarily exempl

trom performance ratings (e.g. Admisisrative Law Jadges).

19. To parucipace ba che Pliot Flexible Workpisck Project, kn omployes’s CLITERC perfOrmancs ygrecTant
musl contain perfonnance slandards and measures covering 'wock campieted 5t the official duty stadeq s
well as worl compiesad &t Whe sltctnaie daly satioa.

20. Employee agrees to use approved safeguands to protect Qoverament records from unauthorized
disclosure or damage and to comply with the requitements st forth in the Privacy Art of 1974, at amended,
S US.C 552

21. Employee and supervisor agree to complete and submit Pllot Flexibie Workpisce Project evaiuation
materials and W attand periodic (.3, monthly, di-tnonthly) focus group meetings as required by the project
gudance. Armangemests will bs faads to sccommodste any empioyes with 3 handicapping condition to
participate’'in the focus’ groug: metiags, (a4, Olbkr locaticas, iekephons cosfercuce, eic.).

22 Employee . erminats perciipscion ia the Phoe Flexidle Workpisce Project 1 any time.
Mmmm,?ﬁmnmmmmmrmmummmammm
or if the Project:fflj.co mest 130 doods of the OTyanization, as defined by the supervisor.

23. Empiloyee. agete to perform his/her officially assigned dutien st either the official duty station or the
aliernate duty station; Failure to comply with this provision may result in charge of leave, loss of pay,
terqunation of perticipation in the Project, ar disciplinary actios, & warranted, based on the situation.

4. mpmmmnmmwmmwmhomwdmmmam
official or alternate duty suation (¢.g. childcare, eldercare, home repairs, real Suie, etic)



25. Supervisor must complete the *Supervisor-Employee Checkout List® (Attachment 3 discuss
items covered oa this list with the employee prior (0 initiating a Pilot Flexible Workplace P)ro:: 'ﬂeem:::

Employee Date
Supervisor - Dawe
Approving Official Dase
Headquarters Project Coordinator Date

Please retura a copy of this agreement to:

()  Headquarters Flexible Workplace Project Coordinator
Attention: Rosanna Tucker (PM-212)
401 M Street, S.W. (Room 3906M)
Washington, D.C. 20460

2) Your Personnel Service Manager
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P el : Attachmant (2)

- 2P EEADQUARTERS
PILOT YLEXIBLE WORKPLACE PROJRCY
nororas uu-cmxrzmxou sarsey mcnxn

MAME' . - . CODE WOMBER:. ' : -
p— M
AGRNCY 3 EEADQUARTERS m:
ADDRESS .- . CITY AND STATE: . —_ .
BUSINESS TELAVEOMES ' ___ i mnema eoonnnuons .-
; - ‘~-..-~=_:“-- . T -
......... ’ .:_._. . .

Dear Pilot Flexidle lcuplm ‘!tcjoct ntucim

m gollowing cncuuz u muuc ‘to mon the. overall - -
safety of the altarnate duty statiom. _Each’ participant sbould mﬁ"v i
and complete the self-certification safety. checklist. Opox "¢
completion the checklist should be. signed- and um hy the - -
partiocipating upxoy“ ané immediate npcviu:.« o o <. T

. o ey ‘-&-—. ~. '_" - = .s—*"; =
L e TR e LA R
‘~>the_altsrnate dnq station is - - =~ R e A

Describe the designated n:h-ml in m nunm- duty statiom T~

LR -' S .-..-. £ .. - '-
o - ! & . -

. - et et -.‘:_ e eneme ey . p,*';”—':' -
1. :rs the- spacs. MBQ_W‘W‘.E{"“' No,
matarials? - e et TR I g R -.-fi -

2. If asbestos conuuii.ng ‘materisl is present, ‘lu No

is it undamaged and in good. eopt_u_uon? e
) 11' only chnqt 1f cppﬂllablt?’ = s o TP ST -

-~ =, T NTeee "‘Q‘ka- "‘;5‘.;,—.- a > — T iy "_:_"' Tx- - -
- = »k'a!‘ N -,, £ -" -" -7 Ner - PN
PO = . Ew s s T
e - . - i, L =T "f“- K Sce - -2

- o ___ No,
No )
6. IN lﬂ.quatt vcntnltion prount “tor m !u No

._- s - - - ‘!‘-.

dutnc oecupnncy?- e

7.  Are lavoratories avauablo vith ‘ot and ;.; Yes. No
cold running vater? . . .




10.

11.

12.

13.

14.

15.

16.

17.

18.

15.

52-

Are all stairs with 4 or more steps
equipped with handrails? P

Are all circuit breaskers and/or fuses in
the slectrical panel labeled as to intended
sarvice?

Do circuit breakers clearly indicate if
they are in the open or closed position?

Is all electrical equipment fres of
recognizad hazards that would cause
physical harm (frayed wirea, bare
conductors, loose wires, flexible. wires
running through walls, exposed wiras fixed
to the cailing)?

Will the building's electrical systsz
pernit the grounding of slactrical
agquipnant?

Are aisles, doorwvays and corners free of
obstructions to permit visibility and
movement?

Are file cabinets and storage closets
arranged so drawers and doars do not open
into walkways?

Do chairs have any loose casters (wheels)?
Are the rungs and legs of chairs sturdy?

Is the office overly furnished?

Are the phone lines, electrical cords, and
extension wires secured under a desk or
alongside a baseboard?

Is the office space neat, clean and free of
excessive amounts of combuatibles?

Are floar surfacas clean, dry, lsvel and
free of worn or frayed seams?

Yas No
Yas No
Yas No
Yes No
Yes Np
Yes No
Yes No
Yes No
Yeos No
Yes No
Yeas No
Yes No
Yes No
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-*  The following chackiist is designed'to ensure that yous pitet . . -
Flexible Workplace Project employee is properly orieated tou:::- 2

policies and procsdures-of the Project: Questions 4, 5 and ¢ may-'-- -
icable to. your -PiloC Plexidle  Workplace.  Project . - —-

not be. appl X . )
employes. ' If this is the case, simply stata zot-applicadle or W/a.-
MAME OF PILOT FLAXISLE WORKFLACE FROJECY ENPLOYEN: S

¢
U
p]

e

¢
‘
v
12
3

s )
) f .,
i !sit\‘jﬂ

I
.

NAME OF IMMEDIATE SUPERVISOARI. - . - :
- " . - . - . .

) ) .- ) - R - EOR . e :...‘.‘:_ :-Esk‘ Sea

_- . . . - : ELadae

s ae L te T R T e e Ll Date- IR Enaow

) S -7 T TSRO LS L Completed. S iTin

- - y—— - - v . . - - '_-- _‘- -4

e e - - . oy, T3 v

._,‘%1‘_ -

-- - ) N - el %!

7 .- 1./ Ezployee has read PCMI and EPA project guidance - I ° . BV S50
. .- outlining policies and procedures of-the pilot -+ > Y@ STond

o proqul.‘“ - .".'- . Tt e -~ _'\.?'..“T .'"_ .:‘ - o R - .t‘:-?’s-;—f‘g

- 2. .- Employes has been providéd vitf a schedule aof - .0 .@ . -l
duty hourl_ang;qugg‘j.qn_,__go_ *go;com:w soer o SOTTEE

i roi. e~ T d ""'“"'-'-\’.‘:_.._;ﬁ‘s  umes - . L - Y

.. -, . “-:E

S vt

t .
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3. Employae has been issuéd/Nas hot beenissued - _
e e -r - ~‘_*,:?'

.q“ipﬂ.ne. - S 7 et . -

4. Equipmant issued "by- the .aqt_ncy is- doculcntafl; : - S
. T e o -1

rem =

."ﬁ p "%*:"‘ﬁ ~:. \... )
S. Pel t-and procedures for care of equipment
is b "the ‘agency have been explained and -
ars.&ljurly understood.

6. Policiﬁind-&ociduru covering classified,
secure or privacy act data have been - .
discussed, and are clearly understood.

7. Roquirements for an adquate and safe alternate
duty station have been discussed, and the

employee certifies thoss requirements are met.

Porformance expsctations have been discussed

8.
are are clearly understood.



-2-

9. Employee understands that the supervisor may
terminate smployee participation at any time,
in accordance with established administracive
procedurea and union negotiated agreements.

10. Employee has participated in the OPM trazining.

Employee S8ignature Date

Innediate Supervisor 8ignature Date

Please return a copy of this fora tot
(1} Headgquarters Flexible Workplacs Project Coordina.tk
Attention: Rosanna Tucker (PM=-212)
401 M Street, S.W. (Room J906M)
washington, D.C. 20460
(2) Your Perscnnel Sarvice Manager
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EXPLANATION OF FLEXTPLACE

L WHAT IS FLEXIBLE WORKPLACE?

Flexible workplace means working somewhere other than in the traditional office, often
using a computer and a modem to transmit data or information electronically. Flexiplace may
include the following:

. Home-based ~ working in a space specifically set aside
as an office and/or an area in the employee’s residence.

g Sarellite facility - working from an office not at the
official worksite, such as another governmens agency,
conrractor, eic.

2 WHAT TYPES OF JOBS ARE ADAPTABLE TO A FLEXIBLE WORKPLACE
PROGRAM?

® Easily quantifiable tasks (date/word processing)

* Project-oriented 1asis (those that primarily reguire
one to think or write)

o Reading/processing tasks (reading proposals and reviews,
making funding decisions, conducting research)

° Specific examples include —~ Management and Program
Analyst, Computer Programmer, Personnel Specialist,
Claims Examiner, Clerk-Typist, Engineer, Scientist,
Environmental Protection Specialist, eic.

3. WHAT IF AN EMPLOYEE NEEDS TO WORK AT HOME ONLY ONCE IN A-
WHILE, DOES THE FLEXTBLE WORKPLACE PILOT PROGRAM ALLOW FOR
THIS?

Yes. Short-term infrequen: periods of work at home can currently be approved under
existing supervisory authorities. Some situations where temporary flexiplace arrangements may
work well include the following:

* During the convalescence of a short term injury or
illness.



. When the work office itself is not useable, eg.,
during office renovation.

. Matemnity or paternity reasons.

. Special projects of short duration or of an infrequent
or occasional nature.

4 WHAT ABOUT THE FLEXIBLE WORKPLACE PROJECT AS A MEANS TO
ATTRACT DISABLED PERSONS?

The flexible workplace program is an excellent way to attract individuals who are
mobility-limited. Technological advances enable us to support the disabled person with
equipmeny that accommodates the individual's impairment.

5. WHY SHOULD EPA HEADQUARTERS TRY FLEXIPLACE?

Reasons include, but are not limited to: increased ability to arract and rerain
employees in critical occupations and positions; targeting labor markets such as handicapped
individuals; reducing space and associated costs; or enabling offices to more efficiently conduct
their work by allowing increased flexibility in the location of the work site; and, most important
to show a continuing support of one of our most significant programs - the reduction of air
pollution.

Flexiplace is designed to solve problems. As the nature of this program requires
voluntary participation of EPA-Headquariers employees, from senior managers through
individual workers, there has to be a driving reason for establishing the program in an
organization.

6 WILL EFA-HEADQUARTERS RESOURCES BE MADE AVAILABLE FOR THE
PROGRAM OFFICES?

EPA-Headquarters is unable to provide additional funding, therefore, either program
office resources or those already owned by the employee (such as compuiers) must be used.
Identify 1ools the employee will need while working at the alternative workplace. Ensure that
the employee has access to necessary reference sources and other matenials.

7 IF 1 WORK AT HOME CAN I PROVIDE ALL OF MY OWN CHILD CARE OR
ELDER CARE SERVICES?

Probably not  Flexiplace arrangements can provide valuable assistance in the
management of work/family schedules, but it is not a substitute for child/elder care. Based on
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experience in both the private and public sector, the care of young children is likely to disrupt
work. Flexiplace ermployees must have appropriate child/elder care available.

8  ARE THERE ANY LOCAL GOVERNMENT CONCERNS THAT MIGHT AFFECT
TELECOMMUTERS?

Zoning regulations are adminisiered locally by the city, county or other polirical entity.
Restnctions vary widely. Zoning restrictions in most ares should not pose an obstacle 1o
Flexiplace arrangements. Typical provisions in zoning ordinances are:

° work at home is allowed under most ordinances;

o 2oning ordinances are aimed at jobs that affect the
character of neighbarhoods with noise, odors, extra
maffic, extra demands on municipal services, signs;

o zoning authorities are generally unconcemed with work
at home until neighbors complain, whereupon authorities
may act against the home office workers; and

. the newness of the work ai home trend has caught many
local planning officials unprepared. There is
considerable confusion over whether telecommuring is
regulated "home occupation." Some persons engaged in
"home occupations” must have license, pay a fee, and
are subject to specific restricions. Flexiplace
employees are obligated to review local ordinances
through their community association, landlord, or local
authorities.

9 IS THERE A DOCUMENT THAT CLARIFIES EMPLOYEE AND MANAGEMENT
ROLES AND RESPONSIBILITIES IN FLEXIPLACE?

Flexiplace managers and employees will sign work agreements to ensure they fully
comprehend what is expected.



BENEFITS

1 SPECIFICALLY, WHAT ARE THE BENEFITS OF A FLEXIBLE WORKPLACE
PROGRAM:

Many benefits have been identified from flexible woriplace programs. Typical benefiis
found in the privaie sector are:

anagement
. Improvements in employee effectiveness and morale.

. Reduction in office space, parking facilities and
transponation costs.

¢ Improvement of communications berween supervisor and
employee.

. Attraction and retention of skilled employees and
reduction in employee turnover rates.

. Expands labor pool, provides access to disabled.
. Decline of absenteeism.

. Accommaodation of trained employees with health problems
while they are still able and want to work.

. Carry over of benefits of management-by-results to
other parts of the organization.

* Provides forward-looking corporate image.
Employee Benefis
. Reduced commuting time.

. Increased flexibility to coordinate work schedules with
personal and family priorities.

* Ability of employees to capitalize on peak productivity
peniods.



. More employee consrol over his/her life.
° Reduction in costs for transponation, food and clothing.

o Improvement of communications besween supervisor and
employee.

Socieral Benefis
° Reduction in commute trips and traffic congestion.

® Reduction in air pollution and conservation of
transporiation fuels (energy conservanon).

» Improved employment opportuniries for the disabled and
mobility-restricted.

. Reduction in problems associated with elder care and
"latch-key™ children.

2 WON'T PRODUCTIVITY GO DOWN IF AN INDIVIDUAL IS NOT BEING
OBSERVED AT WORK?

Private industry has found that productivity is often increased when an individual works
off site, partly because of fewer interruptions and partly because the individual typically has
a smrong incentive to prove the benefits to the employer of off-site work.



EARTICIFATION IN THE PILOT
1 WHY WOULD MANAGERS WANT TO PARTICIPATE?

Flexdplace is a management program that may increase productivity, improve morale,
and that provides greater flexdbility as well as a retention tool

2 WHY WOULD EMPLOYEES WANT TO PARTICIPATE?

If employees commute swo hours one-way, they may be interested in the possible
reduction in car insurance and the ability to be more in control of their lives. If there is too
linle space in the office, with many distractions, flexiplace may enable the employee to be more
productive. The employee may find family and home management is facilitated.

3 DOES AN EMPLOYEE HAVE A RIGHT TO WORK AT HOME?

No. Paricipation in the flexible workplace project is not a right. Management is
responsible for deciding if the position is one that is appropriate for off-site work and for
examining both the conten: of the work and the performance of the employee. Particpation
in the program is not expected to be routine. Because this is a management work option, there
is no auwtomatic right of the employee to continue participation.

4. CAN A SUPERVISOR REQUIRE AN EMPLOYEE TO WORK AT HOME?

No. Parnicipation in the flexible workplace program is entirely voluntary on the pan of
the employee.

S. CAN EMPLOYEES VOLUNTARILY WORK EXCLUSIVELY AT HOME?

This is discouraged. However, it is not prohibited. Successful programs have shown
that employees need 1o spend at least pant of the week in the office to minimize isolation and
communication problems, facilitate integration of the employee with those in the office, and
1o ease supervisors’ adjustmens. Flexiplace employees should be scheduled 1o work no ritore
than one to three days per week outside of the office. This will allow for face-to-face meetings,
provide access to facilities not available at the aliernative workplace, and, equally important
will counter feelings of isolation.

é DOES WORK AT HOME MEAN EMPLOYEES CAN SET THEIR OWN
SCHEDULE?

Yes and no. The process of establishing work schedules permits periodic adjustments,
as needed, to achieve an optimal schedule suiting employee and organizational requirements.
Developing fixed times during the day for supervisor/employee telephone conversations may be
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helpful 1o ensure optimum communication.
7.  MUST EMPLOYEE BE COMPUTER LITERATE TO PARTICIFATE?

No. This is not a computer-based program. The selection criteria .are broad
enough o include employees who do not work with computers.

&  ARE THERE WAYS TO REDUCE EMPLOYEE ISOLATION?

The telecommuter will be an employee whom a supervisor considers worthy of trust.
These workers should be made to feel they are a pant of the team. They need to be aware of
what's going on in the office while they're off-site; staff meetings shouldbe held on days when
they are scheduled t0 be in the office and these employees should be considered egually witi
other non-participants in selection, performance, or any other employee/employer maters.

9. CAN A SUPERVISOR PARTICIPATE IN THE FLEXIBLE WORKPLACE
PROGRAM?

Possibly. Generally, the nature of supervisary positions makes use of the program by
supervisors impractical if more than one work day at home is scheduled.

10. WHO CAN PARTICIPATE?

Managemen: will identify participants from among employees in their organization.
Supervisory agreement and concurrence is @ must, as &s suppor from higher management.

11.  WHY CAN'T EVERYBODY FPARTICIFATE?

As with any new endegvor it is wise to start slowly with a small conringent of employees
at the test locations. There may be pressures to grow larger early within the program as non-
panticipants begin to see how the program is working. Managers interested in porticipating in
the program afier the test period begins need 1o contact the Headquaners Program Coordinaror.

12 THE EPA-HEADQUARTERS POLICY STATEMENT SETS NO SPECIFIC LIMITS
FOR THE FREQUENCY OF WORK AT HOME, THE PERFORMANCE LEVEL
OFf EMPLOYEE, OR THE LENGTH OF TIME THE INDIVIDUAL HAS BEEN
EMPLOYED. ARE THERE GUIDELINES IN THESE AREAS?

Management has decided that there is enough diversity in the Agency that these
decisions should be left to individual managers. For example, a disabled individual might be
hired specifically to work at home, and might not have worked on site at EPA at all.
However, we can offer some guidance based on private secior experience for more typical
Stuuanons.



Length of Service. Work at home is probably best undertaken by an individual
who “knows” the Agency in the sense of understanding its rules and regulations
and its culture — the way it functions in addition to formal rules and regulations.
For example, it is probably bester to ailow a current employee t work off site
than someone who has never been at the Agency.

Ereguency of Work ar Home. Private sector experience indicates that full-time
work at home is generally not a good idea over an exiended period of time. The
employee and employer lose contact with eack other in both formal and informai
ways. Typical frequencies found in the private sector are one or two days per
week.

Performance Level of the Individugl Almast oll studies of off-site work suggest
that individuals who are successful at such work are highly motivated and self-

sianers. Their guidance and standards for accomplishment come as much from
within as from their supervisors. Such ‘individuals tend to be above-average
employees, and a fully successful performance rating is required.



IDENTIFICATION OF JOB TASKSIEMPLOYEES
1. WHAT TYPES OF JOBS ARE ADAPTABLE TO A FLEXIBLE WORKPLACE

PROGRAM?
° Easily quantifiable tasks — eg., data processing,
word processing.

° Project oriented tasks - eg, reading propasals and
: kine findine decisi tucti ;

® Specific examples include -~ Management and Program
Analyst; Computer Programmer; Personnal Staffing
Specialist; Technical Writer; Aiomey, etc.

2 WHAT ABOUT FLEXIBLE WORKPLACE PROGRAMS AS A MEANS TO
ATTRACT AND RETAIN QUALIFIED DISABLED PERSONS?

The flexible workplace program is an excellent way to auract individuals who are
mobility-limited. Technological advances enable managers to support the disabled person with
equipmen: that accommodates the individual’s impairment. Federal Information Resource
Management Bulletin (FIRMR) Bulletin 56 establishes guidelines for the acquisition of
automatic data processing equipment that provides electronic equipment accessibility for
disabled Federal employees and access to public information resources.

3 CAN EMPLOYEES WORKING AT HOME PROVIDE ALL OF THEIR OWN
CHILD OR ELDER CARE SERVICES?

Probably not.  Flexplace arangments can provide valuable assistance in the
management of work/family schedules, but it is not a substitute for child/elder care. Based on

experience in both the private and public sector, the care of young children is likely to disrupt
work. Flexiplace employees must have appropriate child/elder care available.

4. IS THERE A DOCUMENT THAT CLARIFIES EMPLOYEE AND MANAGEMENT
ROLES AND RESPONSIBILITIES IN FLEXIPLACE?

Flexplace supervisors and employees will sign work agreements to ensure they fully
comprehend what is expected.



COST FACTORS

) WHAT ARE THE COST FACTORS FOR SETTING UP A FLEXIPLACE
ARRANGEMENT?

For some employees the up-front costs can be minimal or nonexistent. More
wmw,wm«wmnedamwawﬁaydwwor@mme
telephone extensively on flexiplace days. The following types of up-front and ongoing expenses
may be incurred by the agency.

. Long distance charges

g Telephone installation and usage charges (other than long distance)

. Computer or typewriter assigned to the employee’s home

. Computer sofiware.

. Modem and possible additional computer usage charges

. Modificarions to the central computer to allow employees
to dial in

. Equipment maintenance and repair charges

. Remote technical assistance

. Replacement of damaged or lost equipment

. Fax machine

The costs to establish and maintain a satellite facility are similar to those for any field

office: remodeling, rent, telecommunications lines and equipment, utilities, computer
equipment, photocopier and other office machines, fumiture, and so forth.

2 WILL THE EMPLOYEE BE REIMBURSED FOR UTILITY AND OTHER
EXPENSES ASSOCIATED WITH OFF-SITE WORK?

Generally, no. The Government assumes no responsibility for participating employee's
expenses related to hearing, elecricity, water, and space usage. The rationale is that the
benefits of working at home offset incidental increases in utility expenses. The exception is for
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the use of the employee’s personal phone for business-related long-distance phone calls.
Current GSA FPM regulation (CFR 41, 101-7i) allows for local travel reimbursement for pre-

approved long distance telephone calls.

3 CAN THE EMPLOYEE BE REIMBURSED FOR TELEPHONE INSTALLATION
COSTS?

Yes, Public Law 101509 allows Federal agencies participating in the Flexiplace pilot
study 10 allocose. funds for the instollarion of phone lines into employees’ homes, provided that
adequate safeguards against misuse exist. Specifically:

"Norwithstanding any provisions of this Act or any other Act, during the fiscal year ending
September 30, 1991, any depannment, division, bureau, or office participating in the Federal
Flexiplace Project may use funds appropriated in this or any other Act to install telephone
lines, necessary equipment, and pay monthly charges, in any private residence or private
aparrmeny, provided that the head of the deparrmeny, division, bureau, or office certifies that
adequate safeguards against private misuse exist, and that the service is necessary for direct
suppon of the agency's mission."”

1



SUPERVISORY RESPONSIBILITIES

1 HOW DO I SCREEN POTENTIAL EMPLOYEES FOR CONSIDERATION FOR
THE PILOT PROGRAM?

Employees who would be considered successful candidates for flexiplace generally have
@ number of work-related characieristics in common, including such qualities as:

. A history of reliable and responsible discharge of work
duties

. A full understanding of the operations of the organization
®  Thust of his/her supervisor

. Ability to establish priorities and manage hisjher own
fime

. A proven track record of personal motivation which is
reflected in past performance ratings

2 AS A MANAGER, WHAT DO I NEED TO CONSIDER BEFORE AGREEING TO
A WORK AT HOME ARRANGEMENT?

Before a manager can consider g flexiplace request seriously, the manager and worker
musi examine the job requirements. While some jobs can be performed almast 100% off-site,
mos: jobs require a centain amount of time at the main office. For example, one component
of a "flexiplace” job may be processing of information. Does a worker’s job reguire the
researching, processing, and dispensing of information? If a job has a large information
componen! Io if, chances are that a cenain perceniage of the job can be done off-site.

Obviously, jobs that require the worker to perform a hands-on service for others, such

as supervision, mail room service, supplies delivery, reproduction/printing, eic., are not adapiable
1o flexiplace.

Afier deciding that a centain job has flexiplace possibilities, other criteria must be
explored,

. Knowledge Requirements: Does the employee have all the
knowledge needed to work at home? Does the employee

need close supervision or input from others that is only
available at the office?
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. Conwact Reguirements: What percentage of the job is devoted to *face-to-face”
contact with other employees or agencies, the public or intemal agency staff?
Can contact be readjusted to allow for telephone communications or can such
contact be conducted when the employee is at the conventional office?

¢ Reference Marerials Reguirements: What percentage of the job requires resources
located in the main office? Can these resources be easily removed and iaken
home for a day or two? Are these resources available through other - means
such as a computer-accessible library service?

®  Special Equipment Requirements: What percentage of the job relies upon access
to photocopiers, telefax machines,or other specialized equipment? Can access
needs be grouped and scheduled for days when the employee is in the
conventional office?

. Travel Requirements: Does the job involve field work? Can trips begin or end
at the home office rather than the main office? Can paperwork be done at

home?

*  [Informarion Security Requirements: Can tasks which are completed at home
{(ie., which don’t violate security  procedures) be grouped and scheduled for
flexiplace days?

3. HOW CAN I MONITOR WORK WHEN THE INDIVIDUAL IS NOT PHYSICALLY
PRESENT AT EPA-HEADQUARTERS?

With quantifiable tasks, it is a fairly simple matter to measure output, and this should
be done, both as to quantity and quality, as it is now being done in the office. For non-
quannifiable or project-oriented tasks, measurement is less direct, but no different from their
measurement now. Normally, this would involve:

» Establishing the nature and objective of the task.

* Setting a deadline or due date,

g Seuning status reporifmeeting periods (e.g., weekly).

Measuring the employee’s output with his/her prior on-site work history andj/or similar
tasks that are being done by on-site workers should enable the supervisor 10 judge the
productivity of a participant in the flexible workplace program. A flexible workplace program
needs both good planning and good management to be effective.

13



4 WHAT ABOUT THE IMPACT ON THE OFFICE WHEN SOME EMPLOYEES ARE
WORKING OFF SITE?

Before an employee begins to work off-site, certain guidelines must be established to
minimize adverse impact on other staff members. The overall interests of the office must take
precedence over working off-site. A supervisor may require an employee 1o be on-site on a
regular off-site day if the needs of the office require this. In addition, one person’s off-site work
should not adversely affect the performance of other employees. Flexiplace should not put o
burden on siaff remaining in the office. Nok only should an eguitable distribution of workload
be maintained, but methods should be instituted o ensure thas office employes do not have
to handle the employee’s work.

3 WHAT IS THE EMPLOYEE'S OFFICIAL DUTY STATION, SINCE PART OF
THEIR WORK WEEK WILL BE IN ANOTHER LOCATION?

The official duty station for purposes of the flexiplace pilot program is the taditional
office. All pay, special salary rates, leave, travel entitlements are based on the official duty

Station.

6. WHAT IF A MANAGER BELIEVES THE ARRANGEMENT WITH AN
EMPLOYEE IS NOT WORKING OUT?

Managemenru has the right to end participation of an employee in the program. Flexible
workplace arrangements are not a right or condirion of employment. Because this is a
management work option, there is no automatic right of the employee to continue parsicipation.
Management may end an employee’s participation in the program when the employee’s
performance declines or if the project fails to benefit organizational needs. Whenever feasible,
the agency should provide sufficient notice prior to the cancellation of the program.

Cancellation of an employee's participation for cause may be immediate and does not
require any advance writien notice. The employee may also request 1o end participation,
without cause, at anytime. In this situation, management will make arrangements fov the
employee to begin working at the main office as quickly as possible.

7. DOES AN EMFPFLOYEE HAVE A RIGHT TO WORK AT HOME?

No. Farricipation in the flexible workplace program is not a right. The manager is
responsible for deciding if the position is one that is appropriate for off-site work, examining
both the corntent of the work and the performance of the employee. Paricipation in the
program is not expected 1o be routine.
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& CAN A SUPERVISOR REQUIRE AN EMPLOYEE TO WORK AT HOME?

No. Farticipation in the flexible workplace program is entirely voluntary on the pent of
the employee.

9. WHAT ABOUT THE FLEXIBLE WORKPLACE PROGRAM AS A MEANS TO
ATTRACT DISABLED PERSONS TO EPA?

The flexible workplace program is an excellent avenue for atracting individuals who are
mobility imited Technological odvances enable us to suppornt the disabled person with
eguipment that accommodates the individual’s impairment. FIRMR Bulletin 56 establishes
guidelines for the acquisition of automatic data processing equipment that provides electronic
equipment accessibility for disabled Federal employees and access to public information
resources. OHRM will be happy o asvist managers who may want to examine prospects for
employing disabled individuals to work at home.

10 WON'T PRODUCTIVITY DECLINE IF AN INDIVIDUAL IS NOT BEING
SUPERVISED ON-SITE?

Private industry has found that productivity is often increased when an individua! works
off-site, pantly because of fewer interruptions, distractions, and parnly because the individual
ypically has a strong incentive 1o prove the benefits 1o the employer of off-site work,

11. SHOULD A SPECIFIC SCHEDULE BE SET FOR THE OFF-SITE WORK?

Yes. All work schedules are discretionary and require management approval. Any work
schedule (eg., flextime, 5-4-9, etc.} may be approved for a flexiplace employee. The work
schedule must be consisters with reguirements of the employee’s work group and provisions of
the employee’s collective bargaining agreement. A fixed and pre-set schedule of off-site work
frours must be established by the supervisor prior 1o the employee working off-site. During off-
stte liowrs, the employee must perform work at a pre<determined and agency-approved site (eg,
hiome, satellite facility). Absences from the off-site work site (eg, visits on official business
to arrend meenngs) must be coondinated with the supervisor at the earliest time practicable.

Temporary flexiplace assignments or changes in work schedules may be made ai

management’s discretion to meet management needs or to accommodate an employee’s
request.
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INFORMATION SECURITY AND PRIVACY ACT REOUIREMENTS

1  ARE THERE SOME RECORDS THAT CAN'T BE TAKEN HOME?

Yes. Official, unreplaceable documents and permanent records will not be taken home.
Since these records exist mainly in hard copy, they are typically inaccessible through electronic
means, and should be xeroxed if appropriate for work at home. No classified records may be
removed from the official worksite and mainsained at the Flexiplace work station.

2 WHAT ARE THE PRIVACY ACT CONSIDERATIONS?

Care must be soken to ensure that records subject to the Privacy Act and sensitive non-
classified data are not disclosed to anyone except 1o those who are authorized access to such
information in order 10 perform their duties. Organizations allowing employees 1o access
records subject to the Privacy Act from a remote work Site must mainiain appropriate
administrarive, technical, and physical safeguards to ensure the security and confidentiality of
the records. When records subject to the Privacy Act are maintained or used by employees
working ot home or at other remoie locations, insiallations should revise the appropriate record
system notices o indicate that the off-site system location is authonized.
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1 IS MANAGING A TELECOMMUTER DIFFERENT THAN AN OFFICE-BOUND
WORKER?

Yes, in some ways. The performance plan should be similar to the curren: one.
Managers of telecommuters must be able to communicate well with their employees and
measure performance by results (not just observation). Managers must compensaie for the
lack of daily face-to-face assessment and feedback by clearly defining tasks and expectations.
Actual work performance should be measurable against quantity or quality norms in order that
managers may certify time and attendance records.

Managers who are not comfortable managing by results, and who need to observe
actual employee performance, should not participate.

Managemen: has the right to remove individual employees from the program when
performance declines or the program no longer benefits organizational needs.

2 DO PERFORMANCE ELEMENTS AND STANDARDS NEED TO BE
REWRITTEN?

Normally not. Critical elements and performance siandards should generally mirror
those already in place, with adjustments for unique circumstances. Generally, measures of
work output for Flexiplace employees should be based on experience in the tradifional office.
If this is not possible, establish measures in terms of quantity and quality norms developed
jointly by the supervisor and the employee and monitored through scheduled and required
progress reporting.

3. DO POSITION DESCRIPTIONS NEED TO BE REWRITIEN?

Probably not.  Basic duries should not change, however the factors of supervisory
controls or work environment may change.
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IIME AND ATTENDANCE

1.  ARE FLEXITIME SCHEDULES PERMISSABLE UNDER FLEXIPLACE?

Yes. A regular schedules makes it easier o stay in touch with colleagues and 1o be
available to clients. Care must be taken not to approve any schedule that is inconsisten: with
currently available work schedules. Employees working under such schedules can, depending
on the degree of flexibility permitted by their supervisors, tailor their work hours within the
parameters permined by the organization. However, completely unstructured arrangements are
unacceptable.  Supervisors must approve flexitime schedules in advance to ensure that
employees’ time and attendance can be properly certified and to preclude any kiability for
premium or overtime pay.

2  SHOULD A SPECIFIC SCHEDULE BE SET FOR THE OFF-SITE WORK?

Yes. All work schedules are discretionary and require management approval Any work
schedule (e.g, flednime, 5-4-9, etc.) may be approved for a flexiplace employee. The work
schedule must be consistent with requirements of the employee’s work group and provisions of
the employee’s collective bargaining agreement. A fixed and pre-set schedule of off-site work
hours must be established by the supervisor prior to the employee working off-site. During off-
site hours, the employee must perform work at a pre-determined and agency-approved site (e.g.,
home, satellite facility). Absences from the alternative work site (c.g., visits on official business
to artend meerings) must be coordinated with the supervisor at the earliest time practicable.

3. ARE THERE ANY FAIR LABOR STANDARDS ACT (FLSA) CONSIDERATIONS
UNIQUE TO TELECOMMUTERS?

No. FLSA entitlements are the same whether at home or at work. Managers should
avoid the potential liability for "suffered or permitied” overtime under FLSA. Scheduling work
to avoid unnecessary overtime is a long standing public policy.

4. WHAT IS MANAGEMENT'S RESPONSIBILITY IN FLSA ADMINISTRATION?

Management must ensure that only the work for which it intends to make payment is
performed. Since the supervisor is not on the scene, FLSA overtime (or potential liability for
FLSA overtime) could be hard 1o control if clear directions are not provided to pamicipating
employees. Supervisors must communicate work rules and monitor work activity. Non-exempt
Flexiplace employees who work in excess of the hours approved by management to receive
compensation should be removed from the program.
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3. CAN AN EMPLOYEE EXTEND WORK HOURS TO ACCRUE RELIGIOUS
COMPENSATORY TIME?

Yes, if the employee requests supervisory approval first and the work schedule is
appropriate given the nature of the work being performed and the level of interaction with the
_office that is required. Employees must also fulfill all of the requiremenss for eligibility for
religious compensatory time identified in FPM Chapter 550.

6 WHAT IS THE EMPLOYEE'S OFFICIAL DUTY STATION, SINCE FART OF
THE WORK WEEK WILL BE IN ANOTHER LOCATION?

The official duty swation for purposes of the flexiplace pilot program is the mraditional
office. Al pay, special salary rates, leave, travel ensitlements are based on the official duty
station.

7. WHAT HAPPENS TO THE TELECOMMUTER IN AN EMERGENCY SITUATION
THAT NORMALLY WOULD RESULT IN THE AGENCY CLOSING?

If the employee is working at home, and the main office closes, normally the Flexiplace
employee will continue working at home. However, if for example, the employee’s elecrricity
fails while working at home, the supervisor may grant administrative leave. When an employee
knows in advance of a situation that would preclude working at home, either time in the office
or leave should be scheduled.

& SINCE AN EMPLOYEE IS ALREADY AT HOME, DO THEY STILL NEED TO
APPLY FOR LEAVE IN THE SAME MANNER?

Yes. The rules and procedures for leave administration apply the same regardless of the

work site.

9 IS REPORTING TIME AND ATTENDANCE HANDLED ANY DIFFERENTLY?

No. The only requirement is that employees complete the *Self-Centification of Time
and Anendance” form on a bi-weekly basis and tum it into their supervisor.

10. WHAT HAPPENS IF THE EMPLOYEE IS UNABLE TO PERFORM IN THE
OFF-SITE LOCATION?

The Flexiplace arrangement should be terminated.
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11. HOW CAN SUPERVISORS BE ASSURED THAT THE EMPLOYEE IS WORKING
AT HOME?

(How do supervisors know the employee is working in the office?) The employee's
completed work product is the indicator that he/she is working. All supervisors evaluate work
based on results. This judgement won’t change with Flexiplace. Fledplace employees are
dependable, self-motivated, and highly productive. Those considerations are the basis for
employee participation in the pilot. Phone calls can ensure that employees are actually on
duty when scheduled to work. Written agreements should specify times employees must be
available. If home visits are called for, they should be done in accordance with the wrinen
agreemenst and in a manner that preserves brust and respect.



LIABILITY AND WORKERS' COMPENSATION

1 WHAT ABOUT LIABILITY FOR INJURIES AT HOME? HOW CAN A
SUFPERVISOR CERTIFY AN EMPLOYEE'S CLAIM FOR INJURY?

The Governmen is self-insured. Any Governmen: exposure to liability would be covered
under the Federal Tont Claims Act or the Federal Employees Compensation Act (workers’
compensation). The Supervisor's signature on the request for compensation astests only to what
the supervisor can reasonably know, whether the event occurred at a conventional work site
or at an alternative work site (eg, home) during official duty. Under normal circumstances,
Wmaﬁmmmﬁammuployxamﬁumﬁﬁny. Employees, in all
situations, bear responsibility for informing their immediate supervisor of an injury at the
earliest time possible. They must also provide details to the Department of Labor when filing
a claim. The Federal equivalent of workers' compensation limits recovery by an employee
injured while on duty to reasonable amounts.

It is also essential for a supervisor to require the employee 10 designate one area in the
home as the official work siation. The government’s potential expasure to bability would then
be restricted 1o that one area.

2 CAN FLEXIPLACE BE USED TO HELP PUT INJURED EMPLOYEES BACK TO
WORK?

Yes. Flexble workplace arrangements can help to put injured employees back to work
and off the compensation roles. Organizations may wish to determine which employees
currently on the compensation rolls might be able to perform some portion of their work at
home. Accommodations of special equipment or restructuring assignments may enable an
employee to resume work and terminate workers' compensation.
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EACILITIES

1 HOW DO SUPERVISORS ENSURE THAT THE ALTERNATE WORK AT HOME
ARRANGEMENT IS SAFE?

Each participating employee should sign a *Self-Certification Safety Checldist” that
proclaims the home safe. Employees are responsible for ensure that their homes comply with
these health and safety requiremenss. Home offices must be clean and free of obstructions.
The home must be in compliance with all building codes and free of hazardous materials. A
supervisor may deny an employee the opportunity to participate or may rescind a flexiplace
agreement based on safety problems in the home or suspected hazardous materials in the
home. The supervisor may also have the home office inspected for compliance with safety
requirements when deemed appropriate. Inspections will be by appointment only.

If an employee is injured while working at home, workers’ compensation law and rules
apply. Employees must notify their supervisors immediately and complete all necessary
documents regarding the injury. Because an injury or illness sustained by a flexiplace
employee will be outside the conventional work site, the supervisor must investigate, to the
exten: consisters with current practice, all reports immediately following notification.

2 WILL PROGRAM OFFICE RESOURCES BE MADE AVAILABLE FOR THE
PROGRAM?

Decisions on this issue must be made by each participating organization depending on
budger constraings. Components must identify tools the employee will need while working at
the altemative workplace and ensure that the participating employee has access to the necessary
reference sources and other materials.

3. WILL THE EMPLOYEE BE REIMBURSED FOR UTILITY AND OTHER
EXPENSES ASSOCIATED WITH OFF-SITE WORK?

Generally no. The govemment assumes no responsibility for participating employees’
expenses related to heating, electricity, water, and space usage. The rationale is that the
benefits of working at home offset incidental increases in utility expenses. The agency can pay
Jor long distance telephone calls made in the course of official business and approved by an

appropriate agency official
4 DOES THE HOME WORK STATION NEED TO BE INSPECTED?

Not necessarily. Offices in the home require adequate work space, light, telephone
service, power, and climate. Requirements vary depending on the nature of the work and
equipment needed to perform that work. All flexiplace arrangements should require employees
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to have a specific room or area which is adeguate for the performance of official dusies. In

addition, telecommuters must have a telephone to facilitate communication with their

supervisor and organizasions.

5. DO EMPLOYEES NEED TO NOTIFY THEIR LANDLORDS THAT THEY WILL
BE WORKING AT HOME?

Yes. Landlords may have legitimate concerns such as cost factors associated with the
use of udilities.

1 SHOULD MANAGEMENT'S RIGHT TO PERFORM A HOME OFFICE
INSPECTION BE INCLUDED IN THE WORK AGREEMENT?

Yes. The work agreement, signed by the employee and his/her supervisor should allow
the Agency to inspect the in-home work space, both at the time of installation of any EPA-
owned equipment and a1 periodic intervals. Such inspections should be conducted ai
reasonable times and only as needed to protect EPA interests. Flexiplace requires that
employses work only in their approved olierative workplace (whether home, sasellite office or
elsewhere).

7. ARE THERE FINANCIAL BENEFITS TO THE TELECOMMUTER?

Yes. There are potential savings to the employee resulting from reduced commuting
costs (insurance, repairs, gas, eic.), older child or elder care savings, meals and clothing
expenses.

& WHAT EMPLOYEE COSTS ARE REIMBURSABLE?

Very few. EFA may not use appropriated funds to pay for items of personal expenses
unless there is specific statutory authority. Most private sector Flexiplace programs do not pay
any portion of employeé udlily expenses. EPA will not pay for wility expenses.

9. CAN EMFLOYEES BE REIMBURSED FOR OFFICIAL LONG-DISTANCE
PHONE CALLS?

Yes. Consideration should be given to placing calls through the installation telephone
operaior, however, reimbursement may be made by using a local travel claim form and
providing a copy of the employee’s monthly telephone bill with official calls highlighted.



TELECOMMUNICATIONS AND EOUIPMENT

L WHAT ARE THE COST FACTORS FOR SETTING UP A FLEXIPLACE
ARRANGEMENT?

For some employees the up-front costs will be minimal or non-exisient. More
commonly, the employee will need access to a variety of equipment and/or will use the
telephone extensively on flexiplace days. The following types of up-front and ongoing expenses
may be incurred by the agency.:

Long distance charges

Telephone usage charges (other than long distance)

Computer or typewriter assigned 1o the employee’s home

Computer software

Modem and possible additional computer usage charges

Modifications to the central computer to allow
employees to dial in

Equipment maintenance and repair charge:

Remote technical assistance

Replacement of damaged or lost equipmeru

Fax machine

2 WHAT EQUIPMENT WILL THE EMPLOYEE NEED?

Some employees may do their work at home or in the office with pen and paper. Other
employees may require computers, modems, or dedicated terminals to communicate with people
and access the information needed to do their jobs. An important considerarion is
compatibility of equipment used at home with that of central office equipment. Comparible
equipment facilitates a more efficiens work at home arrangement. Typewriters, modems,
telephones, or specialized office equipmen: may also be necessary.

3 CAN ORGANIZATIONS PROVIDE COMPUTERS FOR EMPLOYEES’ USE
OFF-SITE?

Each program office must establish its own policy on purchase andjor installation of
equipment. Some program offices may agree to purchase or install equipmens, while others,
due to budget constraints or other management reasons, may choose not to. Program offices
may choose to make this decision on a case-by-case basis considering such factors as the
nature of the work, availability of existing equipmen, etc. In some instances, participation in
the program may be contingens on equipment costs.
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The Govemmery may place computers and other ADP and telecommunications
in the homes of employees while rewaining ownership and control of hardware,
software and data. In these situations, the Government is responsible for maintenance, repair
and replacement of such equipment. It is imporians that employees understand that any
Government-owned equipment used at home only be used for official purposes. Employees
on flexiplace must adhere to all rules, regulations, and procedures relating to security and
confidentinlity for work that fs sensitive or covered by the Privacy Ac,, and any other
information handled in the course of work:

4 WHO IS RESPONSIBLE FOR TRANSPORTING EQUIPMENT (E.G, COMPUTER,
MODEMS, PRINTERS, ETC.) TO AND FROM OFF-SITE LOCATIONS?

Transfer of computers, printers, modems and other data processing equipment to and
from the office to the home residence is determined by the program office. . Normally,
organdzations will make it the responsibility of the individual

S.  HOW DO I ARRANGE FOR EQUIPMENT REPAIR?

Mmmmmmdammmdwwww
employees is the responsibility of the agency. The employee must notifyhis/her supervisor
immediately, following a malfunction to EPM~owned eguipment. If repairs are extensive, the
employee may be asked to report to the main office unsi equipmens is usable.

Employees are responsidle for repair and maintenance of personally-owned equipment.
éa ARE THERE ANY OTHER COMPUTER-RELATED CONCERNS?

EPA_may place computers and telecommunmications equipment in employees’ homes
while resaining ownership and control of Mﬁvat,nﬁtmand dowt =All EPA-provided
eguipment mﬁrwmm Prohikiied fom. using such equipment for

7. IS m ELECTRONIC ACCESSIBILITY ACCEPTABLE?

Fledplask mployees may need frequent access o records, regulations, handbooks,
manuals, ond fies normally maintained at the office site. While it may not always be possible
to duplicate paper records or maintain @ library in the home or satellite office, personal
computers with modems will allow employees to communicate with the office from any
location and access records stored electronically.

Electronic records are in many forms: operating data bses, on-line research data bases,
files on personal computers, etc. Some examples are payroll and personnel data bases. For
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Privacy Act and securily reasons, such data bases are not accessible through dial (off-site)
lines. It may be possible, however, to transfer some data to disc and subsequently use the data

off-site.
&  ARE THERE SOME RECORDS THAT CAN NOT BE TAKEN HOME?

Yes. Official, unreplaceable documents and permanent records will not be taken home.
Correspondence files and historical records are likely to be one-of-a-kind and may not be taken
home. Since these records exist mainly in hard copy, they are pypically inaccessible through
electronic means. Only unclassified records will be mainiained at the Flexiplace work station.

9. WHAT ARE THE PRIVACY ACT CONSIDERATIONS?

Care must be taken to ensure tha: records subject o the Privacy Act and sensitive
unclassified data are not disclosed to anyone except 1o those who are authorized access to
information in order to perform their duties. Organizations allowing employees to access
records subject to the Privacy Act from a remote work site must maintain appropriate
administrarive, technical, and physical safeguards to ensure the security and confidentiality of
the records. When records subject to the Privacy Act are maintained or used by employees
working at home or other remote locations, organizations should revise the appropriate record
System notices to indicate that the off-site system location is authorized.

10. CAN FLEXIPLACE ACCOMMODATE HANDICAPFED EMPLOYEES?

Yes. Current employment efforts which focus on accommodaring handicapped
employees in the regular office environment will continue, but such efforts can be supplemented
by Flexiplace. Some severely disabled individuals can not commute 1o work or work for long
periods withous rest. Special computer technology and telecommunications can enable them
to be valuable home workers.



CHILDCARE AND TAXES

1 WILL THE FLEXIBLE WORKPLACE PROGRAM REDUCE CRILDCARE
COSTS?

Generally, no. Studies show that work af home and childcare "are generally nor
compatible. ‘Young children create too many distractions for the parent working at hom::.
Flexiplace is not intended to serve as a substitute for child care. However, flexiplace may
reduce child care costy by reducing the number of hours of care necessary due to time saved
commuting. In some cases, it could eliminate the need for before and after school daycare.

The opportunily io parsicipate in the program is offered only with the understanding that
it is the responsibility of the employee to ensure that a proper work environment is mainzained

(eg, dependent care arrangements are made so as to not interfere with the work, personal
Such as non-business telephorne celly and viviiors ore kept 10 a minimum, erc.).

disrupiions
The employee and hisfher family should understand that the home office is just thas, a space
ser aside for the employee 1o work. Family responsibllisies must not inierfere with work time

at home.

2  DOES AN EMPLOYEE WHO USES A PORTION OF HIS OR HER.HOME.
QUALIFY FOR ANY FEDERAL TAX DEDUCTIONSY

Generally, no. However, employees should consull their wax advisors or the fnzemal

Revenue Service Jor informosion: on. 1ax lows and Interpretations shet address their specific
circumstances.
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FOCUS GROUFPS
1 WHAT ARE FOCUS GROUPS AND WHAT BENEFIT DO THEY SERVE?

Flexiplace focus groups consist of 5 to 15 participants (employees and supervisors may
wish 1o meet in separate groups) to discuss and share their experience with Flexiplace.
Experience has shown that these meetings will help ease participarus through adjustment
difficulties; provide information, ideas, and technigues for future Flexiplace program planning;
and enhance work-related personal contacts. They also provide a source of spontaneous
evaluation information on the Flexiplace program.

2 WHAT IS THE ROLE OF A FACILITATOR?

The Flexiplace Coordinator should arrange for facilitators and faciliries for focus groups.
A facilitator should give participants time to describe experiences and nroblems. The facilitator

should encourage constructive solutions. The facilitators should ' “~-Auals with training,
teaching, discussion-leader, or related experience, who a’ "~+ding group
discussions, are inserested in facilitating these groups, and ha. o Jtds
recommended that paricipating employees or Supervisors noi *ors.
Immediately upon completion of each focus group meeting, the facily.. -heir

notes and prepare a brief summary which should be forwarded 10 the Figipluce wu.:amnator.
3 WHAT TOPICS SHOULD BE ADDRESSED AT FOCUS GROUP MEETINGS?

The following topics should be included:

. notable incidents/experiences
successes, positive aspects encournsered
surprises/problems encountered
solutions tried/results

group's recommendations

actions planned/taken

ways to improve the usefuiness of focus groups

4. WHAT IS REQUIRED IN THE MEETING REPORT?

The report format should be as follows:

Jfacilitator name, organization name

meeting date and length

attendance

summary/overview of any highlights

specific discussion points as related to topic outline
other points/facilitator comments
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BITFALLS TO AVOID

Many of -the common pitfalls and traps that new flexiploce employees and their

may encounter have already been identified. Fortunately, ways t avoid these

Supervisors
situations have also been developed. Much of the training for employees and their supervisors
addresses how 10 get started comrectly and how to deal with problem situations as they arise.
The following are examples of some of the common pitfalls and traps to avoid:

Managers plan importans meetings during scheduled work at home days.
Aliemative: Set up o conference call

Co-workers don't know when the employee will be in the office. There is a
general sense that the empioyee s"never around.”

Alternative: Post ¢ schedule when each employee is in the office and when they
are out (either at hame or on approved leave).

Managers and employees do not have a clear understanding of work
EXpeciations.

Altemative: Define work expectations in advance to avoid misundersianding.
Co-workers are not able 1 contact the employee (and are sometimes acrively

discouraged). Clerical siaff are unclear on how or when to comtact the
employee. There is a reluctance to call employees at home on their

flexiplace days.

Abemative: Provide staff with flexiplace phone nimber. Encourgge siaff 1o call
employes o flaxiplace-doys. Supervisors should ses- an- example by calfing

. employees on thesr somz work days and insisting that others continue o transact

bustress with employees working as home.

Ewmiployees are reluctant to leave the phone on their flexiplace days, even to use
the restroom or take a break, because someone who called might think they are

not working.

Altemative: Use an answering machine to take messages during your absences.
Follow up with people immediately upon your renum.

Employees run into technical problems with their computers and no one is
available to assist them.
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Abermnative: Establish procedures for call-in trouble shooting.

Flexiplace is joked about as "goofing of]." Flexiplace days are referred to by co-
workers as days off.

Alternative: Explain or distribute benefits of flexdiplace o other staff members.
Make visible the work products that the flexiplace employee produces while
working at home.

Employee feels a sense of isolation and lass of interaction with co-workers.

Alternative: Establish arrangements where the employee reports to the office a
minimum of two days a week.

Encourage active communication via e-mail, voice mail,

and telephone between telecommuuers and the office staff.

Home/work boundaries are blurred.

Alternative: Keep your office separate from your living area by placing i1 in a
separate room as far removed from the living area as possible. Keep a definite
schedule of work time and personal dme and stick ¢o i

The organization incurs additional expenses associated with the provision of
equipment and services such as telephone charges for computer connections and
long-distance calls.

Alternative: Weigh addxuuulmagammmldpqudmmm
needs. Factor in office space savings, potential recruitment savings, savings in
training funds, and oiher "bottom line” savings o the organization.
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ENVIRONMENTAL
ProTeCTION

NOTICE No. & 78-5

AGENCY

August 17, 1978

PERSONNEL

BEADOUARTERS FLEXTTIME PROGRAM

On July 18, 1978, Agency management concurred in the recommendation
of the Headquarters Flexirtime Commirtee to adopt Flexirime on &
permanent basis for all of Headquarters. This adoption comes after a
successful experiment in the alternarive work pactern. We
implemented the Headquarters Flexitime Prograz in November 1976 with
e pledge of periodic program evaluation, and the Program has met with
favorable managerial and employee reception. Mamy EPA field
facilities and other Federal agencies experimenting with work hours
have used our program as a role model. Prior to this permanpent
adoption, the Headquarters Flexitime Committee, composed of
representatives of the various adminisctrative fumctions and &
representative of the local union, conducted two evaluations—-one in
June of 1977 and one in lare March of 197E. Your responses to both
of these inquiries were overwhelmingly positive. On the basis of
these evaiuartions and the subsequent recommendations of the
headquarters Flexitime Committee, the Agency has made its decision to
agopt Flexitime permanently ip Headquarters.

Io summarize the results of the latest survey, to which almost half of
Heaaquarters employees responded, 91.3] percent of the employees favored
contiguation of the program; 4.6 percent opposed it; and 4.] percent were
ungeciced. Of the supervisors responding, over four-fifths felt Flexi-
time has had a positive effect on the overall operatiom of the
headquarters faciliry, wath 44.9 percent indicating a decrease in over-
time expenses apc over half indicating an inerease in producrivaty.
Imployees also cited significant reductions in anpual and sick leave

usage as well as commuting time, along with increases in job satisfacrion,
individual productivity, and additional time for recreaticmal, educational,
family, and other activities.

To reiterate the basics of the Flexitime Program, all full-cime
employees Dust work or otherwise account for eight hours per day plus
the lunch time. OQur core period, which is the period of rime during
which all full-time employees must be on the Job, consists of the
hours 9:30 a.m. = 3:30 p.m. Our flexible bands, which are those
periods of time during which employees may request their times of
arrival and departure, are 7:00 - 9:30 a.m. and 3:30 - 6:00 p.m. Our

Dist All HBeadgquarters Employees Iniiated by
PM-212
Ta Ferm 131811 (179



customer band, vhich is the portion of the day during vhich we
guarancee a full range of services, is 8:00 a.m. = 4:30 p.m.
Employees desiring new Flexitime schedules nglt.couple:c_EPA Faru.
3160-3, Request for Flexible Hours, and submit it o their supervisor
for spproval. Schedules are to be caupa:ible.vxth the e?p}oyxng
organization's needs and must not interfere with the efficiency or

effectiveness of job performance.

For additional Program derails, see "Flexitime in EPA: A Handbook for
Supervisors and Employees," issued at the Program's inception in October
1976. This Handbook remains as the bagis for the Readquarters Flexitime
Program, with the exception of the provisions for time accounting,
detailed on pages four and five. 'As revised in 1977, the Headquarters
Flexitame Program mo longer imposes such extra reporting requirements.
Managers electing to impose the extra requirement must impose the time
accounting requirement on a uniforw basis, with all emplovees in their
organizations subject to it. This authority——to require additional
reporting or not—lies with individual staff office heads and division

direczors and may not be reassigned.

Addirional copies of the Headquarters Flexitime Handbook are svailable ig
Room 31910, Waterside Mall. Address questions on the program to Agency

Flexitime Coordinator (Ms. Laurie May) on 755-2620.

WHlliam J. Benoit
Acting Depury Assistant
Administrator for Administration



UNITED STATES ENVIRONMENTAL PROTECTION AGENCY

pate OCT22 1970

SUBJECT: Flexitime in EPA Headguarters

Alvin L. Alm
FROM: ASsistant AGministrator
for Planning and Management

TO: All Headguarters Employees

I am pleased to announce that Flexitime will be adopted
in EPA Headguarters for a one year test period beginning
November 15, 1976. The program will begin upon your
office's implementation of the Flexitime procedures. If
you are not ready to implement the program by November 15,
it will then commence at & subseguent pay period.

To provide Headquarters personnel with a reference on
the Flexatime program, we have developed the attached
“"Flexatime an EPA: A Handbook for Supervisors and
Employees."” Employees meetings will be held on Flexitaime
in late October and early November. Also, Personnel
Management D:vision staZf can be reacned on 755-2630 to
answer any guestions on Flexitime. Your supervisor should
also serve as a source of Fleikitime guadance to vou as you
plan a schedule compatible with your organization's necds.

We want to emphasize the importance of your full cooperation
in making Flexitime work ain LPA. You should have a thorough
understanding of how the program operates and realize that
the use of Flexitime cannot in any wav interferc with the

efliciency and effectiveness of your job performance.
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FLEXITIME IN EPA

A HANDBOOX FOR

SUPERVISORS AND EMPLOYEES




PURPOSE

fhis handtook has three major cbjectives:

1 mwmﬂmm@&sﬁ&wmdﬂmﬂe

" wozk hours (Flexitime) and its penefits.

mmwmﬁa-mmdﬂadhﬂifypossiblemﬁ
. prmn.demsme:pmreesmthaqm&a:ﬂ :

* ?&m.m&m&mmmmmm
najmmdmmm:mmmtbeaﬁec:edbythe
smerocustion of Flexitimme.

2.

THE CONCEPT

What is Flexitime? The concept is ginple. Fixed times of arrival and
deparamearereplacedbyamm‘daya:nposedafmd:ﬁermtypes
o times: coore tame and flexible time.

Core tame 1s the period of howrs designated during which all enployees rust
pe on the jab. Flexible time 1s all the time designated as part of the
schedule of wark hours within which emplovees may choose tames of arrival
and departure from the affice. The tWO requirements of Flexatime in EPA-IQ
are, tnerefore: (1) that each full-time ewployee must be on the job durang
care tume and (2) each full-time employee must work or otherwise account
for 8 hours pilus luneh each day of the Iive-Gay WX weex.

Because of specific job requirements in same offices the szme degree of
personal cholce may not be possible far all employees. As 2 result, there
will be variations in the degree of flexibility possible fram cffice-to-
ciiice.

Wnv imolement Flesatime? It 1s hoped thet the introduction of Flexatime will
nave penefyts for EPA-HD as a whole as well as for individual employvees.
Fleazure 1s being implemented with three majar objectaives in mand:

1. To umwrove the cualiev af life €or emplovees. Fiexible work hours will
Give an emloyee 2 new measure of freedom and control over his or her
personal and warking life. The cpportunuty to select and to vary
starting and departure tame, wathin limits, should improve the lives
of employees in many ways. Perscnal pece setting will allow an amployee
to choose the howrs which best suit his/her particular situation. Flexi-
tme will allow some amployees to travel to and from work at other than
peak rush periods. For others, it may mean the opportunity to enroll in
;mrsasmchcuummtbem:edmdermzfixedmrkschedule.
anally, employees should enjoy a greater oppartuity to particapate in
cmuruty, family, and leisure activitaes. ’

¢- To wmrove productivity. Factors which mey contrilarte to increases in
WoIk quality and/Or quantity in EPA-HQ include: the elimination of




times not. Headquarters, located in
xg.:;nmm;:m. :asmm;;mmwmmuﬂop.m.)
when the time on the West Coast is only 1:30 p.m. msre.fare,a:msstz
m.u@smwmmm.mmyum .
Likewxse.rlmtmesmuldresultmmansdmmthembm.

TIE EPA PROGRAM

a~HD Flexitume experiment will run for one year, with periodic evalua-
ginfs:}&uedmassmmtﬂemismmwdﬂehgm‘mssm.
and will be contanued if decned successful. m&mrlwm
program will consist of 11 cperation hours with a six howr core time. All
full-time employees must wark or otherwise account for B hours each day plus
the lunch pericd. The followang diagram illustrates the flexible and custamer
pands and the core times estabhlished for EPA-Q.

Flexible Core Tame “Flexible
Band Band H

7:00 a.n. 9:30 a.m. 3:30 p.m. 6:00 p.m.

Custoner Band
8:00 a.m. 4:30 p-m.

Qur core period ——that period of taume during which all employees must be
on the Job — will consist of the hours 9:30 a.m. - 3:30 p.m.

Our flexible bands — those periods during which employees may select times
of arrival and departure — are 7:00 - 9:30 a.m. and 3:30 - 6:00 p.m.

Ourcustune:bmd—matpormnofthedaydurmgmdaweguaranteea
full range of services to the public — will remain 8:00 ~ 4:30.

= 1lndividuals vhose supervisors aagree may wash to schedule
their arrivals for different tames on the various days of
the woek, e.g. regular Morday arrival at 9:00 a.m. and
reqular Tuesday through ‘Fraday arraval at 7:00 a.m.



i+h office hours beginming at 7:00 a.m. and ending at 6:00 p.m., the
‘;:rhestpossihleaeparwrewinoca:ratB:BDp.m. f:a:those amloyees
arriving at 7:00 a.m. For those selecting the latest possible arraival
at 9:30 a.m., letion of the 8~hour work will be at 6:00 p.m.
(Nzghtslﬁitd;ffermmlpaywuldherequiredfcrs emplovees on duty

after 6:00 p.m.)’
PARTICIPATION

Although 1t 15 the intent of this plan to allow flexible hours to the
extent consistent with effective completion of the Agency mission, it 1S
umoartant that all employees understand that there are a number of umague
situations wnere use of flexible hours may not be practical or where they
may not be able to obtain the precise arraval and departure tames of their

choice. For example:

- Flexible hours may not be usable in offices where there are
rotatang shifts or for certain "production line” or "team"
positaons where the total work of a group depends on the
rresence 0f all manbers of the group.

L

- Flexitime may not be aprropraaste during a period of sdjustment
for new emloyees, ar for amployees partacipating in particular
traiminy programs.

- Because of the need t© ccordinate hours to assure office coverage,
Supervisars may not always be able to allow individual ewployees
tne {lexible schedules of their choice.

ALl EPR-H0 employees will be allowed to flex except those recommended by
Dzv;r:.smn Directors and equivalents and designated by AR‘s, DAA's and Staff
Ci-ice Heads as key designees. Key designees are those emplovees whose
Qutlés require responsiveness at partacular hours of the day to other EPA
erployees, to other Federal officials, or to the pablac. Employees so
gesignated will have individually determined schedules aliowang the maximm
};:;a:;scal awount af flexibility consistent with the duties of thear positions.
Y ignatons, to uthor i
et g:aabsolnte m an wmitang by an a 12dd official, will be

1tlsunparrantthatallpa:ﬁclpantsmﬂersmndthatthefledbl

hours
plan 1S ot a right given t© employees; rather, it is a privil y

o epioyees which may be withdrawn af ' ; B oAy anted
e e v abuses or pegative apact upon the

-

-



PROCEIORES

———

Genaral

CE—

Wﬁarmplmtmnmmemm@mﬂlﬂe

; the to the superviscr for approval of
O R e o nomn 316003 (Attachment No. 1)-

Flexitime, vis EPA Form
o ) iew and determination of specific schedules, with
mmzmwmmdwmnmm
Fledtime plan.
osmuldamga:ivedemmnﬁmhemﬂeeitherattheiniual‘ super-
vasary level or at the Division Director or equivalent level, the
a written statement descrihing the reason to the review level.

o This review level is defined as DAA or Staff Office Head for deter-
minations made at the division ar equivalent level. Reviews of
decisions made at higher crganizational lsvels ghould be made by
officials at the next echelon of management. When an acthorized
review autharity concurs in the determinatiom that use of flexible
hours would impair the ability of a uvnit to function properly, the
use af flexible hours may be denied to appropriate individuals ar
groups. Any sagnificant reduction in the ahility of a grop or an
mndividual to perform required duties, resulting from the use of
flexible haurs, will be sufficient reason for the suspension or ter—
munation of flexible hours, However, full understanding of the reasons
fqrra;usingfleﬁblehmrsisdsirable.mdecceptinmgm
situations, the reasans should be made kno'm an vratang to the affected
individuals or groups.

Changes

Brployees may change their schedule by following the initial procedure ocut-
lined above. The procedure for requesting a change is thus to submit a new
EPA Form 3i60-3 to your ummediate supervasar. Single incidents of pre-approved
changes will be allowed without submission of this EPA Form. The famm as
mmredmlyytmm@lqee.mhestpdmgeawee)dysdﬁule. i.e. a
dmemmmﬂmasmuin:idam Employees are cautioned not
to abuse this rescheduling option through overuse.

1) Honar - Bmployees maintain their own daily record of time
of
mmmmmammmémanw
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2)

. sutmit, on @ biweekly basis, this sicmec soman
o e Y S e S s peart VoL i
way replace current Agencywide tumekeeping Procequres Or Iespon
sihilitzes, i.e. tamecards, etc.

ien In/Siqn Out Sheets. These may be used independently ar in

. Nexither
uncoacn wath the honor system, as defined above
ﬁmm@mmmwm“
responsibilities, 1.e. taimecards, etc.

General Services

who may, under
the convenience and ready reference of EPA-HD employees
Ir:g;unme, be working either earlier or later than at present, the following

information has been gathered.

Commmications Management

- The Cammmications Center will be staffed to service Headquarters

offices fram 7:30 a.m. to 5:30 p.m. Teleticketing, facsimile, and
teletypewriting services will pe available.

- The Telephone Installaticn and Modification Service will be staffed

for your convenience from 7:00 a.m. to 4:30 p.m.

The Telephone Locator Service will be staffed to serve you fram 8:00
&.m. to 4:30 p.m.

Agnministrative Ooerasions

Tnz Mail and Messenger Unit will be staffed from 8:00 a.m. to 4:30 p.m.
Oatgoing official mail may be Geposited an the maal drop at door 3712
KSM after 4:30 p.m.

The Parking and Transportation Office will be staffed fram 8:00 a.m.
o 4:30 p.m. Emloyees seeking assistance an the formation of new
carpools Or in alterang existing ones, call 755-2820.

The Office Services Unmit, handling Jjob order worlk:, such as the movang
CI partizions or wall painting, and laboring service, will be staffed
fram 8:00 a.m. to 4:30 p.m.

The Trouble Desk will be staffed fram E:00 a.m. to 4:30 p-m. A
Cone-a-Phone has been anstalled to accept any routine trouble calls
Suzside these hours. Emergency calls anvolving damage to Governmeont
property, life, or limb will be advised to call the Security Guard
nunber. The Trouble Desk number 1S 755-2794.

Lmh‘ﬂ

Brployees are asked to help mrumize our electrical usage during Flexatame
by warning out thear Lights upon leaving their offices.

- 5 a



Heating and Cooling
Services will be provided far cffice facilities throughout the 7:00 a.m.
to 6:00 p.m. day.

All WM and Crvstal Mall #2Buildimh'rt:mcesmdbd.tswillcpa?at
6:30 a.m. and close at 6:30 p.m. so:mtgployeesanle:uurnenllhe
fully accomodated. A:cesswillbelmtedmtavauapledzrzmmmnﬁ-
mgt.nnepe::.cds.wrmsz.gnmginmﬂcutwillherequued.

Employees at our Beltsville facility have unlimited building access. EPA
emloyees at the Scuth Agraculture building will be required to sign in

if arrivang praior to 7:00 a.m.

Garage-tiaterside fall

Parking attendants will be on duty from 6:30 a.m. to 7:00 p.m. BEmployees
desiring guard escart service to their cars during non-peak departure hours
may call 755-1164. This service 1s available until 10:30 p.m.

Supervisors or emlovees requiring additional clarification of any feature
of the riexitime program may L @nent Division's

FLEEOTIME HOTLINE, /0>-2630 IfOr Iurtner inrarmation.

Attachments



Attachment No. -

REQUEST FOR FLEXIELE HOURS

To: Supervisar

I:eqmzstﬂntmderrle:dwnethefollam:gwnrkrmmsbeesmbhshed

for me daily. Include arrival and departure times.

Bmployee Signature

Approved
Disapproved

Irmediate Supervaisor

If Disapproved:
Concurred
Nonconcurred

DAA, Staff Office Head, or Higher Level Officaal

Copies of campleted requests are to be returned to inataating amployees,
with timekeepers receiving copies of all approved scnedules.

EPA Form 3160-3 (draft)



Attachment No. 2

DMPLOYEE'S PAY PERIOD FLEXTIME REPORT™

TOTAL HRS.

ARRIVE (A) DEPART (D) WORKED (Ato D) AL SL OTHER

Su

M

Sa

Su

Sa

Sagnature of Employee

-Haxsunrkedbeyunrmnalmofdxmymmm,ed-
overume campensatuon/credit for compensatory tame. in advance for

EPA Form 2560-19 (draft)
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Universal Precautions



Managing HIV/AIDS in the Workplace September 15, 1994
A Resource for EPA Managers and Supervisors

APPENDIX D

UNIVERSAL PRECAUTIONS

Occupational Exposure to Bloodborne

Pathogens; Final Rule
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Occupational Safety and Health
Administration

29 CFR Part 1910.1030
Occupational Exposure to Bloodborne
Pathogens; Final Rule
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XI. The Standard

General industry

Part 1910 of title 28 of the Code of
Federal Regulations 1s amended as
follows

PART 1910—{ AMENDED]

Subpart Z—{ Amended)

1. The general authority citation for
subpart Z of 20 CFR part 1910 continues
to read as follows and a new ciation for
§ 1810.1030 1s added:

Authonty: Secs. 6 and 8. Occupational
Safety and Health Act. 29 U.S.C 655. 657,
Secretary of Labor s Orders Nos. 12-71 (38 FR
8754). -76 (41 FR 25059). or 8-83 { 48 FR
35736). as apphicable. and 29 CFR part 1911

Section 1910 1030 also 13sued under 29
US.C.s8a

2. Section 1910.1030 15 added to read
as follows:

§ 1810.1030 Bloodbome Pathogens.

(8} Scope and Application. This
section apphes to all occupational
exposure to biood or other potentially
infecious matenals as defined by
paragraph [b) of this section.

(b) Definstions. For purposes of this
section. the following shall apply

Assistant Secretary means the
Assistant Secretary of Labor for
Occupational Safety and Health, or
designated representative

Blood means human blood. human
blood components. and products made
from human blood.

Bloodborne Pathogens means
pathogenic microorganisms that are
present in human blood and can cause
disease in humans These pathogens
include but are not hmited to. hepatitis
B virus (HBV) and human
immunodeficiency virus [(HIV)

Cliical Laborotory means a
workplace where diagnostic or other
screening procedures are performed on
blood or other potenually infectious
materials

Contaminated means the presence or
the reasonably anticipated presence of
blood or other potenually infectious
matenals on an ‘tem or surface

Contarmnated Laundrv means
laundry which has been soiled with
biood or other potentially infectious
materiais or may contain sharps

Contaminated Sharps means anv
contaminated object that can penétrale
the skin inctuding. but not imied to,
needles. scalpels. broken glass. broken
capillary tubes. and exposed ends of
dental wires

Decontamination means the use of
physical or chemical means to remove,

machivate, or destroy bloodborne
pathogens on a surface or item to the
point where they are no longer capable
of transmitting infechious particles and
the surlace or item 15 rendered safe for
handhing, use. or disposal.

Drrector means the Director of the
National Institute for Occupational
Safetv and Health. U.S. Department of
Health and Human Services. or
designated representative.

Engineering Controls means controls
{e.g . sharps dispasal containers. self-
sheathing needles) thal isolate or
remove the bloodborne pathogens
hazard from the warkplace.

Exposure Incident means a specific
eye. mouth. other mucous membrane.
non-intact skin. or parenterai contact
with blood or other potentially
infectious matenals that results from.the
performance of an employee's duhies.

Handwashing Fecilities means a
facility providing an adequate supply of
running potable waler. soap and single
use towels or hot air drying machines.

Licensed Healthcare Professionol s a
person whose legally permitied scope of
prachice allows him or her to
independently perform the activities
required by paragraph (f) Hepatitis B
Vaccination and Post-exposure
Evaluation and Foliow-up.

HBV means hepatitis B virus.

HIV means human immunodeficiency
VIrus.

Occupauonal Exposure means
reasonably anticipated skin. eye.
mucous membrane. or parenteral
contact with blood or other potentially
infectious matenals that may result from
the performance of an employee's
duties

Other Potentially Infectious Materrals
means

(1) The following human body fluids:
semen. vaginal secretions. cerebrospinal
flud. synowvial Aud, pieural fluid.
pencardial flurd. pentoneal luid.
ammotic fluid. saliva in dental
procedures. any body fluid that s
visibly contaminated with biood. and all
body fluids 1n situations where 1t 13
difficult or impossible io differentiate
between body fluids:

(2) Any unfixed tissue or organ (other
than intact skin) from a human {living or
dead). and

{3) HIV-containing cell or issue
cultures. organ cuitures. and HIV- or
HBV-containing culture medium or other
solutions. and blood. organs. or other
tissues from experimental animals
infected with HIV or HBV.

Parenteral means piercing mucous
membranes or the skin barner through
such events as neediesticks. human
bites. cuts, and abrasions.

Personal Protective Equipment 1s
specialized clothing or equipment worn
by an employee for protection agdins! a
hazard. General work clothes (e.g .
uniforms. pants. shirts or biouses) not
ntended to funcuion as protection
agamns! a hazard are not considered to
be personal protective equipment

Production Facility means 8 facibity
engaged n industnal-scaie. large-
volume or high concentraion production
of HIV or HBV

Regulated Waste means hiquid or
semi-hquid blood or other potentialiy
infecious matenals: contaminated items
that would release blood or other
potentially infeciious matenials in a
liquid or semi-hquid state if compressed:
items that are caked with dned blood or
other potentiatly infectious matenais
and are capable of releasing these
maienals during handling: contaminated
sharps; and pathologicai and
microbiological wastes containing biood
or other potentially infectious malenals.

Research Leboratory means a
laboratory producing or using research-
laboratory-scale amounts of HIV or
HBV. Research laboratones may
produce high concentrations of HIV or
HBV but not tn the volume found in
production facihties.

Source individual means any
mdividual, living or dead. whose blood
or other potentially infectious matenais
may be & source of occupational
exposure lo the employee. Examples
include. but are not limiled to. hospital
and chnic patients: chents 1n institutions
for the developmentsliy disabled,
trauma victims: chents of drug and
alcohol treatment facilities. residents of
hoapices and nursing homes: human
remains: and individuats who donate or
sell blood or biood components

Sterilize means the use of a physical
or chemical procedure to destroy all
microbial hife tnciuding haghly resistant
bactenial endospores

Universal Precautions s an approach
to infection control. According to the
concep! of Universal Precautions. all
human blood and certain human body
fluids are treated as if known 10 be
infectious for HIV, HBV. and other
bloodborne pathogens

Work Practice Controls means
controls that reduce the likelihood of
exposure by altering the manner in
which a task 15 performed (e.g..
prohibiting recapping of needles by s
two-handed technique)

{c) Exposure contro/—{1) Exposure
Control Plan. 1) Each empioyer having
an employee(s) with occupational
exposure as defined by paragraph (b) of
this section shail establish 8 wnilten
Exposure Control Plan designed to
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ehiminate or mimm:ze employee
exposure

(ii) The Exposure Control Plan shall
contain sl least the following elements:

{A) The exposure determination
required by paragraph(c)(2).

(B) The schedule and method of
implementation for paragraphs (d)
Methods of Compliance. (e) HIV and
HBV Research Laboratones and
Production Facilities, (f) Hepautis B
Vacainahion and Post-Exposure
Evsluation and Foliow-up. (g)
Communication of Hezards to
Employees. and (h) Recordkeeping. of
this standard, and

{C) The procedure for the evaluation
of circumstances surrounding exposure
incidenis as required by psragraph
(N(3)(i) of Lhis standard.

(iii) Each employer shall ensure thata
copy of the Exposure Control Plan s
accessible to employees in accordance
with 29 CFR 1910.20(e).

(w} The Exposure Control Plan shall
be reviewed and updated at leas!
ennually and whenever necessary to
reflect new or modified tasks and
procedures which affect occupational
exposure and to reflect new or revised
employee positions with occupational
exposure.

fv) The Exposure Contro] Plan shall
be made available to the Assistant
Secretary and the Director upon request
for examinaticn and copying.

(2} Exposure determnotion. (f) Each
employer who has an employee(s) with
occupational exposure as defired by
paragraph (b) of this section shall
prepare an exposure determination. This
exposure determination shall contain
the following

(A) A hst of all yob classifications in
which all empioyees in those job
classifications have occupational
exposure,

(B) A hist of job classifications 1n
which some employees have
occupational exposure, and

{C) A hst of all tanks and procedures
or groups of closely related task and
procedures 1n which occupational
exposure occurs and that are performed
by empioyees in job classifications
histed n accordance with the provisions
of paragraph (c)(2)(i)(B) of this standard.

{ii) This exposure determination shall
be made without regard 10 the use of
personal protective equipment.

{d) Methods of compliance—{1)
Genera/—Universal precautions shall be
observed to prevent contact with blood
ar other potentially infectious matenals.
Under circumstances in which
differentiation between body fluid types
18 difficult or impossible, all body fluids
shall be considered potentially
niectious matenals.

{2) Engineering and work practice
controls. (i) Engineenng and work
practice controls shall be used to
eliminate or mmmize employee
exposure. Where occupational exposure
remains after institution of these
controls, personal protective equipment
shall also be used.

{ii} Engineering controls shall be
examined and mawntained or replaced
on a regular schedule to ensure their
effectiveness.

(iii) Employers shall provide
handwashing facilities which are readily
accessibie to employees.

(iv) When provision of bandwashing
facilities 1 not feasible. the employer
shall provide either an appropnate
antiseptic hand cleanser in conjunction
with clean cloth/paper towels or
antiseplic towelettes. When antiseptic
hand cleansers or towelettes are used,
hands shall be washed with soap and
running water as soon as feasible.

(v) Employers shall ensure that
employees wash their hands
immediately or as soon as feasible after
removal of gloves or other personal
protective equipment.

{vi) Employers shall ensure that
employees wash hands and any other
skin with soap and water. or flush
mucous membranes with water
immediately or as soon as feasible
followang contact of such body areas
with blood ar other patentially
infectious matenals.

(vii) Contaminated needles and other
contaminated sharps shall not be bent,
recapped, or removed except as noted in
paragraphs (d)(2)(vii)(A) and
(d)(2)(vii)(B) below. Sheanng or
breaking of contaminated needles 18
prohibited.

(A) Contaminated needies and other
contaminated sharps shall not be
recapped or removed unless the
employer can demonstrate that no
alternative 13 feasible or that such
achion 18 required by a specific medical
procedure.

(B} Such recapping or needie removal
must be accomplished through the use of
a mechanical device or a one-handed
technique.

(viii) iImmediately or as soon as
possible after use. contaminated
reusable sharps shall be placed in
appropnate contatners unhl properly
repracessed. These containers shall be:

(A) Puncture resistant;

(B} Labeled or color-coded in
accordance with this standard;

(C) Leakproof on the sides and
bottom: and

(D} In accordance with the
requirements set forth in paragraph
(d){4)(ii)(E) for reusable sharps.

(1x) Esting. dnnking. smoking.
applying cosmetics or hp baim. and
handling contact lenses are prohibited n
work areas where there 18 8 reasonable
likelihood of occupational exposure.

(x) Food and dnink shall not be kept in
refngerators. freezers. shelves. cabinets
or on countertops or benchtops where
blood or other potentally infectious
matenals are present.

{xi) All procedures involving blood or
other potentially infectious matenals
shall be performed i1n such a manner es
to mimimize splashing. spraying.
spaltering. and generation of droplets of
these substances.

(xii) Mouth pipeting/suchomng of
blood or other potentially infectious
matenals 13 prohibited.

(xiii) Specimens of blood or other
potentially infectious matenais shall be
placed n a container which prevents
leakage durning collection. handling.
pracessing. storage. transport. or
shipping.

{A) The container for storage.
transport. or shipping shall be labeled or
color-coded according to paragraph
{g}(1)(1) and closed prior to being stored,
transported, or shipped. When a facility
utilizes Universal Precautions in the
handling of all specimens, the labeling/
color-coding of specimens is not
necessary provided conteiners are
recognizable as containing specimens.
Ths exemption only applies while such
specimens/containers remain within the
facility. Labeling or color-coding in
actordance with paragraph (g){1)[i) is
required when such specimens/
contamners leave the facility.

(B) If outsmide contamination of the
primary container occurs. the pnmary
container shall be placed within 8
second container which prevents
leakage during handling. processtng.
storage, transpori. or shipping and 15
labeled or color-coded according to the
requirements of this standard.

{C) If the specimen could puncture the
pnmary coniainer, the pnmary contamner
shall be placed within a secondary
contamer which 18 puncture-resistani in
addition o the above charactensucs.

{xiv) Equipment which may become
contaminated with blood or other
potentially infectious matenals shall be
examined prior to servicing or shipping
and shall be decontaminated as
necessary, unless the employer can
demonstrate that decontamination of
such equipment or portions of such
equipment is not feasible.

(A) A readily observable label in
accordance with paragraph (g)(1)(i){H)
shall be attached 10 the equipment
stating which portions remain
contaminaled.
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{B} The employer shall ensure that
this information 13 conveyed to all
afiected employees. the servicing
representative. and/or the manufacturer,
as appropnasie. prior to handling.
servicing. or shipping so that
appropnate precautions will be taken.

(3) Personal protective equipment—{i)
Provision. When there 13 occupational
exposure, the empioyer shall provide, at
no cost to the employee. appropnate
personal protective equiptment such as,
but not imited to, gloves, gowns,
laboratory coats. face shields or masks
and eye protection. and mouthpieces,
resuscitation bags, pocket masks, or
other ventiialion devices. Personal
protective equipment will be considered
“appropnate” only if it does not permit
blood or other potentially infectious
matenals to pass through to or reach the
employee’s work clothes. street clothes,
undergarments. skin. eyes. mouth. or
other mucous membranes under normal
conditions of use and for the duration of
time which the protective equipment
will be used.

[ii) Use. The employer shall ensure
that the employee uses appropriate
personal protective equipment unleas
the employer shows that the employee
temporarily and bnefly declined 1o use
personal protective equipment when,
under rare and extraordinary
circumstances. it wes the employee's
professional judgment that in the
specific mstance 1ts use would have
prevented the delivery of health care or
public safety services or would have
posed an increased hazard to the safety
of the worker or co-worker. When the
employee makes this judgement, the
circumstances shall be investigated and
documented in order to determune
whether changes can be instituted to
prevent such occurences in the future.

() Accesaibility. The employer shall
ensure that appropnate personal
protective equipment in the appropnate
si1zes 1s readily accessibie at the
worksite or 15 18sued to employees.
Hypoallergenic gloves, glove hiners,
powderless gloves. or other similar
alternatives shall be readily accessible
to those employees who are allergic to
the gloves normally provided

(1v) Cleaning. Laundenng. and
Disposal The employer shail clean.
launder. and dispose of personal
protective equipment required by
paragraphs (d) and (e) of this siandard,
at no cost to the employee.

(v} Repair and Replacement. The
empioyer shall repair or replace
personal protective equipment as
needed to maintain its effectiveness. at
no cost lo the employee.

{w1) If a garmenit|(s} i1s penetrated by
blood or other potennally infectious

materials, the garment(s) shall be
removed immediately or as soon as
feanible.

(vil) All personal protective
equipment shall be removed pnor to
lesving the work ares.

{viii) When personal protective
equipment 15 removed it shall be piaced
1n an appropniately designated area or
contaner for storage, washing,

decontamination or disposal.

(1x) Gloves. Gloves shall be womn
when it can be reasonably anticipated
that the empioyee may have hand
contact with blood. other potentially
infechous materials, mucous .
membranes. and non-intact skin: when
performung vascular sccess procedures
except as gpecified in paragraph
(d)(3)(1x)(D}: and when handling or
touching contaminaied items or
surfaces.

{A) Disposable (single use) gloves
such as surgical or examination gioves,
shall be replaced as soon as practical
when contaminated or as soon as
feasible if they are tom, punctured. or
when their ability to function as a
bamer is compromused.

(B) Disposable (single use} gloves
shall not be washed or decontaminated
for re-use.

(C) Utility gloves may be
decontaminated for re-use if the
integnity of the glove is not
compromised. However, they must be
discarded if they are cracked. peeling.
torn. punctured. or exhibit other signs of
detencration or when their ability to
function as a barmer is compromsed.

(D) If an employer in a volunteer
blood donation center judges that
routine gloving for all phlebotomies is
not necessary then the employer shall'

{1) Penodically reevaluate this policy:

(2) Make gloves availabie to all
employees who wish to use them for
phlebotomy:

{3) Not discourage the use of gloves
for phiebotomy: and

{4) Require that gloves be used for
phiebotomy 1n the following
circumstances:

(/) When the employee has cuts.
scratches, or other breaks i1n hus or her
skmn:

(i7) When the employee judges that
hand contamination with blood may
occur, for example. when performing
phiebotomy on an uncooperative source
individual: and

(/7/} When the employee 13 receiving
trairung in phiebotomy.

{x) Masks. Eye Protection. and Face
Shields. Masks tn combination with eye
protection devices. such as goggles or
glasses with solid side shields. or chin-
length face shields. shall be worn
whenever splashes. spray. spetter, or

droplets of blood or other potentially
infectious matenals may be generated
and eye. nose. or mouth contamination
can be reasonably anticipated.

[xi) Gowns. Aprons. and Other
Protecuive Body Clothing. Appropnaste
protective clothing such as. but not
limuted to. gowns. aprons. lab coats.
clinic jackets. or similar outer garments
shall be wom 11 cccupational exposure
situations. The type and charactenstics
will depend upon the task and degree of
expoaure anticipated.

{xil) Surgical caps or hoods and/or
shoe covers or boots shall be womn in
insiances when gross conlamination can
reasonably be anticipated (eg..
autopstes, orthopaedic surgery).

(4) Housekeeping. (i) General.
Employers shall ensure that the worksite
is maintamned 1n 8 clean and samitary
condition. The employer shall determine
and implement an sppropnate written
schedule for cleaning and method of
decontaminaltion based upon the
location within the facility. type of
surface 10 be cleaned, type of soil
presenl. and tasks or procedures being
performed 1n the area.

(i) All equipment and environmental
and warking surfaces shall be cieaned
and decontaminated after contact with
blood or other potentially infectious
materials.

{A) Contaminated work surfaces shall
be decontaminated with an appropnate
disinfectant after compietion of
procedures: immediately or as soon as
feasible when surfaces are overtly
contamunated or after any spill of blood
or other potenhally infectious matenals:
and at the end of the work shilt if the
surfiace may have become contaminated
since the last cieaning

(B) Protective coverings. such as
plastic wrap, aluminum foil. or
imperviously-backed absorbent paper
used to cover equipment and
environmental surfaces. shall be
removed and replaced as soon as
feasible when they become overtly
contaminated or al the end of the
workshilt il they may have become
contamnated dunng the shift.

(C) All bins, pails. cans. and similar
receptacles intended for reuse which
have a reasonable likelthood for
becoming contamingted with blood or
other potenhally infectious mateniais
shall be inspected and decontamineted
on a regularly scheduled basis and
cleaned and decontaminated
immediately or as soon as feasible upon
visible contamination.

(D) Broken glassware which may be
contaminated shall not be picked up
directly with the hands. It shall be
cleaned up using mechanical means,
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such as a brush and dust pan. tongs. or
forceps.

(E) Reusable sharps that are
contaminated with blood or other
potentially infectious matenals shall not
be stored or processed 1n & manner that
requires employees to resch by hand
into the containers where these sharps
have been placed.

(iiy) Regulated Waste.

(A) Contaminated Sharps Discarding
and Containment. (7) Contam:nated
sharps shall be discarded immediately
or as soon as feasible in containers that

are:

(/) Closable;

(7} Puncture resistant;

(4i7) Leakproof on sides and bottom:
and

{+v) Labeied or color-coded in
accordance with paragraph (g)(1)(i) of
this standard.

(2) Dunng use, containers for
contarminated sharps shall be:

(/) Easily accessible to personnel and
located as close as 15 feasible to the
immediate area where sharps are used
or can be reasonably anticapated to be
found (e.g.. laundnes):

(é'i) Maintained upnight throughout use;
an

(iii) Replaced routinely and not be
allowed to overfill.

(3) When moving containers of
contaminated sharps from the area of

se, the containers shall be:

() Closed immedhately pnior to
removal or replacement to prevent
spillage or protrusion of contents during
handling. storage. transport. or shipping.

(17) Placed in a secondary container if
leakage 15 possible. The second
contamner ghall be

(A) Closable,

(B8) Constructed to contain all contents
and prevent leakage during handling.
storage. transport, or shipping: and

(C) Labeled or color-coded according
to paragraph (g)(1)(1) of this standard.

(4) Reusable containers shall not be
opened. emptied. or cleaned manually or
in any other manner which would
expose employees to the nsk of
percutaneous injury.

{B) Other Reguiated Waste
Containment.{7) Regulated waste shall
be placed in containers which are:

(1) Closable.

(+/) Constructed to contatn all contents
and prevent leakage of fluds dunng
handling. storage. transport or shipping.

(22/) Labeled or color-coded in
accordance with paragraph (g)(1)(i) this
standard: and

{1v) Closed prior to removal to prevent
spillage or protrusion of contents dunng
handhing. storage. transport. or shipping.

(2) If outside contamination of the

julated waste container occurs. 1t

shall be placed in a second container.
The second container shall be:

(i) Closable:

(i7) Constructed to contain all contents
and prevent ieakage of fluids dunng
handhing. storage. transport or shipping:

(iii) Labeled or color-coded 1n
accordance with paragraph (g)(1){i) of
this standard: and

{sv) Closed prior to removal to prevent
spillage or protrusion of contents dunng
handling, storage. transport. or shipping.

(C) Disposal of all regulated waste
shall be in accordance with apphicable
regulations of the United States, States
and Territories, and political
subdivisions of States and Territories.

(iv) Laundry.

{A) Contaminated laundry shall be
handled as little as possible with &
minumum of agitation. (1) Contaminated
laundry shall be bagged or containenzed
at the location where it was used and
shall not be sorted or nnsed in the
location of use.

{2) Contaminated laundry shall be
piaced and transported in bags or
containers labeled or color-coded in
accordance with paragraph (g)(1)(i) of
this standard. When & facility utilizes
Universal Precautions in the handling of
all soiled laundry. alternative labeling or
color-coding 18 sufficient if it permits all
employees to recognize the containers
as requinng comphance with Universal
Precautions.

(3) Whenever contaminated laundry is
wet and presents a reasonable
likelihood of soak-through of or leakage
from the bag or container, the laundry
shall be placed and transported in bags
or containers which prevent soak-
through and/or leakage of fluids to the
extenor.

(B) The employer shall ensure that
employees who have contact with
contaminated laundry wear protective
gloves and other appropriate personal
protective equipment.

(C) When a facility ships
contaminated laundry off-site to a
second facihty which does not utilize
Universal Precautions in the handling of
all laundry, the facility generating the
contaminated laundry must place such
laundry in bags or containers which are
labeled or color-coded i1n accordance
with paragraph (g)(1)(i).

(e) HIV and HBV Research
Laboratories and Production Facilities
(1) This paragraph applies to research
laboratones and production facilities
engaged in the culture. production.
concentration, experimentation. and
manipulation of HIV and HBV. It does
not apply to clinical or diagnostic
laboratones engaged solely in the
analysis of blood. hssues. ar organs

These requirements apply 1n addition to
the other requirements of the standard

(2) Research laboratones and
production facilites shall meet the
following critens _

(i) Standard microbiological practices.
All regulated waste shall either be
manerated or decontaminated by a
method such as autoclaving known to
effectively destroy bloodborne
pathogens.

(ii) Special practices.

(A) Laboratory doors shall be kept
closed when work involving HIV or

HBV 13 in progress.

(B) Contanunated materials that are to
be decontaminated at a site away from
the work area shall be placed in a
durable, leakproof, labeled or color-
coded container that is closed before
being removed from the work area.

(C) Access to the work area shall be
limited to authonzed persons. Wntten
policies and procedures shall be
established whereby only persons who
have been advised of the potential
biohazard. who meet any specific entry
requirements. and who comply with all
entry and exit procedures shall be
allowed to enter the work areas and
animal rooms.

(D) When other potentially infectious
matenals or infected animals are
present in the work ares or containment
module, a hazard warning sign
mncorporating the universal bichazard
symbol shall be posted on all access
doors. The hazard warning sign shall
comply with paragraph (g)(1)(ii) of this
standard.

(E) All activities involving other
potentially infectious matenals shall be
conducted in biological safety cabinets
or other physical-containment devices
within the containment module. No
work with these other potentially
infectious matenals shall be conducted
on the open bench

(F) Laboratory coats, gowns, smocks,
uniforms, or other appropnate protective
clothing shall be used in the work area
and ammal rooms. Protective clothing
shall not be worn outside of the work
area and shall be decontaminated
before bemng laundered.

(G) Special care shall be taken to
avoid skin contact with other potentially
infectious matenais. Gloves shall be
worn when hendling infected animals
and when making hand contact with
other potentially infectious matenals 1s
unavoidable.

(H) Before disposal all waste from
work areas and from animal rooms shall
either be incinerated or decontaminated
by a method such as autoclaving known
to effectively destroy bioodborne

pathogens.
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(1) Vacuum lines shall be protected
with liguid distnfectant 1raps and high-
efficiency particulate air (HEPA) filters
or filters of equivalent or supenor
efficiency and which are checked
routinely and mawntained or replaced as
necessary

(1) Hypodermic needles and syrtnges
shall be used only for parenteral
injection and aspiration of fiuids from
laboraiory amimals and diaphragm
bottles. Only needie-locking syringes or
disposable syringe-needle units i... the
needle 15 integral to the syringe) shall be
used for the injection or aspiration of
other patentially infectious materials.
Extreme caution shall be used when
handling needies and syninges. A needle
shall not be bent. sheared. replaced in
the sheath or guard. or removed from the
syringe following use. The needle and
synnge shall be promptly placed in a
puncture-resistant container and
autoclaved or decontaminated before
reuse ar disposal.

(K) Ali spilis shall be ymmediately
contained and cleaned up by
appropnate professional staff or others
properly trained and equipped o work
with potentially concentrated infectious
matenals

(L) A spill or accident that results in
an exposure incident shall be
ummediately reported to the laboratory
director ar other responsible person.

(M) A biosafety manual shal be
Prepared or adopted and pernodically
reviewed and updated at least annually
or more olten if necessary. Personne!
shali be advised of potential hazards,
shall be required to read instructions on
practices and procedures. and shall be
requrred to follow them

(m] Containment equipment. (A}
Certified biclogical safety cabinets
[Class L 1. or 11]) or other appropnate
combinations of personal protectian or
physical containment devices. such as
special protective clothing, respirators,
centnifuge safety cups. sealed centnfuge
rotors. and containment caging for
arimalis, shall be used for all activities
with other potentially infectious
matenais that pose a threat of exposure
1o dropiets, splashes. spills. or gerosois.

(B] Biological salely cabinets shall be
certified when instalied. whenever they
are moved and at least annually.

{3) HIV and HBV research
laboratories shall meet the following
critensa

(1) Each labaratary shall contain a
faciliy for hand washing and an eye
wath faciity which 1s readily evailable
within the work areg.

{n) An autoclave for decontamination
of regulated waste shall be avaiiable.

(4) HIV and HBV producton facilities
shall meet the following cntena:

[i) The work areas shall be separated
from areas that are open to unrestricted
traffic flow within the building. Passage
through two sets of doors shall be the
basic requirement for entry into the
work area from access comndors or other
contiguous areas. Physical separation of
the hagh-containment work ares from
access corridors or other areas or
activiies may also be provided by a
double-doored clothes-change room
(showers may be inciuded), airlock. or
other accese facility that requires
passing through two sets of doors before
entenng the work area.

(ii) The surfaces of doors. walls, floors
and ceilings in the work area shall be
water resistant so that they can be
easily cleaned. Penetrations in these
surfaces shall be sealed ar capable of
being sealed to facilitate
decontamination.

(iii} Each work area shall contain a
sink for washing hands and a readily
avaijlable eye wash facility. The sink
shall be foot. elbow. or automatically
operated and shall be located near the
exit door of the work area.

(1v) Access doors to the work ares or
containment module shall be seli-
ciosing.

{v} An autoclave for decontamination
of regulated waste shall be available
within or as near as possibie to the work
erea.

ﬁri) A ducted esxhaust-gir ventilation
system shall be provided. This sysiem
shall create direclional airfiow that
draws air into the work area through the
entry area. The exhaust air shall not be
recirculated to any other area of the
building. shall be discharged to the
outside. and shall be dispersed away
from occupied areas and air intakes
The praoper direction of the airflow shall
be verified {1.e.. into the work area).

(S) Troning Requirements. Additional
training requirements for employees in
HIV and HBV research laboratones and
HIV and HBV production facilities are
specified in paragraph [g)[2](ix).

() Hepatitis 8 vaccination and post-
exposure evaluation and follow-up—{1}
General. [i) The employer shall make
available the hepatias B veccine and
vacanahaon senes to all empioyees who
have accupational exposure. and post-
exposure evaluation and follow-up to all
employees who have had an exposure
incident,

(ii] The employer shall ensure that all
medicai evaluations and procedures
ncluding the hepatitis B vaccine and
vaccination senes and post-exposure
evaluation and follow-up. including
prophylaxis, are:

{A) Made available al no cost to the
employee;

{B) Made svailable o the employee at
a reagonabie ime and plece.

{C) Performed by or under the
supervision of a hcensed physician or
by or under the supervision of anather
licensed healthcare professional. and

(D} Provided according lo
recommendations of the U.S. Public
Health Service current at the time these
evaluations and procedures take place.
except as specified by this paragraph ([}

{iii) The employer shall ensure that all
laboratory tests are conducted by an
accredited laboratory at no cost to the
employee.

(2) Hepotitis B Vaccinetion. (1)
Hepatitis B vaccination shall be made
svalisble afier the employee has
received the training required in
paragraph {g)(2)évii)(l] and within 10
working days of initial assignment to all
employees who have accupational
exposure uniess the employee has
previously received the complete
hepatitis B vactination senes. antibody
testing has revealed that the employee is
immune, or the vaccine is
contraindicated for medical reasons.

(il) The employer shall not make
participation in 8 prescreening program
& prerequnsite for receiving hepatitis B
vaccination.

(iif) If the employee injtally declines
hepatitis B vaccination but &t a later
date while still covered under the
siandard decides 1o accep! the
vacenalion, the employer shall make
available hepatitis B vaccination st that
time.

(iv) The employer shall assure that
empioyees who decline to accept
hepatitis B vaccination offered by the
employer sign the statement in appendix
A

{v) If 8 routine booster dosefs) of
hepatitis B vaccine 1s recommended by
the U.S. Public Health Service ata
future date. such booster dose(s) shall
be made available 1n accordance with
section (f)(1)(i1).

(3) Post-exposure Evaluation and
Follow-up. Fellowing a report of an
exposure wncident. the employer shall
make ymmediately available to the
exposed employee e conlidential
medical evaluation and follow-up,
including at least the following
eiements:

(i} Documentation of the route(s) of
exposure, and the circumstances under
which the exposure incident occurred;

(ii) ldentification and documentation
of the source individusl, unless the
employer can establish that
wdentification 1s infeasible or prohibited
by state or local jaw;

(A) The source individual's blood
shall be tested as soon as feasible and
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after consent is obtained in order to
determine HBV and HIV infectvity. If
consent 1s not obiained. the employer
shall establish that legally required
consent cannot be obtained. When the
source individual's consent 1s not
required by law, the source individual's
blood. if aveilable. shall be tested and
the results documented.

(B) When the source individual is
already known to be infected with HBY
or HIV. testing for the source
individual's known HBV or HIV status
need not be repeated.

{C) Results of the source individual's
testing shall be made available to the
exposed employee. and the employee
shall be informed of applhicable laws and
regulations concermung disclosure of the
identity and infectious status of the
source individual.

{ii1) Collection and testing of blood for
HBV and HIV serolog:cal status:

(A) The exposed employee’s bleod
shall be collected as soon as feasible
and tested after consent 1s obtained.

(B) If the employee consents to
baseline blood collection. but does not
give consent at that ime for HIV
serologic testing, the sample shall be
preserved for at least 90 days. If. within
80 days of the exposure incident. the
employee elects to have the baseline
sample tested. such testing shall be done
as soon as feasible.

(1v) Post-exposure prophylaxis. when
medically indicated. as recommended
by the U.S. Publ:ic Health Service:

(v} Counseling: and

{vi) Evaluation of reported ilinesses.

(4) Information Provided to the
Healthcare Professional. (i) The
employer shall ensure that the
healthcare profesaional responsible for
the employee s Hepatitis B vaccination
18 provided a copy of this regulation

(n) The employer shall ensure that the
heslthcare professional evalusting an
empioyvee after an exposure incident 15
provided the following information:

{A} A copy of this regulation.

(B) A description of the exposed
empiovee s duties as they relate 10 the
exposure incident,

(C) Documentation of the route(s) of
exposure and circumstances under
which exposure occurred:

(D) Results of the source mdividual's
blood testing. if available, and

{E) All medical records relevant to the
appropnate treatment of the employee
including vaceination status which are
the employer s responsibility to
maintain

(5) Healthcare Professional’s Written
Opinion The employer shall obtain and
provide the employee with a copy of the
evaluating healthcare professional's

written opinion within 15 days of the
complelion of the evaluahon.

(i) The healthcare professional's
written opinion for Hepatitis B
vaccination shall be himited to whether
Hepatitis B vaccination is indicated for
an employee, and if the employee has
received such vaccination.

(ii) The healthcare professionel's
written opimon for post-exposure
evaluation and follow-up shal! be
ltmited to the following information:

(A) That the empioyee has been
informed of the results of the evaluation:
and

(B) That the employee has been told
about eny medical conditions resulting
from exposure to blood ar other
potentially infectious materisls which
require further evaluation ar treatment.
(iii) All other findings or diagnoses shall
remain confidential and shall not be
included in the written report.

(8) Medical recordkeeping. Medical
records required by this standard shall
be maintained 1n accordance with
paragraph (h)(1) of this section.

{g) Communication of hazards to
employees— (1) Labels and signs. (i)
Labels. {A) Warning labels shall be
affixed to containers of regulated waste.
refngerators and freezers containing
blood or other potentially infectious
matenal: and other containers used to
store. transport or ship biood or other
potentially infectious materials. except
as provided wn paragraph (g}(1){i)(E}. (F)
and (G)

(B) Labels required by this section
shall include the following legend:

)/

BIOHAZARD

(C) These labels shall be flucrescent
orange or orange-red or predominantly
80, with lettening or symbols in e
contrasting color.

(D) Labels required by affixed es
close as feasible to the container by
string. wire. adhesive. or other method
that prevents their ioss or unintentional
removal

{E) Red bags or red containers may be
substituted for labels.

{F) Containers of blocd. blood
compgonents. or blood products thal are
labeled as 1o their contents and have
been released for transfusion or other

chimeal use are exempied from the
labeling requirements of paragraph (g)

(G) Individual contatners of blood or
other potennally infechious materials
that are placed in a labeled container
during storage. transport. shipment or
disposal are exempled from the labeling
requirement.

{H) Labels required for contaminated
equipment shall be in accordance with
this paragraph and shall also state
which portions of the equipment remain
contamtnated.

(1) Regulated waste that has been
decontaminated need not be labeled or
color-coded

(ii) Signs. (A) The employer shell post
signs at the entrance to work areas
specified in paragraph [e). HIV and HBV
Research Laboratory and Production
Facilities, which shall bear the following

legend:

2

BIOHAZARD

BIOHAZARD

{Name of the Infectious Agent)

(Special requirements for entenng the ares)
(Name. telephone number of the laboratory
director or other responsible person.)

{B) These mgns shall be fluorescent
orange-red or predominantly so, with
letiening or symbols 1n a contrasting
color.

{2) Information and Traimung. (i)
Empioyers shall ensure that all
employees with occupational exposure
participate in a traiming program which
must be provided at no cost to the
empioyee and dunng working hours.

(ii) Traiming shall be provided as
follows:

{A) At the ime of 1nitial assignment to
tasks where occupational exposure may
take place:

(B} Wathin 80 days after the effective
date of the standard. and

(C) At least annually thereafter

(1ii) For employees who have received
training on bloodborne pathogens in the
year preceding the effective date of the
standard, only training with respect to
the provisions of the standard which
were not included need be provided.

{1v) Annual training for all employees
shall be provided within one year of
therr previous training.
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(v) Employers shall provide additional
training when changes such as
modification of tasks or procedures or
institution of new tasks or procedures
affect the employee's occupational
exposure. The additional training may
be limited 10 addressing the new
exposures created

{vi) Matenial appropnate 1n content
and vocabulary to educational level.
literacy. and language of employees
shall be used.

(vi1) The traiming program shall
contain at a minimum the following
elements:

[A) Anaccessible copy of the
regulatory text of this standard and an
explanation of 1ts contents:

(B) A general explanation of the
epidemiology and symptoms of
bloodborne diseases:

(C) An explanation of the modes of
transmission of bloodborne pathogens:

(D) An explanation of the employer’'s
exposure control plan and the means by
which the employee can obtain a copy
of the wnitten plan:

(E) An explanahion of the appropnate
methods for recognizing 1asks and other
activihies that may tnvolve exposure to
blood and other potentially infectious
matenals:

(F) An explanation of the use and
limitations of methods that will prevent
or reduce exposure including
appropnate engineering controls. work
practices. and personal protective
equipment.

(G} Information an the types. proper
use. location. removal. handling,
decontamination and disposal of
personal protective equipment:

(H) An explanation of the basis for
selection of personal protective
equipment. .

{1) Information on the hepatitis B
vaccine. including information on its
efficacy. safety. method of
agmimstration. the benefits of being
vaccinated. and that the vaccine and
vaccination wili be offered free of
charge.

(1) Lnformation on the appropnate
actions to take and persons to contact in
an emergency involving biood or other
potentally infectious matenals:

{K) An explanation of the procedure
to follow if an exposure incident occurs.
including the method of reporting the
incident and the medical follow-up that
will be made available;

(L) information on the post-exposure
evaluation and follow-up that the
employer 18 required to provide for the
employee following an exposure
incident:

(M) An explanation of the signs and
labels and/or color coding required by
paragraph {g}{1): and

{N) An opportunity for interactive
questions and answers with the person
conducting the training session.

{viii) The person conducting the
training shall be knowledgeable in the
subject matter covered by the elements
contained In the traimng program as it
relates to the workplace that the training
will address

(1x) Additional Initial Traming for
Employees in HTV and HBV
Laboratones and Produchon Facilities.
Employees in HIV or HBV research
laboratones and HIV or HBV production
facihties shall recesve the following
inital traiing 1n addition to the above
training requirements.

(A) The employer shall assure that
empioyees demonstrate proficiency in
standard microbiological practices and
techmques and in the prachcesand
operations specific to the facility before
being allowed to work with HIV or HBV.

(B) The employer shall assure that
employees have prior expenence in the
handling of human pathogens or tissue
cultures before working with HIV or
HBV.

{C] The employer shall provide &
training program to empioyees who have
no pnor expenence in handling human
pathogens. Initial work activities shall
not include the handling of infectious
agents. A progression of work activities
shall be assigned as techmques are
learned and proficiency is developed.
The employer shall assure that
employees participate in work activities
involving infectious agents only after
proficiency has been demonstrated.

(h) Recordkeeping—~{(1) Medical
Records. (i) The employer shall establish
end maintain an accurate record for
each employee wath occupational
exposure, 1n accordance with 26 CFR
1910.20.

{ii) This record shall include:

(A] The neme and social secunty
number cf the employee:

{B) A copy of the employee's hepatitis
B vaccination status mcluding the dates
of all the hepatitis B vaccinations end
any medical records relative to the
employee’s ability to receive
;fg(czt;lnaunn as required by paragraph

(C) A copy of all results of
examnations. medical testing, and
follow-up procedures as required by
paragraph (f)(3);

(D) The employer's copy of the
healthcare professional’s wntten
opgnon as required by paragraph (f)(5):
an

{E) A copy of the information
provided to the healthcare professional
as ﬁg;md by paragraphs (f)(4)(ii)(B){C)
an

(iit) Confidentiality The emplover
shall ensure that employee medical
records required by paragraph (h)(1) are

(A) Kept confidenual. and

(B) Are not disclosed or reporied
without the employee’s express writlen
consent to any person within or qutside
the workplace except as requrred by this
section or as may be required by law

(iv) The employer shali maintain the
records required by paragraph (h) for at
least the duration of empiovment plus 30
years 1n accordance with 29 CFR
1910.20.

(2) Traiming Records. (i) Traiming
records shall include the following

sinfermation.

(A) The dates of the traiming sessions:

(B) The contents or a summary of the
training sessions:

[C) The names ang quslifications of
persons conducting the training: and

(D) The names and job titles of all
persons attending the training sessions.

{ii) Training records shall be
maintained for 3 years from the date on
which the traimng occurred.

(3) Availability. (i) The employer
shall ensure that all records required to
be maintained by this section shall be
made available upon request to the
Asgistant Secretary and the Director for
examnation and copying.

(ii) Employee training records
required by this paragraph shall be
provided upon request for examination
and copying to empioyees. to employee
representatives. to the Director. and to
the Assistant Secretary in accordance
with 29 CFR 1510.20.

(iri) Employee medical records
required by this paragraph shall be
provided upon request for examination
and copying to the subject employee. to
anyone having wnitten consent of the
subject employee. to the Director, and to
the Assistant Secretary in accordance
with 29 CFR 1810.20.

(4) Transfer of Records (i) The
employer shall comply with the
requirements involving transfer of
records set forth 1n 29 CFR 1910.20(h).

(ii) If the employer ceases to do
business and there 13 no successor
employer to receive and retain the
records for the prescribed penod. the
employer shall notify the Director. a!
least three months pnior to their disposal
and transmit them to the Director. if
requred by the Director to do so. within
that three month peniod.

(1) Dates—{1) Effective Date. The
standard shall become effective an
March 8, 1892,

(2) The Exposure Control Pian
required by paragraph (c](2) of this
section shall be completed on or before
May 5, 1982,
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(3) Paragraph (g)(2) Information and
Traning and [h) Recordkeeping shall
take effect on or before june 4. 1992.

{4) Paragraphs (d)(2) Engineenng and
Work Practice Controls. (d)(3) Personal
Protective Equipment, (d)(4)
Housekeeping. () HIV end HBV
Research Laboratones and Production
Facilities. (f) Hepatitis B Vacoination
and Pos1-Exposure Evaluation and

Follow-up, and {g) (1) Labels and Signs,
shall take effect July 6. 1992.

Appsndix A to Section 1910.1030--Hepatitis
B Vaccine Declinabon (Mandatory)

1 undersiand thst due to my occupational
exposure to biood or other potentually
miectious matenals | may be at nak of
scquinng hepatits B virus (HBV) infection. |
have been given the opportunity to be
vaccinated with hepatitis B vaccine. st no
charge to myself. However. I deciine hepatitn

B vaccination at this ime | undersiand that
by declimng this vaccine. | continue to be 81
nsk of acquinng hepatitis B a serious
disease. If in the future 1 continue 10 have
occupational expasure to blood or other
potentially infectious matenals and | want to
be vaccinated with hepatitis B vaccine. | can
receive the vaccination seres at no charge o
me

{FR Doc_ 91-28886 Filed 12-2-81. 845 am]
SLLING CODE 0310-30-1
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GLOSSARY

Acquired Immune Deficiency Syndrome (AIDS): AIDS is caused by the Human Immunodeficiency
Virus (HIV), and actually represents the final stage in a continuum of infection resulting from HIV.
A person must have specific diseases to be diagnosed officially as having AIDS and to be reported
to the Centers for Disease Control (CDC). These diseases generally include unusual forms of
bacterial, fungal, and viral infections, as well as rare cancers. At this time, AIDS is believed to be

- universally fatal.

Americans with Disabilities Act (ADA): Landmark legislation enacted in July 1990 which extends
federal civil rights protections to persons with disabilities, including those who have (or are

perceived to have) HIV infection.

Anonymous testing: At anonymous testing sites, names are not used to track test results. The
individual being tested is the only one who can identify his or her own test result. Anonymous

testing is not available in all states.

Antibody: A special protein developed by the body’s immune system in response to exposure to
specific foreign agents (or antigens). A given antibody matches a specific antigen that causes an
infection, much like a key matches a lock; the antibody then helps to destroy the infectious agent.

Antibody positive: A term used to describe the result of a test or series of tests that detect the
presence of antibodies in the blood. Positive results mean that antibodies are present and therefore
the individual has been exposed to a specific foreign agent or antigen.

Antigen: A substance that, as a result of coming into contact with appropriate tissues of an animal
body, induces sensitivity, resistance to infection or to a topic substance. Antigens include viruses
such as HIV, influenza, allergens such as ragweed and pollen, blood groups such as A, B, O, and

Rh.

Antiviral drug: A drug that can interfere with the life cycle of a virus. AZT, ddl, ddC, are
examples of drugs designed to fight HIV.

Asymptomatic HIV infection: A state or condition where a person is infected with HTV but has no
subjective or objective signs of illness.

Azidothymidine (AZT): The first FDA-approved drug used to treat AIDS, it acts by preventing
formation of some of the proteins HIV needs to reproduce.

Bloodborne pathogens: Pathogenic microorganisms that are present in human blood and can cause
disease in humans. These pathogens include, but are not limited to hepatitis B virus and HIV.

Body fluids: Fluids that the body makes; i.e. saliva, semen, blood, vaginal secretions, and breast
milk.

E-2
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Casual contact: Close, but nonsexual interaction, such as handshake:s, hugging or kissing; .sharing
a workspace, or kitchen or bathroom facilities; sharing towels, eating or drinking utensils, and

exposure to sneezing or coughing.
Category I Exposure: Tasks that involve exposure to blood, body fluids, or tissues.

Category II Exposure: Tasks that involve no exposure to blood, body fluids, or tissues, but in which
exposure or potential exposure may be required as a condition of employment.

Centers for Disease Control and Prevention (CDC): A federal health agency that is a branch of
the U.S. Department of Health and Human Services. The CDC provides national health and safety
guidelines and statistical data on immunization, AIDS, and other diseases such as polio, and
influenza.

Condom: Sheath or cover for the penis, for the use in the prevention of pregnancy or infection.

Confidential testing: The confidential testing site links each test result to the name of the person
being tested. The record will not be disclosed to anybody other than the person being tested and
medical personnel. In some states, the test result will be released to the state health department.

Dental dem: A square of latex originally used by dentists to isolate a tooth during surgery. Dental
dams also can be used during oral sex to prevent the transmission of HIV.

Disclosure: The report of confidential information, including that related to medical conditions
such as HIV/AIDS. The disclosure of HTV/AIDS status is a matter of choice left entirely to the
person with HIV/AIDS. There is no health or legal justification for requiring disclosure from an
HIV-positive employee.

ECAP (Employee Counseling and Assistance Program): As the name suggests, this program
provides a number of support services that may be helpful to people with HIV/AIDS and their
families, including counseling and referrals. An employee need not have HIV/AIDS to avail
himself/herself of the services available through the EPA ECAP, which serves headquarters staff.
Field offices may be served by other employee assistance programs.

EOCC (Employee Outreach and Counseling Center): At EPA headquarters, EOCC provides
information and guidance on employee benefits and reasonable accommodations. Part of the Office
of Human Resources Management, EOCC can assist employees and their supervisors or managers.
Office of Human Resources Counselors perform the same functions in EPA field offices.

ELISA (Enzyme Linked Immunoabsorbent Assay): A simple, rapid, sensitive blood test that
measures antibodies to foreign antigens (including HIV). As a blood screening test, the ELISA is
highly sensitive and produces a small number of "false positive" and "false negative" test results.
Because false positives are produced, and the virus is thought to have a long incubation period,
ELISAs are usually repeated if the first test is positive. If the individual tests positive a second
time, then a more specific test, such as the Western Blot, is performed to confirm the results.
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Equal Employment Opportunity Commission (EEOC): The federal agency set up to process
administrative complaints and appeals of employment discrimination filed by Federal emplayeesand
applicants for Federal employment. EEOC regulations apply to the enforcement of the Federal
Rehabilitation Act (See "Federal Rehabilitation Act of 1973".)

Exposure: The act or condition of coming in contact with, but not necessarily being infected by, a
disease-causing agent.

False negative: Incorrect test result indicating that no antibody to a specific antigen is present when
it actually exists.

False positive: Incorrect test result indicating that an antibody to a specific antigen is present when
it actually is not.

Family and Medical Leave Act of 1993: This Act does not extend coverage to federal government
employees. It allows other employees to take reasonable leave for medical reasons, including the
care of a child, spouse, or parent who has a leave for medical reasons, including the care of a child,
spouse, or parent who has a serious health condition. The Act requires that employers provide 12
weeks of leave for child, spousal, or parental care in the event of a serious health condition. The
12 weeks also can apply to the employee’s own serious health conditions.

Federal Rehabllitation Act of 1973: This act prohibits discrimination on the basis of a handicap
against an otherwise qualified individual in any program or activity that received Federal funding.

Hepatitis B (HBV): An inflammation of the liver caused by a specific virus, in this case, HBV. The
effects of the disease on the liver can range from mild, even inapparent, to severe or fatal. It is
transmitted by infected blood and blood products, contaminated injection equipment, and sexual

contact.

High-risk behavior: A term that describes certain activities that increase the risk of disease or
injury to oneself or others. In the case of HIV transmission, these activities include unprotected
sexual intercourse, and sharing injection equipment.

HIV/AIDS: A term which has evolved to encompass the full spectrum of HIV-related conditions,
illness, disability, needs rights and responsibilities. This term does not distinguish between
symptomatic and asymptomatic HIV infection, HTV-related symptoms, or the class of conditions
labeied AIDS by the U.S. Centers for Disease Control and Prevention.

Human immunodeficiency virus (HIV): The virus that causes AIDS. This specific retrovirus has
been identified as destroying the body’s immune system, making it susceptible to life-threatening
opportunistic infections or rare cancers. HIV is particularly resistant to treatment, as the HIV
genetic material is incorporated into the healthy genetic material of the blood cells and is
reproduced. Because the HIV genetic material is reproduced, individuals who are infected with the
virus remain carriers for the rest of their lives. The virus has a long incubation period; thus, it may
be a long time between the point when a person is infected and when the antibodies can be
detected (anywhere from two weeks to six months or longer). It may also take up to five years or
more before the disease becomes apparent and is diagnosed.
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HIV antibody positive: A test result indicating that HIV antibodies are found.

HIV antlbody screening test: A blood test that reveals the presence of antibodies 1o HIV. The
ELISA test is used for screening for HIV.

HIV disease: The term used to describe the spectrum of HIV infection, chronologically described
as a progression from asymptomatic seropositive to AIDS.

HIV infection: Infection with the human immunodeficiency virus. HIV infection is determined by
a test for the antibody to HIV and/or other clinical diagnostic procedures.

HIV-related illness: Any clinical iliness that may result from or be associated with HTV infection.

HIV-related information: Any information that is likely to identify, directly or indirectly, someone
as having been tested for or actually having HIV infection, antibodies to HIV, AIDS, or related
infections or illnesses, or someone suspected of having HIV as a result of high risk activities. All
HIV-related information is confidential.

HIV-related test: Any laboratory test or series of tests for any virus, antibody, antigen or etiologic
agent whatsoever thought to indicate the presence of HIV.

Immune stetus: The state of the body’s immune system. Factors affecting immune status include
heredity, age, diet, physical and mental health, and exposure to certain antigens or foreign agents.

Immune system: A complex network of organs, cells, and proteins such as immunoglobulins that
allows the body to defend itself against infections and substances which are foreign to the body.

Incubation period: The time period between infection and appearance of disease symptoms or
clinical signs. Based on current data, the incubation period for HIV is estimated to range up to five
or ten years. (See also "latency period™.)

Infection: A condition or state of the body in which a disease-causing agent has entered it.
Infectious disease: An illness that results from the entry, development or multiplication of a
disease-causing organism. Not all infectious diseases are highly contagious or easily communicable
to other people. Although HIV is infectious, it is not easily or casually transmitted.

Informed consent: When it is documented that a person has been counseled by trained counselors
about the positive as well as negative implications of undergoing a procedure and the patient agrees,
in writing or verbally, to undergo that procedure.

Injection equipment: Materials used during the injection of drugs, including the syringe, needle,
rinse water, cocker, and cotton.

Latency period: The time period of apparent inactivity between the time the stimulus appears and
when the body responds with symptoms or ill effects. (See also "asymptomatic HIV infection®.)
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Medical record: Any medical documentation or other information relating to an employee’s health.
Such information may be disclosed only to persons who need to know the information for an
appropriate management purpose. Managers or supervisors with access to this information must

strictly observe any privacy and confidentiality requirements.

Modes of HIV transmission: Circumstances that permit HIV to enter the body through mucous
membranes or non-intact skin and involve direct contact with significant risk body substances pose
a significant risk for infection. These circumstances include unprotected anal, vaginal, and oral
sexual intercourse; the sharing of needles, syringes, or ather injection equipment; the gestation,
birthing or breast feeding of an infant; transfusion, transplantation, or insemination of blood, organs,
or other tissues or fluids; contact of blood with mucous membranes or non-intact skin.

Need to kmow: A term used to describe the situation of individuals who require confidential
information in order to make a management decision - for example, to process an application for

disability retirement.

Opportunistic infection: A type of infection that is usually warded off by a healthy immune system.
If the immune system is not strong and effective, this type of infection "takes the opportunity” to

harm the body.

PCR (Polymerase chain reaction) test: A test that measures the amount of HIV directly by
amplifying the DNA or RNA in infected cells to detectable levels. This test is considered to be
experimental and has not been approved by the FDA for diagnostic purposes.

Perinatal: Happening during or pertaining to the periods before, during, or after the time of birth,
specifically from the 28th week of gestation/pregnancy through the first seven (7) days after
delivery.

Person with AIDS (PWA): A term for a person diagnosed with AIDS.

Prevalence: The number of people in a given population who have a disease, usually measured at
a specific point in time.

Reasonable accommodations: Measure taken by employers to allow people with disabilities to apply
for work, become new employees, or remain at work as long as reasonably possible. Reasonable
accommodation may include, but are not limited to the following: providing flexibie hours, changing
from full-time to part-time status, allowing employees to work at home.

Risk factors: Any personal characteristic or behavior that increases the likelihood that a person
will be affected by a given condition. Among the risk factors believed to increase the chances of
transmitting HIV include engaging in intimate sexual contact (in particular, vaginal or anal
intercourse) without a condom, sharing needles, and other activities which involve the exchange of
infected body fluids. Co-factors are additional characteristics or other conditions that work with
other risk factors to increase the chances of getting a disease. For instance, having a diagnased
sexually transmissible disease or already weakened immune system are believed to be co-factors or
increase the chances of being infected with HIV or progressing to AIDS.
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Safer sex: Sexual practices that involve no exchange of blood, semen, or vaginal secretion. (See
"condom" and "dental dam".)

Seroconvert: When the status of a person’s biood changes from being seronegative to seropositive.
Because it may take from two weeks to six months for HIV antibodies to appear, and thus for a
person to seroconvert, it may be necessary to retest some people whose behaviors place them at
high risk for HIV infection who originally test negative after this period of time.

Seropositive: A condition in which the blood/serum contains antibodies of a specific type. A
positive reaction to a biood test. The presence of antibodies indicates that a person has been

exposed to the agent.

Seronegative: The status of a person’s blood when it is tested and the results cannot confirm that
antibodies to a disease-causing agent are present. Generally, a person is considered to be
seronegative for HIV if: (1) the initial ELISA is negative; (2) the initial ELISA is positive and the
repeat ELISA is negative; or (3) both ELISAs are positive and the Western blot is negative.

Seroprevalence: The relative frequency or number of individuals in a given population or
community whose blood tests positive for an infection, in this case for HIV infection.

Sexually transmissible disease (STD): A term used to describe any disease acquired primarily
through sexual contact. These can be caused by bacteria, viruses, tiny insects or parasites. Among
the most common STDs are chlamydia, gonorrhea, genital warts, genital herpes, syphilis, scabies,
and HIV/AIDS.

Sharps: Sharps include needles, syringes, lancets, and other sharp health care objects. They are
considered medical waste and if not properly discarded, may spread disease (including TB, hepatitis,
and HIV). Sharps should be disposed of in puncture-proof, hard plastic containers that can't be
seen through (such as plastic laundry detergent bottles), or metal containers with lids reinforced
with tape (e.g., coffee cans). Lids that screw on tightly are best. Sharps and the containers used
to hold them should never be recycled. They should always be placed with trash, preferably marked
with a "Do Not Recycle" sticker.

Significant risk exposure: Any activity , circumstance, or situation which places an individual in
jeopardy of contracting or transmitting any type of infection, including influenza, HIV, or other
contagious diseases.

Significant risk body substances: Not all body substances pose the same degree of risk of HIV
transmission, or any risk at all. Blood and semen are the most infectious body fluids followed by
vaginal secretions and breast milk are the only body substances epidemiologically linked to HIV
transmission. The internal body fluids that surround the heart, lungs, abdominal cavity, brain, joints
and a fetus are known to contain significant amounts of HIV (in an HIV positive person) and are
therefore regarded as significant risk body substances.
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Symptomatic HIV infection: Formerly referred to as AIDS-related Complex (ARC), du.ring this
stage, individuals have various clinical signs, including chronically swollen lymph nodes, weight loss,
fever, diarrhea, thrush, general malaise, skin tumors and other conditions. In women, other
symptoms and infections may signal HIV, such as the presence of sexually transmissible diseases
(STDs), chronic vaginitis, vaginal warts, cancers in the cervix, vagina, vulva adj.acent areas, and
abnormal pap smears. In children, there also may be unusual pulmonary infections which signal
HIV; however, vague, general symptoms are more likely, including failure to thrive, developmental
delays or loss of previous developmental achievements, diarrhea, and recurrent bacterial infections.

Syndrome: A collection of signs and symptoms that occur together.

T-cell: Also called a CD4 cell, a T-cell is a type of white blood cell that is vital to the proper
functioning of the immune system. T-cells are the target of HIV. The virus encodes itself into he
genetic information of the T-cell and later can use the machinery of the cell to create new viral
particles. Because HIV tends to reduce the number of T-cells, decreasing T-cell counts are one
indicator of the progression of HIV infection.

Transmission: The way in which a disease can be transferred from one person to another or the
way in which a person is exposed to the disease.

Universal Precautions: Universal precautions, by definition, are precautions which are implemented
regardless of the known or perceived risk that the source person carries HIV or any other infectious
disease. (Refer to Universal Precautions in Appendix D, OSHA’s Occupational Exposure to
Bicodbome Pathogens; Final Rule.) '

Virus: A microorganism that causes infectious diseases. It can reproduce only in living cells, which
it invades and then destroys as it multiplies.

Western Blot: A highly sensitive blood test that is able to identify and measure most, if not all, of
the HIV antibodies in a blood sample. This test, which is more expensive than the ELISA, uses
viral proteins separated by size that attach to the HIV antibodies in the person’s serum. It is used
to confirm previously positive ELISAs; when persons test positive on the Western Blot, it is
assumed that they have HIV antibodies. However, there is no guarantee that the virus can actually
be isolated from the blood and, therefore, it is not always clear how infectious an antibody positive
person actually is or if he or she will progress to AIDS. In addition, laboratories using different
chemical compounds or less stringent criteria when performing the Western Blot may produce more
false-positive results.

Window period: The time period during which the HIV-antibody test becomes effective is
estimated to be two to six months after exposure to the virus. It is recommended that persons
interested in HIV testing refrain from behaviors associated with HIV exposure for at least two to
six months before testing. In general, a window period is the time period of apparent inactivity
between the time of exposure and the time when the body responds. In the case of HIV, the
estimated time is two weeks to six months or longer for the body to respond with antibodies to the
virus that can be detected with an HTV-antibody test. (See also "latency period".)
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