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When you are not feeling well, it is normal to consider what is going on inside of you and whether you should be working.  As you assess how you feel and what to do, also consider the health and well-being of others at the workplace.  Could your cold, flu, eye infection, skin condition, or other malady be contagious?  Have you considered the potential impact on your colleagues and their families?  Are you aware that some colleagues have underlying health conditions or family members with medical conditions whose health may be harmed or threatened by exposure to any illness year round?  The flu gets a lot of attention at this time of year, and rightfully so.  In some people, influenza can cause encephalitis (swelling of the brain), pneumonia, kidney problems, and respiratory failure.  Thousands of people die from the flu each year.  Its spread typically peaks from December through February. 

With awareness of the above and with an interest in maintaining healthy employees and workplaces, APHIS medical and human resources personnel, the AMT, and I have endorsed the following guidance for employees and supervisors:
Pay attention to your health.  Eat well.  Hydrate.  Exercise, as appropriate, within your abilities.  Rest.  See your doctor(s) for wellness visits and other visits as necessary. 
If you have not already done so, consider speaking with your doctor or other health care provider about getting a flu shot.  Most Federal Employees Health Benefits plans cover flu shots at pharmacies, retail stores, doctor’s offices, and clinics.  In addition, some Agency worksites provide no cost vaccines by appointment or other method, and employees at those locations may consider those options. 
When at work, exercise thoughtful hand washing (at least 20 seconds of lathered scrubbing of all hand parts), sneeze or cough into tissues or sleeves, and promptly place used tissues in a waste basket.  If soap and water are not available, and hand sanitizer is, use it.  It’s the next best thing.  Proper hand cleansing can help reduce the spread of cold and flu viruses, which can live on surfaces for up to 2 days.  If you are sneezing or coughing, consider the guidance in the next item. 
Stay home or leave work when sick to rest and recover and to prevent any germs from spreading.  While your desire to work despite your symptoms may be well-intended, rest is more important to your health.  In addition, working around others while ill puts them at risk.  Employees may consider requesting to use sick leave when they need to stay or go home to rest and recover.  Employees with low or no sick leave may consider requesting to use:
Accrued annual leave;
Earned credit hours, compensatory time off in lieu of overtime pay, or compensatory time off for travel;
Restored annual leave, if any;
Maxiflex flexibilities (if you are under this tour) such as changing a day off or making up time during the pay period;
Advanced annual or sick leave; or
Leave without pay.
Information on leave is available in the Human Resources Desk Guide at HRDG 4630-Absence and Leave. 
Questions regarding leave options may be directed to Nella Roberts, human resources specialist, at 301-851-2910.

Some situations may involve an employee who is able to work but there is some concern about the potential for exposing colleagues to germs.  Such situations may be appropriately managed through social distancing by using the unscheduled telework option.  An employee having such circumstances may consider communicating with their supervisor about the situation and requesting to telework. 
Information about telework and unscheduled telework is available in the Human Resources Desk Guide at HRDG 4368-Telework Program. 
Questions regarding telework may be directed to Tara Coker, APHIS’ work life wellness coordinator, at 301-851-2883. 

If you are at work and don’t feel well, please consider going home safely and using the leave options reviewed above.  You may also visit a worksite health unit to assess any condition that may appear while you are at work.  Supervisors may grant up to 1 hour of excused absence, TC 01, to an employee who is injured or becomes ill while on duty and is treated or rests in a Government health unit or a first aid room. 
The health unit at the facility in Riverdale, Maryland, is open Monday through Friday from 7:00 a.m. to 3:30 p.m.  The office closes sometime between 11 a.m. and noon daily for a 30-minute lunch period.  The timing of the closure depends on care needs. The telephone number is 301-436-3163. 
The health unit at the South Building is open to employees at that facility and the Whitten Building.  General operating hours are 7:30 a.m. to 4:30 p.m.  There are times when staff members are called to attend to health emergencies in either building, and the office closes temporarily so staff can respond.  The telephone number for the health unit is 202-720-3281.  The emergency number to report health emergencies (e.g., falls, seizures, breathing concerns, or other significant incidents) is 202-720-9522. 

If you have a medical condition lasting 1 month or less, you may consider communicating with your supervisor to determine if telework or additional telework days may be right for your situation. In certain health situations, a supervisor may approve up to 5 days of telework per week. 
Information about telework options under this scenario is available in the Human Resources Desk Guide at HRDG 4368-Telework Program. 
Questions about telework may be directed to Tara Coker, APHIS work life wellness coordinator, at 301-851-2883. 
If you have a medical condition lasting longer than 1 month, you may consider talking with your supervisor and the Reasonable Accommodations Staff to determine if telework may be appropriate for your situation. 
Information about telework as a reasonable accommodation is available in the Human Resources Desk Guide at HRDG 4368-Telework Program. 
Questions about reasonable accommodations may be directed to David Walton, APHIS’ reasonable accommodations program coordinator, at 301-851-2936; or Carol Griffith, reasonable accommodations specialist, at 301-851-2938. 

Thank you for considering this guidance and helping to make APHIS workplaces healthy.

Sincerely, 

Rob 

Robert J. Huttenlocker
APHIS Designated Agency Safety and Health Official
DASHO@aphis.usda.gov


