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      June 4, 2021 

Memorandum 

 
To:   Solicitor 
  Inspector General 
  Assistant Secretaries 
  Heads of Bureaus and Equivalent Offices 
 
From:   Jennifer A. Ackerman 

Director, Office of Human Capital 
Deputy Chief Human Capital Officer 

Subject: Emergency Paid Leave Under the American Rescue Plan Act of 2021 

This memo establishes the (revised) guidelines Department of the Interior’s (DOI or Department) 
Bureaus/Offices will follow to administer Emergency Paid Leave to the DOI workforce and 
supersedes the version dated May 11, 2021.   
 
Background.  On March 11, 2021, President Biden signed the American Rescue Plan Act of 
2021.  Section 4001 of the Act establishes a new category of paid leave, referred to as 
Emergency Paid Leave (EPL). EPL is designed to ease the impact of COVID-19 on Federal 
employees. This leave is available when an employee is unable to work, including telework, due 
to certain COVID-19 related qualifying circumstances.   
 
The leave provisions became effective on March 11, 2021 and extend through September 30, 
2021. EPL is funded by a $570 million Emergency Federal Employee Leave Fund (Fund) 
administered by the U.S. Office of Personnel Management (OPM). Once this funding is 
exhausted, no more EPL can be granted. 
 
Bureaus/Offices are reminded to fulfill their labor-management obligations, as applicable, in 
implementing the provisions of these guidelines. 
 
Coverage.  EPL covers employees under the title 5 annual and sick leave programs. EPL is paid 
at the same hourly rate as annual leave. Full-time employees who work 80-hours in a pay period 
may receive up to 600 hours of paid leave, subject to a pay cap of $2,800 gross salary per pay 
period, or $35.00 per hour for those working standard 80-hour pay periods (assuming there are 
no special pays that impact the final pay rate). The maximum amount of leave is prorated for 
part-time employees and employees on uncommon tours.  
 
EPL is available when an employee cannot work because the employee: 
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1. Is subject to a Federal, State, or local quarantine or isolation order related to COVID-
19.  
2. Has been advised by a health care provider to self-quarantine due to COVID-19 
concerns.  
3. Is caring for an individual subject to an order described above in reason (1) or self-
quarantine as described in reason (2).  
4. Is experiencing COVID-19 symptoms and is actively seeking a medical diagnosis.  
5. Is caring for his or her son or daughter whose school or place of care has been closed, 
if the school of such son or daughter requires or makes optional a virtual learning 
instruction model of requires or makes optional a hybrid of in-person and virtual learning  
instruction models, or the childcare provider of such son or daughter is unavailable due to 
COVID-19 precautions.  
6. Is experiencing any other substantially similar condition specified by OPM. 7. Is caring 
for a family member 1) who has a mental or physical disability or who is 55 years of age 
or older and 2) is incapable of self-care, without regard to whether another individual is 
available to care for such family member, if the place of care for such family member is 
closed or the direct care provider is unavailable due to COVID-19.  
8. Is obtaining immunization related to COVID-19 or is recovering from any injury, 
disability, illness, or condition related to such immunization (after using any 
administrative leave provided). 

EPL is not available for any other purposes other than those identified above. This leave is 
available regardless of length of employment. 

Responsibilities.  
 
Office of Human Capital (OHC) 
 

- Inform the DOI workforce of the availability of EPL including eligibility requirements, 
limitations and caps, conditional nature of leave approval, effect of EPL use on any future 
retirement benefit, etc. 

- Provide guidance to bureau human resources offices to include requirements for 
submitting requests, tracking and reporting data, and general policy matters. 

Bureau/Office Human Capital Officers: 

- Run an OBIEE query (“Report”) to track the use of EPL each pay period. 
- Validate EPL is coded to Weather and Safety Leave (pay code 061) with the appropriate 

payroll remark.  
- Complete the Tracking and Validation Spreadsheet (“Spreadsheet”) each pay period with 

conditionally granted EPL and other required information.  
- Validate requests for EPL to ensure request for reimbursement meets all requirements; 

request does not exceed specified caps and limitations; timesheets are properly coded in 
FPPS. 
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- Ensure payroll corrections for EPL hours that are miscoded in FPPS are processed in a 
timely manner. 

- Email FSDA (DOI_PFM_FSDA@ios.doi.gov) with bureaus completed Spreadsheet, 
Report, and a certification statement via email that the information has been reviewed, 
meets all EPL policy requirements, and request approval for reimbursement. 

- Maintain all documentation required and provide to FSDA, Budget Offices, and/or 
DCFO upon request. 

Servicing Human Resources Offices  
 

- Receive and review conditionally approved requests for EPL from supervisors and 
managers including requests for retroactive EPL. 

- Ensure requests for EPL do not exceed the biweekly limit ($2,800 or equivalent, taking 
into account any special pay) or the aggregate limit (600 hours or equivalent); and must 
cease granting leave when the limit is reached or when the fund is depleted. 

- Document the use of EPL when an employee transfers to another agency or otherwise 
separates. 

- Annotate the Individual Retirement Records to document the use of EPL and ensuring the 
hours used are taken into account when calculating retirement annuity estimates. 

- Resolve any cases when conditional leave is cancelled due to exhaustion of the Fund.  
- Retain records, regardless of whether EPL is granted, for a period of four years.  

 
Deputy Chief Financial Officer (DCFO)/Office of Financial Management, Financial Systems and 
Data Analytics (PFM): 
 

- Review Bureau/Office documentation and obtain approval from DCFO.  
- Once approved by the DCFO, FPM will submit the approved form to OPM with copies to 

the Office of Budget, the Bureau Budget Office POC, and the Bureau Human Capital 
Officer. 

 
Supervisors/Managers 
 

- Review and approve conditional use of EPL (conditional on Fund not being exhausted), 
including requests for retroactive EPL, when an employee meets eligibility requirements 
and a valid request executed via the COVID-19 Emergency Paid Leave (EPL) Employee 
Notification and Supplemental Leave Request Form (also attached) when requesting EPL 
has been submitted. 

- When requesting EPL for the first time, ensure employee executes the Employee 
Agreement in Connection with Emergency Paid Leave (EPL) Provided Under Section 
4001 of the American Rescue Plan of 2021 (also attached) describing employee’s 
obligation to take action to resolve any overpayment debt if conditional EPL is cancelled 
due to Fund exhaustion 

- Submit copies of conditionally approved requests to the servicing human resources 
office. 

mailto:DOI_PFM_FSDA@ios.doi.gov
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-epl-employee-notification-and-supplemental-leave-request-form-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-epl-employee-notification-and-supplemental-leave-request-form-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-employee-agreement-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-employee-agreement-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-employee-agreement-508.pdf
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- Remind employees requesting EPL of the potential impact on retirement annuity. 
 
Employees 
 

- Complete and sign the COVID-19 Emergency Paid Leave (EPL) Employee Notification 
and Supplemental Leave Request Form (also attached) when requesting EPL, and submit 
to supervisor, along with the documentation required based on the reason EPL is 
requested. 

- Sign the Employee Agreement in Connection with Emergency Paid Leave (EPL) 
Provided Under Section 4001 of the American Rescue Plan of 2021 (also attached), prior 
to requesting EPL for the first time, certifying understanding that EPL is granted 
conditionally and that if funds are not available, leave will have to be converted to 
another type of leave or repayment may be required. 

- Submit leave requests through the Time and Attendance system, coding the time as pay 
code 061 (Administrative Leave – Weather & Safety Leave Used) and using the 
associated payroll remarks until EPL-specific pay codes are established. 

- Carefully consider the impact use of EPL may have on retirement annuity calculations, 
since the Act prohibits crediting time spent out of work on approved (not 
conditional) EPL toward computation of retirement annuities. 

 
Leave Administration.  The $570 million Fund is available to make leave payments to covered 
employees in qualifying circumstances for leave used during the qualifying period from March 
11, 2021, through September 30, 2021. Supervisors must grant EPL to employees meeting one of 
the stated reasons for use, but this grant will be conditional pending OPM verification that funds 
are still available. Once OPM advises that funds are available, the requested leave will be 
approved as EPL. However, if the EPL funds have been depleted, the employee will apply other 
paid leave or paid time off (as available to the employee and as appropriate for the given 
circumstance, including any limited amounts of administrative leave that may be granted by the 
agency in accordance with established principles) or will retroactively be placed on leave 
without pay for the affected period and voluntarily provide monetary reimbursement to the 
agency to cover the resulting overpayment debt. (See 5 CFR 550.1102(b)).  
 
Employees seeking to request EPL must complete the attached COVID-19 Emergency Paid 
Leave (EPL) Employee Notification and Supplemental Leave Request Form, also available here. 
The request form lists the situations when EPL can be used and specifies what documentation is 
needed for each one.  
 
Employees also must sign the attached Employee Agreement in Connection with Emergency Paid 
Leave (EPL) Provided Under Section 4001 of the American Rescue Plan of 2021, also available 
here, prior to requesting EPL for the first time, certifying understanding that the EPL is granted 
conditionally and that if funds are not available, any leave used will have to be converted to 
another type of leave or repaid if another type of leave is not available, as explained above.  
 

https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-epl-employee-notification-and-supplemental-leave-request-form-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-epl-employee-notification-and-supplemental-leave-request-form-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-employee-agreement-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-employee-agreement-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-epl-employee-notification-and-supplemental-leave-request-form-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-employee-agreement-508.pdf
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Employees will also need to submit a request for the leave in the time and attendance system.   
The Interior Business Center (IBC) has developed an interim solution to accurately record EPL 
until an enhancement can be implemented into FPPS. For all covered employees conditionally 
using EPL for the below qualifying circumstances, meeting all the required authorizations, 
employees will code their time to pay code 061 (Administrative Leave – Weather & Safety 
Leave Used) with the below associated payroll remarks during the qualifying period from March 
11 through September 30, 2021. It is imperative that the correct pay code and payroll 
remarks are entered in order for requests to be processed. 
 
Please note an employee may use other types of paid leave or paid time off in the same biweekly 
pay period in which emergency paid leave is used, if applied to hours not covered by emergency 
paid leave—subject to the normal rules applicable to each type of paid leave or paid time off.   
 
Qualifying 
Circumstance 
Reason Code Description Payroll Remark 

1 

Is subject to a Federal, State, or local 
quarantine or isolation order related to 
COVID-19 

EPL - 1, Occurrence # and 
dates used 

2  

Has been advised by a health care provider to 
self-quarantine due to concerns related to 
COVID-19 

EPL - 2, Occurrence # and 
dates used 

3 
Is caring for an individual who is subject to 
such an order or has been so advised 

EPL- 3, Occurrence # and 
dates used  

4 
Is experiencing symptoms of COVID-19 and 
seeking a medical diagnosis 

EPL - 4, Occurrence # and 
dates used 

5 

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

EPL- 5, Occurrence # and 
dates used  

6 
Is experiencing any other substantially similar 
condition 

EPL- 6, Occurrence # and 
dates used 
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7 

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

EPL- 7, Occurrence # and 
dates used  

8 

Is obtaining immunization related to COVID-
19 or is recovering from any injury, disability, 
illness, or condition related to such 
immunization 

EPL- 8, Occurrence # and 
dates used  

 
 
Form Submission.  Consistent with the Revised Processing Guidelines dated June 4, 2021, 
bureaus/offices must record conditionally approved EPL on the Spreadsheet once validated 
against the Report each pay period and submit the Spreadsheet and Report and a certification 
statement that the information has been reviewed and meets all EPL policy requirements to 
PFM’s designated email address. PFM will then review/complete and submit the request to OPM 
for reimbursement consistent with their Budget/Finance process. If the leave has been denied 
because of lack of funds, this information will be conveyed to the bureau/offices. 
 
Effect on Retirement. It is important to note and ensure the workforce understands that the Act 
includes language that prohibits crediting time spent out of work on approved (not 
conditional) EPL toward computation of retirement annuities. The number of EPL hours 
utilized will be documented on employees’ retirement records. Any paid EPL leave will reduce 
the total service used to calculate Federal civilian retirement benefits.  
 
When preparing a retirement estimate, ensure that the EPL hours are subtracted from total 
service before computing the estimated retirement annuity. Retirement counselors should inform 
retiring employees that the total service in their retirement annuity computation will be reduced 
by the number of EPL hours used. 
 
 

Example 1: If an employee retires with 30 years of service and during 2021 
received 600 hours of EPL, OPM would reduce the retirement annuity calculation 
by the 600 EPL hours. Based on the 2087-hour chart, 600 hours of EPL converts to 
3 months and 14 days. The retirement annuity calculation would be based on 29 
years and 8 months. 

 
Example 2: An employee covered by FERS retires at age 57 with 30 years of 
service  and a high-3 average salary of $75,000.  
1% of $75,000 x 30 years of service = $22,500.  
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$22,500/12 = $1,875 monthly annuity 
 

If the same employee received 600 EPL hours in 2021: 600 EPL hours converts 
to 3 months and 14 days. 
30 years – 3 months 14 days = 29 years 8 months 16 days 
1% of $75,000 x 29 years and 8 whole months (29.666667) = $22,250 
$22,250/12 = $1,854 monthly annuity (rounded down to the next lower whole 
dollar  amount).   
 
In this example, the employee would lose $21 a month in retirement benefits 
for receiving 600 EPL hours. 

 
EPL remains creditable service for determining an employee’s total service credit for the purpose 
of establishing eligibility for a retirement annuity benefit and for determining an employee’s 
standard rate of basic pay for purposes of calculating the high-3 average salary computation. 
 
Frequently Asked Questions. 
 
Attached is a document addressing frequently asked questions (FAQ) regarding EPL, which can 
be shared with employees to ensure they are aware of and understand the requirements and 
limitations surrounding EPL. The FAQ will also be posted on the All DOI Employees COVID-
19 Information Portal. 
 
Additional EPL Resources. 
 
A document addressing frequently asked questions (FAQ) regarding EPL, which can be shared 
with employees to ensure they are aware of and understand the requirements and limitations 
surrounding EPL, will be posted on the All DOI Employees COVID-19 Information Portal. 
 
The Office of Financial Management SharePoint on EPL and Internal Request and Approval 
Process.  
 
Benefits Administration Letter 21-102 “The American Rescue Plan Act of 2021 - Emergency 
Paid Leave Effect on Retirement,” https://www.opm.gov/retirement-services/publications-
forms/benefits-administration-letters/2021/21-102.pdf 
 
Office of Personnel Management American Rescue Plan Act of 2021 website 
https://www.opm.gov/policy-data-oversight/pay-leave/ARPA 
 
Memorandum to heads of departments agencies (CPM 2021-15) providing primary EPL 
guidance material and form templates  (Go to https://www.chcoc.gov/content/covid-19-
emergency-paid-leave.) 
 
Benefits Administration Letter (BAL 21-303) providing guidance related administration of the 
$570 million fund under which EPL is provided (Go to https://www.opm.gov/retirement-

https://doimspp.sharepoint.com/sites/doicov/SitePages/FAQ.aspx
https://doimspp.sharepoint.com/sites/doicov/SitePages/FAQ.aspx
https://doimspp.sharepoint.com/sites/doicov/SitePages/FAQ.aspx
https://doimspp.sharepoint.com/sites/os-pmb-pfm-hub
https://doimspp.sharepoint.com/:w:/r/sites/os-pmb-pfm-hub/_layouts/15/Doc.aspx?sourcedoc=%7B9A0A55DA-67EA-49DC-B52C-695A2958A13B%7D&file=Emergency%20Paid%20Leave%20(EPL)%20Process.docx&action=default&mobileredirect=true
https://doimspp.sharepoint.com/:w:/r/sites/os-pmb-pfm-hub/_layouts/15/Doc.aspx?sourcedoc=%7B9A0A55DA-67EA-49DC-B52C-695A2958A13B%7D&file=Emergency%20Paid%20Leave%20(EPL)%20Process.docx&action=default&mobileredirect=true
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/2021/21-102.pdf
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/2021/21-102.pdf
https://www.opm.gov/policy-data-oversight/pay-leave/ARPA
https://www.chcoc.gov/content/covid-19-emergency-paid-leave
https://www.chcoc.gov/content/covid-19-emergency-paid-leave
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/
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services/publications-forms/benefits-administration-letters/.) 
 
Inquiries. Any Department employee seeking further information concerning this policy may 
contact their servicing Human Resources Office (HRO) for additional assistance. Servicing 
HROs may contact the Department’s Office of Human Capital concerning questions related to 
this memo. 
 
 
cc: 
Bureau Human Capital Officers 
 
Attachments 
  

https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/
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COVID-19 Emergency Paid Leave (EPL) Employee                  
Notification and Supplemental Leave Request Form 

Identifying Information 
Employee name 

Phone number (work) Email address (work) 

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

EPL Qualifying Circumstance Causing the Employee to be Unable to Work 
Employee is unable to work because the employee is— 

(1) Subject to COVID-19 governmental quarantine or isolation order/advisory 
(2) Advised by health care provider to self-quarantine due to COVID-19 concerns 
(3) Caring for an individual subject to (1) such order/advisory or (2) such advice 
(4) Experiencing symptoms of COVID-19 and actively seeking (i.e., taking immediate steps to 

obtain) a medical diagnosis 
(5) Caring for a child when required because, due to COVID-19 precautions, the child’s school 

or place of care has been closed, or the child is participating in virtual learning instruction, 
or the child’s care provider is unavailable 

(6) Experiencing any other substantially similar condition (as approved by OPM) 
(7) Caring for a family member (i) who has a “mental or physical disability”* or who is 55 years 

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

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

Dates Anticipated Actual 

Date use of EPL begins   

Date use of EPL concludes   

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

I understand that any EPL provided to me will reduce my total creditable service used to calculate any Federal 
civilian retirement annuity benefit I may receive. 
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I attest that I have signed the EPL Employee Agreement and understand that the granting of EPL is conditional 
upon the availability of monies in the EPL Fund and that I will be obligated to take action as described in the EPL 
Employee Agreement to resolve any overpayment debt if conditional EPL is cancelled due to Fund exhaustion. 

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

Employee’s signature Date 

 
 

Additional Documentation Requirements 
An employee must submit the following additional documentation in connection with each identified 
qualifying circumstance, as applicable: 
Qualifying 
circum- 
stance 

Insert  if 
completed 

Nature of Documentation Instructions 

(1)  the governmental quarantine or 
isolation order applicable to the 
employee 

Attach the order or provide web address here: 

(2)  the name of the health care 
provider who advised the employee 
to self-quarantine due to COVID-19 

Provide name here: 

(3)  the governmental quarantine or 
isolation order applicable to the 
employee (if applicable) 

Attach the order or provide web address here: 

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

Provide name here: 

(4)  No generally required additional 
documentation. 

 

(5)  the name of the son or daughter 
being cared for 

Provide name here: 

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

Provide information here: 

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

Provide explanation here: 
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(6)  any documentation the Director of 
OPM requires 

Follow agency instructions based on OPM guidance. 

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

Provide name here: 

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

Provide name and age here: 

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

Provide name here: 

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

Provide explanation here: 

(8)  No generally required additional 
documentation. 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: In addition to the above generally required documentation requirements, an DOI is authorized to request 
supplemental information, explanations, or certifications from an employee if DOI has reason to believe that EPL is not 
being used appropriately. Once an employee has met the generally required documentation requirements described 
above, DOI may grant conditional approval of EPL. However, DOI may deny EPL based on a determination that an 
employee’s justification for the leave is not supported by the documents submitted or any other available facts. If the 
validity or adequacy of the employee’s justification is questioned, the employee must have an opportunity to provide 
documentation or further supplement the response to DOI before EPL is denied. DOI may conditionally approve use of 
EPL pending receipt of supplemental documentation and other information as required under the first sentence of this 
NOTE; however, it must ensure that the employee understands the employee’s obligation to resolve the overpayment 
of leave if DOI’s final decision is to deny the leave. 
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Employee Agreement in Connection with Emergency Paid Leave (EPL) Provided Under 
Section 4001 of the American Rescue Plan of 2021 

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

 
I, [_____________________], understand that my agency is granting EPL on a conditional basis, 
subject to the availability of monies in the EPL Fund. I understand that, if the EPL Fund is 
exhausted before my agency receives reimbursement from the Fund for any use of EPL by me, 
the affected conditional EPL will be cancelled, and I will be responsible for eliminating the 
resulting leave debt by taking one or both of the following actions:  
 
• Requesting other paid leave or paid time off (as available to me and as appropriate for the given 
circumstance under normal leave rules) to substitute for the cancelled EPL—for example: annual 
leave (including advanced annual leave), sick leave (including advanced sick leave), 
compensatory time off for overtime work, compensatory time off for travel, credit hours under a 
flexible work schedule, and any limited amount of administrative leave that my agency may 
grant me.  
 
and/or  
 
• Voluntarily providing monetary reimbursement to the agency to satisfy the overpayment debt 
resulting from receiving payments for a period of time when I should have been in leave without 
pay status. If I do not eliminate the leave debt by substituting other paid leave or paid time off, I 
agree to make the required monetary reimbursement to the agency that granted conditional EPL 
and to permit offset of Federal payments (including salary payments) to recover the amount 
owed. (Note: Any offset of salary payments will be limited to 15 percent of an employee’s 
disposable pay, except in the case of a final check at the time of separation from employment.) 
However, I reserve the right to challenge the agency decision through any applicable 
administrative grievance procedure, negotiated grievance procedure, or judicial process and to 
seek return of any amounts erroneously collected from me.  
 
 
Employee’s Signature ________________________________ Date: _____________________  
 
Note: This employee agreement must be filed with an employee’s EPL request(s). 
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Emergency Paid Leave Under the American Rescue Plan Act of 2021 
Frequently Asked Questions 

 
1. What is Emergency Paid Leave? 
 
On March 11, 2021, President Biden signed the American Rescue Plan Act of 2021, which 
authorized Emergency Paid Leave (EPL) designed to ease the impact of COVID-19 on Federal 
employees. This leave is available when an employee is unable to work, including telework, due 
to the impacts of COVID-19 included in the law. 
 
2. Who Can Use EPL? 
 
EPL covers employees under title 5 annual and sick leave programs.  Full-time employees who 
work 80-hours in a pay period may receive up to 600 hours of paid leave. The maximum amount 
of leave is prorated for part-time employees and employees on uncommon tours. 
 
3. Can I use EPL anytime? 
 
The leave provisions became effective on March 11, 2021 and extend through September 30, 
2021.  However, the Act set a limit on how much money can be spent on EPL ($570M). Once 
that funding is exhausted, no more EPL can be granted.  
 
4. Under What Circumstances is EPL Available? 
 
EPL is available when an employee cannot work because the employee: 
 

1. Is subject to a Federal, State, or local quarantine or isolation order related to COVID-
19. 
2. Has been advised by a health care provider to self-quarantine due to COVID-19 
concerns. 
3. Is caring for an individual subject to an order described above in reason (1) or self-
quarantine as described in reason (2). 
4. Is experiencing COVID-19 symptoms and is actively seeking a medical diagnosis. 
5. Is caring for his or her son or daughter whose school or place of care has been 
closed, if the school of such son or daughter requires or makes optional a virtual learning 
instruction model of requires or makes optional a hybrid of in-person and virtual learning 
instruction models, or the child care provider of such son or daughter is unavailable due 
to COVID-19 precautions. 
6. Is experiencing any other substantially similar condition specified by OPM. 
7. Is caring for a family member 1) who has a mental or physical disability or who is 55 
years of age or older and 2) is incapable of self-care, without regard to whether another 
individual is available to care for such family member, if the place of care for such family 
member is closed or the direct care provider is unavailable due to COVID-19. 
8. Is obtaining immunization related to COVID-19 or is recovering from any injury, 
disability, illness, or condition related to such immunization (after using any 



14 
 

administrative leave provided). 
 
5. What are the Pay Rates for EPL? 
 
EPL is paid at the rate you normally receive when you are on annual leave, subject to the 
biweekly cap. The amount could differ if you receive certain premium pays such standby pay or 
night pay. 
 
The pay cap is $2,800 per pay period, or $35.00 per hour for those working standard 80-hour pay 
periods (assuming there are no special pays that impact the final pay rate). You may not be 
granted EPL if it will take you beyond the pay cap, but you could use annual leave or sick leave 
to balance out the pay period. 
 
Example: You are caring for your parent who is 70 years old and unable to care for themself due 
to dementia. You share care for your parent with several siblings. Your turn to provide care is 
next pay period. The adult care center where the parent would normally be during your workday 
is closed due to COVID-19 and you need to be off for a full 80-hour pay period. 
 

a. Your hourly rate is $32.00 an hour. You would be eligible for EPL for the full pay 
period. 
b. Your hourly rate is $70.00 an hour. You would be eligible for EPL for 40 hours in the 
pay period. To cover the additional 40 hours, you could request annual or sick leave. 

 
EPL is not available for any other purposes other than those identified above. This leave is 
available no matter how long you have been an employee. 
 
6. How is EPL Granted? 
 
If you meet the one of the stated reasons for use (see Q4), your supervisor will only be able to 
grant you EPL conditionally until the U.S. Office of Personnel Management (OPM) verifies that 
funds are still available. Once OPM advises that funds are available, your leave will be approved 
as EPL. However, if the EPL funds have been depleted, then you will have to substitute another 
appropriate type of leave or make repayment, if you did not have another type of leave available 
for use. 
 
Because of the special conditions on the granting of EPL a unique process for handling these 
leave requests has been developed. If you meet the conditions for using EPL, you must complete 
and have your supervisor approve a COVID-19 Emergency Paid Leave (EPL) Employee 
Notification and Supplemental Leave Request Form.  The form lists the situations when EPL can 
be used and specifies what documentation is needed for each one. You will be required to 
identify which of the reasons apply to your need for leave. The information you will need to 
supply will depend on the need for leave, e.g., if you are quarantined, waiting for a medical 
diagnosis, or if you are caring for a son or daughter whose school is closed or place of care is 
unavailable. Space to provide this information is included in the EPL request form. 
 

https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-epl-employee-notification-and-supplemental-leave-request-form-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-epl-employee-notification-and-supplemental-leave-request-form-508.pdf
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You will also be required to sign an Employee Agreement in Connection with Emergency Paid 
Leave (EPL) Provided Under Section 4001 of the American Rescue Plan of 2021, prior to 
requesting EPL for the first time, certifying that you understand EPL is granted conditionally and 
that if funds are not available, your leave will have to be converted to another type of leave or 
you will be required to make repayment.  
 
7. Do I Still Submit a Request for EPL in the Time & Attendance System? How? 
 
Yes! Employees will also need to submit a request for the leave in the time and attendance 
system.  For all covered employees conditionally using EPL for the below qualifying 
circumstances, meeting all the required authorizations, you will code the time to pay code 061 
(Administrative Leave – Weather & Safety Leave Used) with the below associated payroll 
remarks during the qualifying period from March 11 through September 30, 2021.  It is 
imperative that the correct pay code and payroll remarks are entered in order for requests 
to be processed. 
 
Note that the use of pay code 061 is an interim solution which enables employees to code such 
leave as soon as possible. The Interior Business Center (IBC( is developing a specific pay code 
for EPL which will calculate any pay limits and address retirement service credit adjustments. If 
using EPL, it is important that employees closely monitor their pay and leave usage to ensure 
they do not exceed the limits established by this law. If limits are exceeded, employees will be 
required to repay any overpayments. 
 
 
Qualifying 
Circumstance 
Reason Code Description Payroll Remark 

1 

Is subject to a Federal, State, or local 
quarantine or isolation order related to 
COVID-19 

EPL - 1, Occurrence # and 
dates used 

2  

Has been advised by a health care provider to 
self-quarantine due to concerns related to 
COVID-19 

EPL - 2, Occurrence # and 
dates used 

3 
Is caring for an individual who is subject to 
such an order or has been so advised 

EPL- 3, Occurrence # and 
dates used  

4 
Is experiencing symptoms of COVID-19 and 
seeking a medical diagnosis 

EPL - 4, Occurrence # and 
dates used 

https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-employee-agreement-508.pdf
https://www.doi.gov/sites/doi.gov/files/doi-covid-19-emergency-paid-leave-employee-agreement-508.pdf
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5 

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

EPL- 5, Occurrence # and 
dates used  

6 
Is experiencing any other substantially similar 
condition 

EPL- 6, Occurrence # and 
dates used 

7 

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

EPL- 7, Occurrence # and 
dates used  

8 

Is obtaining immunization related to COVID-
19 or is recovering from any injury, disability, 
illness, or condition related to such 
immunization 

EPL- 8, Occurrence # and 
dates used  

 
 
8. Can I request EPL retroactively? 
 
If you used leave without pay (LWOP) for any of the qualifying circumstances outlined in Q7 
after March 11, you may submit a request to convert the LWOP to EPL.  Whether you will be 
granted EPL will depend on whether the Fund is still available.   
 
If you used other types of paid leave, such as sick leave, after March 11 for the qualifying 
circumstances, you may also submit a request to convert that leave to EPL.  However, be sure to 
review Q9 and understand the potential impact on retirement benefits.  Again, whether you will 
be granted EPL retroactively will depend on whether Funds are still available. 
 
9. Does Using EPL Impact Retirement Benefits? 
 
It could! It is important to note that the Act includes language that prohibits crediting time spent 
out of work on approved (not conditional) EPL toward computation of your retirement 
annuity. The number of EPL hours utilized will be documented on your retirement record.  Any 
paid EPL will reduce the total service used to calculate your Federal civilian retirement benefit.  
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EPL remains creditable service for determining an employee’s total service credit for the purpose 
of establishing eligibility for a retirement annuity benefit and for determining an employee’s 
standard rate of basic pay for purposes of calculating the high-3 average salary computation. 
 
10. Who Can I Contact if I Have Additional Questions? 
 
If you need additional information, please contact your servicing human resources office. 
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