
 
 
 

COVID-19   
FAQs:  Telework Requests, Leave, FMLA, ADA Accommodations, Medical Documentation  

 
 
Q.  I have tested positive for COVID, have been exposed, or I am showing symptoms, what is the 
process? 
 
A.  Please contact Professional Standards to discuss next steps because that department is overseeing all 
COVID-related matters and protocols.  They can be reached at ProfessionalStandards@ocps.net or 407-
317-3239. 
 
Q.  What are my options if I am not in a position that can telework or I have been denied the ability to 
telework by my supervisor? 
 
A.  Employees who are not in a position to telework, or have been denied the ability to telework by their 
supervisor, are expected to report to work or take leave by completing the proper leave paperwork with 
their work location.   
 
Q.  What are my options for taking leave? 
 
A.  If you simply feel you need to take time off of work, you can certainly take a leave of absence by 
following normal leave procedures (completing a leave form with your work location secretary).  School 
Board Policy GCC allows employees to take up to a year of leave. Requests should be submitted to your 
work location as soon as possible so proper arrangements can be made for coverage. If your need for leave 
is COVID-19 related, then you may be eligible to get up to 10 days of your leave reimbursed by the District 
under the Families First Coronavirus Response Act – Emergency Paid Sick Leave Act benefit; however, you 
will need to have your own leave submitted first through your supervisor before reimbursement can take 
place.  Employees may go to the Legal Services COVID-19 Employee Benefits Intranet Page to seek ten (10) 
days of paid leave reimbursement. 
 
Q.  How will leave affect my insurance? 
 
A.  If you go on an unpaid leave of absence, OCPS will stop paying its portion of your insurance premium. 
So, if you elect to maintain your insurance, you would be expected to pay the bill from OCPS’s Third Party 
Administrator (TASC).  Please contact Insurance Benefits to discuss that particular process and what that 
exact amount would be for your specific coverage plan.  Insurance Benefits can be reached at 407-317-
3245. 
 
Q.  What is FMLA and can I apply for it? 
 
A.  FMLA provides up to 12 weeks of job-protected leave and maintenance of your health insurance 
premiums during such time. FMLA Program Coordinator, Dina Barkley, can assist you with any questions 
you may have regarding FMLA and assess your eligibility.  She can be reached at FMLA@ocps.net or by 
calling 407-317-FMLA. 
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Q.  Can I apply for Sick Leave Bank? 
 
A.  Sick Leave Bank provides up to 100 days of paid leave to members who have a serious health condition 
that precludes them from working.  Please contact Retirement Services at 407-317-3227 to discuss your 
eligibility and how to apply. 
 
Q.  Do I need to reapply for leave or Paid Leave under the OESPA MOU? 
 
A.  Paid leave is no longer an option under the new MOU.  If you are in a position where you can telework, 
then you can request telework accommodations.  Otherwise you would be expected to report to work or 
take leave by submitting such request with your work location. 
 
Q.  Can I request accommodations when returning to the actual workplace? 
 
A.  Employees who report to work but need accommodations in the workplace so they can perform their 
job safely and fully without impacting their own health condition shall work with their supervisor first if 
they need additional PPE, the ability to minimize face to face contact with individuals, or relocating their 
work station.  If accommodations cannot be made by their worksite, then employees may go to 
https://ada.ocps.net to access the appropriate accommodation request forms for their healthcare provider 
to complete.  
 
Q.  I don’t feel comfortable sharing medical records with my supervisor? 
 
A.  Any medical records you send to the ADA Compliance Officer are kept completely confidential and are 
not shared with anyone outside of our office.  In addition, the request and associated medical records are 
kept separate and apart from any personnel records. 
 
Q.  Is providing medical information as part of an accommodation request to the ADA office a violation of 
HIPAA? 
 
A.  No.  Medical information is necessary to determine whether an employee has an underlying health 
condition that makes the employee high-risk if infected with Covid-19.  Under applicable laws, including 
the Americans with Disability Act, medical diagnosis information is required when determining whether a 
person is entitled to an accommodation. 
 
Q.  What options are offered to employees who need to stay home with their child who is doing LaunchEd or 
Virtual? 
 
A.  Employees can take a personal leave of absence by completing a leave form through their supervisor. 
This leave would be unpaid unless the employee has accrued leave time. 
 
Q.  What is the Americans with Disabilities Act (ADA)? 
 
A.  The Americans with Disabilities Act (ADA) is a federal civil rights law designated to prevent discrimination 
and enable individuals with disabilities to participate fully in all aspects of society.  The district is required 
by state and federal law to provide reasonable accommodations to qualified individuals with disabilities so 
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that employees with disabilities can be afforded the benefits and privileges of employment equal to those 
enjoyed by similar employees without disabilities.  
 
Q.  What is the ADA accommodation process at OCPS? 
 
The ADA Department, through the Office of Legal Services, oversees and coordinates the reasonable 
accommodation process on behalf of the district.  A reasonable accommodation under the ADA is any 
change to the application or hiring process, to the job, to the way the job is done, or to the work 
environment that allows a person with a disability, who is qualified for the job, to perform the essential 
functions of that job and enjoy equal employment opportunities.  Examples of a reasonable 
accommodation include, but are not limited to, a change in job tasks, providing reserved parking, improved 
accessibility in a work area, a change in the presentation of tests and training materials, providing or 
adjusting a product/equipment/software, allowing a flexible work schedule, providing an aid or a service to 
increase access, or reassigning to a vacant position.  Just because an employee qualifies for an ADA 
accommodation, it does not automatically mean that an employee will be authorized to telework/work 
from home, which may be the employee's preferred accommodation.  It is up to the supervisor to evaluate 
the employee's responsibilities under the job description to determine what reasonable accommodations 
can be implemented (such as additional PPE, work area changes, etc.), especially now that students are 
coming back to campus.  Employees who have been assessed for an ADA accommodation are encouraged 
to work with their supervisors at the schools to determine what reasonable accommodations can be 
implemented. 
 
Q.  How do I request a face mask/face covering exemption?  
 
An employee who wishes to apply for an exemption from wearing a face covering, as required in Policy 
EBBA Disease Prevention; Face Coverings, shall fill out the Accommodation Request Form (for Employees) 
from the link below (note you will have to sign into the intranet). In accordance with Policy EBBA, along 
with the completed form, employees shall submit documentation from their health care provider which 
specifically details their medical condition that prevents them from being able to safely wear a face 
covering.  Until such time as a waiver is approved, the individual requesting the exemption shall be required 
to wear the proper face covering while inside a school/facility or other property and/or vehicle owned, 
leased, or operated by the School Board. Under applicable laws, including the Americans with Disabilities 
Act, medical information is required when determining whether a person is entitled to an accommodation. 
 

 

Accommodation Request Form (for Employees) 
 
This form shall only be used by an employee who needs reasonable 
accommodations in the workplace due to his or her own personal medical-
related injury, illness, or disability in order for him or her to perform the 
essential functions of their job safely and fully.  
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