
 
 
 

COVID-19   
FAQs:  COVID-19 Temporary Reasonable Accommodations (Telework Requests), Leave, FMLA, 

Medical Documentation, Face Covering Exemption Requests  
 
The School Board of Orange County, Florida’s (“OCPS”) response to the COVID-19 pandemic is designed 
to sustain our important mission of creating enriching and diverse pathways to lead our students to 
success while maintaining the health and safety of our faculty, staff and students.  OCPS’s COVID-19 Health 
and Safety Procedures Manual contains guidance for district staff in navigating and safety considerations 
during the COVID-19 pandemic. 
 
OCPS recognizes that there may be some employees with medical disabilities that require temporary 
reasonable accommodations under the Americans with Disabilities Act (ADA) as a result of COVID-19.  
Some employees, who self-identify as having an increased risk of severe outcome from COVID-19 infection 
as determined by current CDC guidance, may have a medical condition that rises to the level of a disability 
under the ADA.   
 
If you would like to request a temporary reasonable accommodation (telework), submit the COVID-19 
Reasonable Accommodation Request and Medical Verification Form. 
 
Our first priority is employees with medical disabilities, but we may certify an employee for a telework 
accommodation who has health conditions that do not rise to a disability.  All requests should be 
submitted using the COVID-19 Reasonable Accommodation and Medical Verification Form.   Other 
requests, including serious health risks for family members at home, will be considered after employee 
health circumstances. All requests for reasonable accommodations are reviewed on a case-by-case basis. 
 
The ADA reasonable accommodation process is not intended to address employees who test positive for 
COVID-19 or have COVID-19 symptoms as such situations are handled by Professional Standards.  
 
   
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 
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 and what is a reasonable accommodation? 
 
A.  The ADA Office, 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 
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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.  Reasonable accommodations are granted on a case-by-case basis after proper analysis 
of the disability in question, the necessity of the accommodation, and to ensure the modification does not 
cause an undue hardship (e.g. significant difficulty or expense) on the District. Under the ADA, an employer 
has the discretion to choose among effective accommodations.  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. If I was successfully teaching classes or worked remotely and prefer to continue to work remotely, 
why can’t I just continue to telework? 
 
A.  OCPS’s re-opening plan includes both in-person and LaunchEd@Home options for families to choose.  It 
is the student enrollment at each school that will guide how many in-person teachers are needed to 
educate the students. 
 
According to the EEOC guidance, “[i]f there is no disability-related limitation that requires teleworking, then 
the employer does not have to provide telework as an accommodation. Or, if there is a disability-related 
limitation but the employer can effectively address the need with another form of reasonable 
accommodation at the workplace, then the employer can choose that alternative to telework.” Moreover, 
if an employer is permitting telework because of COVID-19 and choosing to excuse employees from 
performing one or more essential functions, once an employer reopens the workplace, the employer is not 
required to grant teleworking as a reasonable accommodation if it requires the employer to continue to 
excuse the employee from performing essential functions of the position. 
 
Finally, just because an employer temporarily excused performance of an essential function of a job when 
the workplace was closed does not mean that the employer has permanently altered a job’s essential 
functions, that telework is always feasible, or that telework does not pose an undue hardship. Ultimately, 
the EEOC advises that these are going to be “fact-specific determinations” and the employer “has no 
obligation under the ADA to refrain from restoring all of an employee’s essential duties at such time as it 
chooses to restore the prior work arrangement, and then evaluating any requests for continued or new 
accommodations under the usual ADA rules.” 
 
Q. I was assigned to LaunchEd@Home without going through the COVID-19 Accommodation process.  
Can my supervisor or department chair continue to let me teach on LaunchEd@Home?  Can my 
supervisor or department chair now require me to return to campus?    
 
A.  Yes.  Assignments to classrooms are determined based on the enrollment needs of the schools.  You 
may remain in your position if you were assigned to a LaunchEd@Home position and that position is still 
available, even if you did not go through the accommodation process.  Alternatively, you may have been 
assigned to a LaunchEd@Home position for the first nine (9) weeks, even though you did not go through 
the accommodation process, and now, based on the enrollment at your school, your supervisor or 
department head is requiring you to return to campus. 
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Q.  Is an employee entitled to an accommodation under the ADA when they live with or care for a family 
member who is at an increased risk for severe illness from COVID-19? 
 
A. No.  The ADA is only applicable to employees.  Accommodations cannot be put in placed based on the 
medical condition of a non-employee.  However, the District recognizes these concerns and intends to 
ensure the safest possible work conditions for faculty, staff, and our community.  Therefore, the District 
accepts and reviews requests for ADA telework accommodations from employees who are concerned 
about protecting a family member who has an underlying medical condition which puts them at an 
increased risk from potential COVID-19 exposure as determined by current CDC guidance. 
 
Q. How can I request a telework accommodation based on my concern to protect a family member with 
a disability or medical condition, or who may be at an increased risk from potential COVID-19 exposure? 
 
A. Although the ADA does not qualify this circumstance as a disability for an employee, those who are 
concerned about at high-risk family members should still follow the COVID-19 Reasonable Accommodation 
Request Process. 
 
Q. Current CDC guidance lists medical conditions and other factors which are considered as a having 
some degree of increased risk.  Does that mean I have a disability? 
 
A. Not necessarily.  Under the ADA, those that have qualified disabilities must have a physical or mental 
impairment that substantially limits one or more major life activities.  While the increased risk condition 
could rise to this level, some, such as age or pregnancy, would not qualify as a disability without some other 
associated conditions.  This analysis is considered on a case-by-case basis.   
 
Q.  My healthcare provider’s documentation states that my underlying medical condition can be 
accommodated by social distancing or the proper use of personal protection equipment (PPE), does this 
disqualify me from an accommodation? 
 
A. Such documentation does not disqualify you from an accommodation, but clarifies that your medical 
provider believes that you are able to work in a place where social distancing is maintained and PPE is 
properly used.  In such circumstances, social distancing, PPE, or something that comparably reduces 
exposure risk would constitute the accommodation or adjustment.  OCPS may include enhanced PPE or 
additional environmental controls as further accommodations. We understand many faculty and staff may 
still feel uncomfortable interacting face-to-face.  If your work location has a need for additional employees 
to work remotely (to meet academic need for remote instruction), you might be assigned to 
LaunchEd@Home for reasons unrelated to a qualified disability. Accommodations and adjustments can 
take a number of forms, and working 100% remotely is not the only option. 
 
When your health care provider is indicating that the appropriate accommodation is either a workplace 
that allows for social distancing or other accommodation that would allow for steps to minimize exposure, 
this medical opinion needs to guide the accommodation. 
 
Q. Who determines whether my request for a reasonable accommodation will be granted?  
 
A.  The ADA Compliance Office only certifies whether an employee is in a high-risk situation.  It is up to the 
supervisor to evaluate the employee's responsibilities under the job description and evaluate the work 
location needs to determine what reasonable accommodations can be implemented. 



The Governor, through his Re-Open Florida Task Force, issued the Safe. Smart. Step-by-Step. Plan for 
Florida’s Recovery, which contains three (3) distinct phases for re-opening. 
 
In Phase 1 and Phase 2, employers were encouraged to authorize teleworking, “where practical.”  The 
district has followed that plan and has had each supervisor evaluate the practicality of his/her direct reports 
to authorize telework.  Some employees were authorized to telework while others were not, thus, the 
language on the accommodation approval was drafted to include the fact that some employees would not 
be eligible to telework based on the needs of the district as related to their particular job responsibilities, 
even though telework was the preferred accommodation from the employee.  
 
In Phase 3, the plan states that “[e]mployees should resume unrestricted staffing of worksites and 
implement the final phasing in of employees returning to work.  For vulnerable populations, teleworking 
can be considered.”  Now that the State of Florida is in Phase 3, supervisors are expected to evaluate the 
needs of the district and balance those needs with the needs of the employee to determine when the 
employee should return to work in person.  That determination is an individualized determination and 
varies from employee to employee and work location to work location, but the majority of district 
employees have returned, or will return shortly, to work in person.  Those employees who are vulnerable 
(i.e. those who perhaps have a serious underlying medical condition, those who are older than 65 years of 
age) may still be eligible to telework, to partially telework (coming in on certain days of the week and 
teleworking other days of the week), or may be required to come back to work full-time depending on the 
needs of the district and the employee’s job responsibilities.  
 
In any case, it is up to the supervisor to communicate directly with his/her employees and establish the 
return to work expectations.   
 
Q.  Is having tested positive for COVID, having been exposed to, or showing symptoms related to COVID-
19 an ADA disability that would warrant accommodation? 
 
A.  No. Those who have either been diagnosed with, or are showing symptoms of, COVID-19 should follow 
current guidance with regard to self-quarantining and should 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.  I tested positive for COVID, have been exposed, or am showing systems do I get paid for my time 
off? 
 
A. Employees who are sent home due to a COVID-19 related illness will be placed on Medical Relief of Duty 
up to fourteen (14) calendar days. 
 
Q. If I am still sick and not able to return to work after the Medical Relief of Duty can I get an extension?  
 
A.  Once an employee has exhausted Medical Relief of Duty, the employee may use personal leave, sick 
leave, or unpaid personal leave. 
 
Q. How do I apply for emergency paid sick leave (CAREs Act)? 
 
A.  Emergency paid sick leave, a benefit under the Families First Coronavirus Response Act (FFCRA), expired 
on December 31, 2020 for all employee groups.  Emergency paid sick leave not taken by that date will no 
longer be available for use. 
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Q. I was eligible for emergency paid leave under the Families First Coronavirus Response Act (FFCRA) in 
2020 but I did not use any leave. Am I still entitled to take emergency paid sick or expanded family and 
medical leave after December 31, 2020?  
 
A.  No.  Your employer is not required to provide you with FFCRA leave after December 31, 2020. The 
obligation to provide FFCRA leave applies from the law’s effective date of April 1, 2020, through December 
31, 2020. Any change to extend the requirement to provide leave under the FFCRA would require an 
amendment to the statute by Congress.  
 
Q.  If I have flu-like symptoms or am confirmed to have the COVID-19 virus, may I work remotely? 
 
A. If the nature of your work allows for remote completion, your healthcare provider indicates working 
remotely is possible despite your symptoms, and you are approved to do so by your supervisor, you may 
work remotely. 
 
Q.  What if, at any time during my teaching/working on campus, symptoms of my medical condition 
become triggered and I can’t effectively teach/work in a classroom or engage in a face-to-face 
environment? 
 
A.  Requests for ADA accommodations can be made at any point.  If you experience changes to your medical 
condition during the semester, requests can be considered at that time. 
 
Q.  What are my options if I am not in a position that can telework or my supervisor tells me he/she 
cannot grant my preference to telework as an accommodation? 
 
A.  Employees who are not in a position to telework, or whose supervisor has determined that teleworking 
is not feasible, are expected to report to work or take leave by completing the proper leave paperwork with 
their work location. Telework is not currently available for employees who are hourly. As such, if you are 
unable to report to work due to COVID-19 related reasons, you are expected to follow the normal leave 
procedures.   
 
Q.  May I use vacation, sick leave, or other type of leave to avoid working? 
 
A.  Employees may request leave time in accordance with existing leave policies and/or any Memorandum 
of Understanding which covers his/her employment.  School Board Policies GCC and GDC allow 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.  
 
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 twelve (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. 
 
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.  Can I apply for short term disability benefits? 
 
A. Employees currently enrolled in the Short Term Disability program may be eligible for benefits depending 
on the specific facts of the claim and subject to the provisions of the policy.  Please contact the Insurance 
Benefits office at 407-317-3245 or wellness@ocps.net 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 have specific concerns about your ability 
to meet normal work expectations, please discuss with your supervisor.  If you are in a position where you 
can telework, then you can request telework accommodations by completing the COVID-19 Reasonable 
Accommodation Request Form.  Otherwise, you are 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 Office 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 and are exempt from public records disclosure. 
 
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 Disabilities Act, medical diagnosis information is required when determining whether 
a person is entitled to an accommodation.  
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Please see the resource from the U.S. Equal Employment Opportunity Commission titled What You Should 
Know About COVID-19 and the ADA, the Rehabilitation Act, and Other EEO Laws. Questions D.5. and D.6., 
specifically authorize the district to request medical documentation to determine whether the employee 
has a “disability” as defined by the ADA. 
 

D.5. During the pandemic, if an employee requests an accommodation for a medical condition either 
at home or in the workplace, may an employer still request information to determine if the condition 
is a disability? (4/17/20) 
Yes, if it is not obvious or already known, an employer may ask questions or request medical 
documentation to determine whether the employee has a "disability" as defined by the ADA (a 
physical or mental impairment that substantially limits a major life activity, or a history of a 
substantially limiting impairment). 
 
D.6. During the pandemic, may an employer still engage in the interactive process and request 
information from an employee about why an accommodation is needed? (4/17/20) 
Yes, if it is not obvious or already known, an employer may ask questions or request medical 
documentation to determine whether the employee's disability necessitates an accommodation, 
either the one he requested or any other. Possible questions for the employee may include: (1) 
how the disability creates a limitation, (2) how the requested accommodation will effectively 
address the limitation, (3) whether another form of accommodation could effectively address the 
issue, and (4) how a proposed accommodation will enable the employee to continue performing 
the "essential functions" of his position (that is, the fundamental job duties). 

 
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 if my child’s school or daycare provider is closed and I have no one to take care of my child?  
 
A.  It’s important for you to talk to your supervisor as soon as possible about your options, given your job 
duties.  If you will not be working, you may take personal leave or choose to utilize unpaid leave.  
 
Q.  OCPS is requiring faculty, staff, and students to wear face covering.  What if I have a disability that 
prevents me from wearing a face covering?   How do I request a face mask/face covering exemption?  
 
A. An employee who wishes to apply for an exemption from wearing a face covering, as required in Policy 
EBBA Disease Prevention; Face Coverings, shall complete the COVID-19 Employee Face Covering Exemption 
Request Form and Medical Certification. 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 (ADA), medical information is required when determining whether a 
person is entitled to an accommodation.  
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