
COVID Travel Policy: Flexible or Semi-Flexible

(This sample policy provides language for companies that intend to allow high-risk travel.)

The Company will enforce all travel restrictions and guidance provided by federal, state, or local
governments, and will also conduct its own analysis of travel risks. If you choose to travel out of state
or to areas with high COVID-19 infection rates (as determined by management), you may be required
to quarantine for 14 days upon return.

This travel policy does not apply to your usual work commute.

Notification of Travel
You are required to notify HR if you will be traveling out of state or to an area with a high COVID-19
infection rate (as determined by management), even if you are not requesting time off to do so.

Requesting Time Off

As keeping the workplace safe is our highest priority, as well as a legal requirement, when requesting
time off you must disclose if you will be traveling out of state or to an area with a high infection rate.
If your plans change after your time off has been requested or approved, you must inform your
manager as soon as possible.

If you are planning to travel to an area with high infection rates, you should include an additional 14
days off in your request for post-travel quarantine. If you do not request the additional time off, but
your manager or HR determines that your travel plans will create a risk for other employees if you
return to the workplace immediately, the additional 14 days will be added to your request before it is
evaluated for approval.

Using Paid Time Off
(Choose either option 1 or option 2 — do not use language for both options.)

(Option 1: Use this language if you plan to allow PTO use.)

If your request for time off is granted, you will be allowed to use any paid time off (PTO) that you have
available. Time off in excess of available PTO will be unpaid.

If the purpose of the travel or the quarantine period afterward is covered by Emergency Paid Sick
Leave (EPSL) under the Families First Coronavirus Response Act (FFCRA), you may use EPSL, if
available, to cover that time off. Be aware that the uses of EPSL for quarantine are limited; do not
assume that advice or guidance to quarantine — even from the state — will trigger an allowable use
of EPSL. Voluntary self-quarantine or quarantine required by the Company does not qualify for EPSL. If
you have questions, see HR.

Limited Paid Time Off for High-Risk Travel or Quarantine

(Option 2: Use this language if you plan to allow employees to take time off, including quarantine
time, but want to discourage that by not allowing use of PTO.)

Although you may be granted time off for high-risk travel or for quarantine periods necessitated by
travel, you will not be able to use paid time off unless the travel is for a purpose protected by a leave



law, for example, the Families First Coronavirus Response Act (FFCRA) or the Family and Medical
Leave Act (FMLA), or other extenuating circumstances apply. Requests will be evaluated on a case-b-
-case basis and may require documentation.  

If the purpose of the travel or the subsequent quarantine period is covered by Emergency Paid Sick
Leave (EPSL) under the FFCRA or a state or local sick leave law, you may use that time, if available.
Be aware that the uses of these leaves for quarantine are limited; do not assume that advice or
guidance to quarantine — even from the state — will qualify for EPSL. Voluntary self-quarantine or
quarantine required by the Company does not qualify for EPSL. If you have questions, see HR.

Violation of Policy
Failure to provide accurate information about your travel may result in discipline, up to and including
termination.


