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· What do you do as a Federal manager or supervisor if a pandemic or national emergency should occur?  

· What information do you give to employees that you supervise?  

· Where should you refer your employees for further information on their employee benefits?  

These are all good questions and the time to answer them is now, not when a pandemic or emergency strikes!  Generally, benefits for Federal employees and eligible family members remain unchanged and continue uninterrupted during a public health emergency such as a pandemic influenza outbreak or national emergency.  Benefit premiums and deductions continue to be withheld from an employee’s salary check as long as the employee remains in a pay status.

In an effort to plan ahead for employee questions in the event of a pandemic or national emergency, you should review the “Questions and Answers” sheet which has been prepared and can be found at the end of this document.  An employee handout titled “Information for Employees and their Family Member during a Pandemic or other Emergency” is also available and should be provided to employees before an actual emergency arises.  You should fill in the emergency contact information at the bottom of the Handout with local contact information prior to distribution, and suggest to employees that they share the handout with their spouse or other family members to keep in a safe place at home.  Rather than attempt to answer benefit questions for which you do not know the answer, employees should be directed to first seek information regarding any Federal benefits from their servicing Human Resources (HR) Office.  

On a continuing basis, you should have your employees update their own emergency contact information with you, providing you with a name and telephone number of who to contact in case of an emergency.  During your routine staff meetings, you should verify that each employee’s contact information is up to date.  Therefore, you won’t be caught short should you need to contact an employee’s family members.  

Hopefully, you will never have to use this information for an actual pandemic or national emergency.  Planning ahead and being prepared is the best tool in your arsenal of weapons if and when the need actually arises.

The employee should be advised to contact their local HR office to get information on applying for 
disability retirement.  If the employee feels the illness is work-related, the HR office can also provide
information on applying for workers compensation benefits.

Worklife and Benefits Service (058)

Office of Human Resources and Administration   



1.   How do I ensure that my family collects any benefits to which they are entitled (life insurance, unused leave, last pay check, etc.) should I succumb to the flu? 

Your family should work with your local Human Resources (HR) office to apply for any death benefit payments based on your employment.  The HR office can provide information about death benefits for Civil Service Retirement System (CSRS) and Federal Employees Retirement System (FERS) covered employees.  Additional information is available on the employee handout – Information for Employees and their Family Members Regarding Employee Benefits during a Pandemic or other Emergency.

2.  If I supervise an employee who dies because of the flu, what should I do with the employee’s records and personal effects or to help the employee’s family? 

Contact your local HR office if you need guidance on the procedures for the distribution of personal effects, records, and resolution of family matters.  Also, direct the deceased employee's family to the local HR office as they will have further information they need pertaining to death claims.

3.  What happens to my health and life insurance benefits should I be placed on leave without pay (LWOP) during a pandemic or national emergency?  
For health benefits, enrollment continues for no more than 365 days in a nonpay status.  The nonpay status may be continuous or broken by periods of less than four consecutive months in a pay status.  The Government premium contribution continues while employees are in a nonpay status.  The Government is also responsible for advancing from salary the employee share of the premium.  The employee must choose between paying the agency directly on a current basis or having the premiums accumulate and withheld from his or her pay upon returning to duty. 

For life insurance, coverage continues for 12 consecutive months in a nonpay status without cost to the employee or to VA.  The nonpay status may be continuous or it may be broken by a return to duty for periods of less than four consecutive months.  Your enrollment will be terminated at the end of 12 months and you will be given information regarding your choice to convert to an individual policy should you chose to do so. 
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4.
If employees feel they are unable to continue working in their position due to health related concerns, what should I tell them?
 The employee should be advised to contact their local HR office to get information on applying for 

 disability retirement.  If the employee feels the illness is work-related, the HR office can also 

 provide information on applying for workers compensation benefits.
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