Fact Sheet #12, version 4: Vaccine documentation and COVID-19 Testing Program
March 7, 2022
This fact sheet provides guidance to help protect NARA staff and reduce the spread of the 2019
novel coronavirus disease (COVID-19) in the workplace. This version has been updated to lift
the testing requirement for facility occupants in Low community levels. This fact sheet
supersedes all previous versions.
Confidentiality requirement: This guidance requires individuals to report on their vaccination
status and, in some cases, provide the results of COVID-19 tests. NARA employees and
contractors who collect or view this information must protect vaccination status or
COVID-19 test results of employees, contractors, or public visitors from unauthorized
disclosure and will use this information only for legitimate business purposes that are
consistent with the authorized uses of the data under Office of Personnel Management
(OPM) System of Records Notice (SORN) GOVT-10.

1.

Vaccination documentation for NARA employees.
a.

All NARA employees and prospective employees (new hires) who are fully
vaccinated are required to provide documentation of proof of vaccination.
Employees and prospective employees who are not fully vaccinated are not
required to be vaccinated due to the nationwide preliminary injunction against the
vaccine mandate for Federal employees in Executive Order 14043. Employees
and prospective employees who do not provide acceptable documentation of
proof of vaccination will be treated as if they are not fully vaccinated.

b.

Employees who are not fully vaccinated for COVID-19 must provide weekly
COVID-19 test results when they work on-site in periods of High and Medium
community levels. Employees are not required to provide COVID-19 test results
in Low community levels, regardless of vaccination status. The Centers for
Disease Control and Prevention (CDC) provides county-level community
transition levels weekly at https://www.cdc.gov/coronavirus/2019ncov/science/community-levels.html. NARA will not prevent employees from
working on-site at NARA facilities based solely on vaccination status.

c.

NARA determines an employee’s vaccination status based on their documented
proof of vaccination. NARA maintains a repository of documentation of proof of
vaccination submitted by NARA employees. The Office of Human Capital
collects documentation of proof of vaccination from prospective employees
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through the new hire orientation process. In High and Medium community levels,
employees who have not submitted documentation of proof of vaccination are
issued weekly emails that include a link where they can submit documentation if
they become fully vaccinated.
d.

2.

In facilities with a security force, NARA employees will not be required to
display vaccination attestation forms or COVID-19 test results in order to access
the building. NARA supervisors are responsible for verifying their employees’
vaccination status and COVID-19 test results according to the procedures in this
fact sheet.

COVID-19 testing for NARA employees.
a.

In High and Medium community levels, employees who are not fully vaccinated
are required to provide a new, negative COVID-19 test at least once in each week
that they work on-site. Employees are not required to test when they are not
working on-site and are not required to test in Low community levels, regardless
of vaccination status.
i.

ii.

Employees requiring testing who provided a negative COVID-19 test
result in the previous week may provide a new, negative COVID-19 test
result at any time during the current week.
(1)

These employees may work on site the entire week until they
submit a test result if: (a) they are not experiencing COVID-19
symptoms; and (b) they are not waiting on the results of a
diagnostic test (due to exposure, illness, etc.).

(2)

Employees requiring testing who do not provide a new, negative
COVID-19 test result for an entire week will not be permitted to
return to the work site the following week until they provide a
new, negative COVID-19 test result.

Employees requiring testing who did not produce a new COVID-19 test
result in the previous week must provide a new, negative COVID-19 test
result when they first return to the workplace. The specimen collection
date on the test results must be no more than seven calendar days before
the date of entry into the facility. If an employee requiring testing does not
produce a new COVID-19 test result when required:
(1)

If the employee has not used duty time to obtain a COVID-19 test
in the current week, the employee will be immediately sent for
testing on duty time. The employee will not be permitted to return
to the worksite without a new, negative COVID-19 test result.
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iii.

b.

(2)

If the employee has already used duty time to obtain a COVID-19
test in the current week, the employee will be permitted to use
personal leave to obtain a test, or else the employee will be placed
on enforced leave until they produce a new, negative COVID-19
test result.

(3)

Employees who are required to test but refuse to provide the
required COVID-19 test result or repeatedly fail to provide a
COVID-19 test result when required will be placed on mandatory
telework or investigative leave, will be barred from NARA
facilities until they provide a new COVID-19 test result, and will
be subject to disciplinary action.

If at any time an employee receives a positive COVID-19 test result, the
employee must not report to the work site. The employee must report their
test result to their supervisor (or designee) by telephone, text, or email.
The supervisor, in coordination with the Designated Official, will place
the employee on home isolation and initiate contact tracing procedures, in
accordance with COVID-19 Fact Sheet #8, Contact Tracing.

In High and Medium community levels, employees requiring testing must provide
a new, negative COVID-19 test result – from an acceptable COVID-19 test – to
their supervisor every week that they work on-site.
i.

ii.

Employees requiring testing must obtain an acceptable COVID-19 test
from an acceptable source.
(1)

Employees must obtain a viral COVID-19 test administered by a
pharmacy, health care provider, laboratory, clinic, government
testing site, or similar facility. NARA will not accept the results of
antibody tests or at-home or self-test kits.

(2)

The U.S. Department of Health and Human Services (HHS)
maintains a nation-wide list of COVID-19 testing sites here.
Employees who want to obtain a COVID-19 test from a location
not listed on the HHS site must receive supervisory approval in
advance.

(3)

NARA determines acceptable COVID-19 tests based on testing
guidance from the Safer Federal Workforce Taskforce, the U.S.
Food and Drug Administration (FDA), and the Centers for Disease
Control and Prevention (CDC).

Employees who require testing are responsible for submitting their
COVID-19 test results to their supervisor each week, as required.
Employees who did not provide a new COVID-19 test result in the
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previous week must coordinate their arrival with their supervisor, since
they must produce a new, negative COVID-19 test result when they first
return to the worksite.
iii.

Supervisors must ensure that all of their employees requiring testing
provide a negative COVID-19 test result each week. Each week, the
Office of Human Capital will provide each supervisor with a list of their
employees who require testing (if they work on site that week).
Supervisors must have procedures in place to ensure timely validation of
COVID-19 test results for their employees who require testing.

iv.

Supervisors must ensure that their employees who require testing provide
COVID-19 test results that meet the following requirements. Supervisors
should accept COVID-19 test results in electronic or paper format, as long
as the test results meet all of these standards.

v.

(1)

Test type. Test results must indicate they are from a viral COVID19 test. NARA does not accept the results of antibody tests.

(2)

Issuing entity. Test results must include the name of the
pharmacy, health care provider, laboratory, clinic, government
testing site, or similar facility that administered the test. The results
of at-home or self-test kits – or test results that do not clearly
identify the entity that performed the test – are not acceptable.

(3)

Test date. The date that the specimen was collected must be no
more than seven days before the date the test result is provided to
the supervisor. The age of a test is based on the specimen
collection date, not the date the lab received the specimen or the
date the result was reported. If an employee is testing weekly, the
date the specimen was collected for the new report must be any
time after the specimen collection date on the previous week’s
report.

(4)

Identification. The test result must include the employee’s name.
Supervisors must be able to readily determine that the employee
presenting the COVID-19 test result is the individual who took the
test.

(5)

Results. Test results must be negative, or “not detected”. An
employee who presents a positive COVID-19 test result must be
sent home immediately, and contact tracing procedures must be
initiated.

Supervisors must retain copies of employee COVID-19 test results in a
secure environment (locked filing cabinet or personal ”My Drive” location
4

not shared with others). Test results must be stored separately from
employee personnel folders. When results are provided by an app, the
employee should provide a screen shot to the supervisor. COVID-19 test
results must be retained in accordance with SORN OPM/GOVT-10 and
GRS 2-7, Employee Health and Safety Records.
c.

Employees who require COVID-19 testing will be provided duty time to obtain a
test and will be reimbursed for the costs of obtaining an acceptable COVID-19
test, including reasonable travel expenses, if travel expenses are approved in
advance.
i.

Employees requiring testing will be provided up to one hour of duty time
per week to obtain a COVID-19 test. Duty time used to obtain a COVID19 test will be reported on timesheets as “Regular time” (pay code 010)
(1)

When employees are testing on a regular basis, supervisors are
recommended to work with employees to schedule duty time for
COVID-19 testing on the same date and approximate time each
week.

(2)

If no schedule is established, the use of duty time for COVID-19
testing must be requested by the employee and approved by the
supervisor in advance, similar to procedures for requesting annual
leave.

(3)

Employees requiring testing who are teleworking or on weather
and safety leave will not be required to test unless they return to
the facility. These employees must request (and will be granted)
duty time during telework periods or in lieu of weather and safety
leave to obtain a test in the week prior to returning to the facility.

(4)

Supervisors may disapprove a request for duty time to obtain a
COVID-19 test if there is a legitimate business need for the
employee to be working (on-site or remotely) during the time
requested.

(5)

Employees who want to use a COVID-19 testing site that is not on
the HHS list of testing sites here or who plan to request
reimbursement of reasonable travel expenses should request
approval when they coordinate the use of duty time with their
supervisor.
(a)

Supervisors may approve the use of an alternative site, not
on the HHS list, at their discretion if the site is a pharmacy,
health care provider, laboratory, clinic, government testing
site, or similar facility that will produce test results that
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meet all of the requirements for COVID-19 test results in
paragraph 2b.iv.
(b)

(6)

ii.

iii.

NARA will not reimburse travel expenses that are not
approved in advance.

In general, employees will be provided the duty time necessary to
travel to a COVID-19 testing site, obtain a test, and return, up to
one hour per week. An employee who takes more than one hour to
obtain a COVID-19 test must submit a written explanation to their
supervisor. Supervisors will not approve duty time in excess of one
hour without written documentation and may, at their discretion,
disapprove duty time in excess of one hour if delays are caused by
reasons that are within the employee’s control.

Employees requiring testing will be reimbursed for the costs of obtaining
COVID-19 tests using the existing procedure for local travel
reimbursement.
(1)

Employees seeking reimbursement must submit a local travel
voucher through the government-wide travel system, Concur. At
the end of each fiscal quarter (December 31, March 31, June 30,
and September 30), employees may request reimbursement for all
COVID-19 costs incurred in the previous quarter.

(2)

Employees may request reimbursement for the costs of any
COVID-19 tests that were required by NARA to access the
worksite. Employees seeking reimbursement must retain all
receipts for COVID-19 tests and upload them into Concur. NARA
will not reimburse the costs of COVID-19 tests that are not
supported by receipts.

(3)

Employees may request reimbursement for reasonable travel costs
necessary to obtain a test, provided that travel expenses were
approved in advance. In general, reasonable travel costs refers to
mileage to and from the testing site. If the employee begins or ends
the trip from a location other than the worksite, ordinary
commuting mileage will be deducted. Employees seeking
reimbursement for travel costs to obtain a COVID-19 test must
include these expenses with their quarterly request for
reimbursement for the costs of the tests.

Supervisors will not accept, will not grant duty time, and will not
reimburse employee costs to obtain COVID-19 tests that do not meet all of
the requirements for COVID-19 test results in paragraph 2b.iv. If an
employee uses duty time to obtain a COVID-19 test result that does not
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meet NARA requirements, the duty time used will be changed to personal
leave or, if no personal leave is available, leave without pay.
d.

NARA will provide COVID-19 testing for all employees who require testing in
order to conduct official government business, regardless of vaccination status.
i.

e.

NARA will provide diagnostic testing for employees who are exposed to
COVID-19 at work, if they choose to obtain COVID-19 testing. Exposed
employees are not required to obtain COVID-19 testing after an exposure.
(1)

Employees will be granted duty time and will be reimbursed for
the costs of obtaining a COVID-19 test if they have had a close
contact (within 6 feet for a total of 15 minutes over a 24 hour
period) in the workplace with a person who has been diagnosed
with COVID-19 or who has received a positive COVID-19 test
result, provided that the close contact occurred during the two
calendar days before the sick person first experienced symptoms or
received a positive COVID-19 test.

(2)

Exposed employees must obtain their own COVID-19 test and will
be granted duty time and reimbursed for the costs of obtaining a
COVID-19 test according to all of the procedures and requirements
in paragraph 2c, above. Employees must obtain a COVID-19 test
that meets all of the requirements for COVID-19 test results in
paragraph 2b.iv in order to receive duty time and reimbursement.

ii.

NARA will provide COVID-19 testing for employees who require a
COVID-19 test for official business travel or to access a site, if the site
visit is for official business. Employees must obtain their own COVID-19
test and will be granted duty time and reimbursed for the costs of
obtaining a COVID-19 test according to all of the procedures and
requirements in paragraph 2c, above. Employees must obtain a COVID-19
test that meets all of the requirements for COVID-19 test results in
paragraph 2b.iv in order to receive duty time and reimbursement.

iii.

In general, NARA will not provide routine COVID-19 testing for fully
vaccinated employees or employees who are not reporting to the worksite
unless they are exposed to COVID-19 in the workplace or require a
COVID-19 test to conduct official business. NARA may provide routine
testing for certain employees, regardless of vaccination status, as a test
pilot to assess the viability of changes in NARA’s testing program. NARA
will not provide for diagnostic testing of employees who are exposed to
COVID-19 outside of work.

An employee with a disability or religious objection to COVID-19 testing should
request a reasonable accommodation. An employee requiring testing who requests
7

a reasonable accommodation should be placed on full-time telework or, if remote
work is not available, weather and safety leave, while their reasonable
accommodation request is adjudicated.

3.

Vaccination attestations and COVID-19 testing for contractors.
a.

b.

All contractors must present an attestation of their vaccination status in order to
access any NARA facility. In High and Medium community levels, contractors
who are not fully vaccinated must also present a new, negative COVID-19 test
result. Contractors will present their vaccination attestation or COVID-19 test
results for visual inspection, but NARA employees and security officers will not
collect or record contractors’ vaccination status or COVID-19 test results.
i.

In facilities with security officers, security officers will only verify that the
contractor has completed an attestation form and has the required
paperwork before allowing access to the facility. Security officers will not
review attestation forms or verify COVID-19 test results.

ii.

The Contracting Officer’s Representative (COR) for the contract,
responsible program managers, and the Designated Official must
coordinate to develop local procedures to ensure that on-site contractors
have vaccination attestation forms and produce a new, negative COVID19 test result when required.

In High and medium community levels, contractors who are not fully vaccinated
or who do not report their vaccination status must provide a negative COVID-19
test result that is no more than three calendar days old in order to access NARA
facilities.
i.

CORs, program managers, and Designated Officials are responsible for
ensuring that contractor-provided COVID-19 test results meet all NARA
requirements for COVID-19 test results.

ii.

Contractor-provided COVID-19 test results must meet all of the
requirements for COVID-19 test results in paragraph 2b.iv, except that the
date that the specimen was collected must be no more than three whole
calendar days before the date the contractor seeks entry to a NARA
facility. Three whole calendar days may exceed 72 hours; for example, a
test of a specimen collected on Monday morning is valid through
Thursday evening.

iii.

Contractors who require testing but do not provide a negative COVID-19
test result that meets NARA standards for COVID-19 test results will be
barred from NARA facilities.
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4.

c.

NARA will not provide COVID-19 testing, will not provide duty time, and will
not reimburse contractor employees for COVID-19 tests.

d.

The Chief Acquisition Officer (CAO) may grant exceptions to allow certain
contractors to enter NARA facilities without carrying vaccination attestations or
COVID-19 test results. In order to receive an exception, the vendor must establish
a vaccination attestation and COVID-19 testing program for their own employees
that meets or exceeds NARA standards for contractor COVID-19 testing. Vendors
who are granted exceptions under this authority must provide regular compliance
reports in order to remain covered.

Vaccination attestations and COVID-19 testing for visitors.
a.

Museum visitors will not be required to attest to their vaccination status and will
not be required to produce negative COVID test results in order to access NARA
museums and associated public spaces.

b.

Researchers.
i.

All visitors to NARA public research rooms must present an attestation
that they are fully vaccinated. In High and Medium community levels,
researchers who are not fully vaccinated or do not disclose their
vaccination status must present a negative COVID-19 test result in order
to access NARA research rooms.
(1)

NARA staff will provide researchers with guidance and an
electronic vaccination attestation form during the virtual
consultation. NARA staff will not ask for vaccination status
information and will not collect or record vaccination status
information that is volunteered by the researcher.

(2)

Fully vaccinated researchers must bring a completed vaccination
attestation form to the research room on the day of their
appointment. In High and Medium community levels, researchers
who are not fully vaccinated or do not report their vaccination
status must bring both a vaccination attestation form and a negative
COVID-19 test result.

(3)

Researcher-provided COVID-19 test results must meet all of the
requirements for COVID-19 test results in paragraph 2b.iv, except
that the date that the specimen was collected must be no more than
three whole calendar days before the date the researcher seeks
entry to a NARA facility. Three whole calendar days may exceed
72 hours; for example, a test of a specimen collected on Monday
morning is valid through Thursday evening.
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ii.

iii.

c.

Research room staff must review researchers’ vaccination attestations and,
as applicable, negative COVID-19 test results before allowing researchers
to access any NARA records.
(1)

In facilities with a security force, security officers will only verify
that the researcher has completed an attestation form and has the
required paperwork for entry into the facility. Security officers will
not review attestation forms or verify COVID-19 test results.

(2)

Researchers will retain all documentation and will only present
copies to NARA security officers and staff for visual inspection.
NARA security officers and staff will not collect or record
researcher attestation forms or COVID-19 test results.

Researchers who are not fully vaccinated or who do not report their
vaccination status will be removed from NARA facilities for up to seven
calendar days and may be considered for banning if they refuse to provide
a valid, negative COVID-19 test result when required or if they fail to
follow NARA procedures for face coverings and physical distancing.

Other categories of visitors and facility occupants.
i.

All visitors and facility occupants who are not NARA employees are
required to provide a vaccination attestation in order to access NARA
facilities or NARA-occupied space.

ii.

In High and Medium community levels, individuals who are not fully
vaccinated for COVID-19 or who do not disclose their vaccination status
must provide COVID-19 test results – from an acceptable COVID-19 test
– that are no more than three whole calendar days old in order to access
NARA facilities or NARA-controlled space.

iii.

NARA officials who host, sponsor, or are responsible for the underlying
program or purpose of the visit must verify that the individual has a
vaccination attestation form and, if required, a negative COVID-19 test
result.
(1)

COVID-19 test results must meet all of the requirements for
COVID-19 test results in paragraph 2b.iv, except that the date that
the specimen was collected must be no more than three whole
calendar days before the date the individual seeks entry to a NARA
facility.

(2)

In facilities with a security force, security officers will only verify
that the individual has completed an attestation form and has the
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required paperwork for entry into the facility. Security officers will
not review attestation forms or verify COVID-19 test results.
(3)

iv.

Individuals will present their vaccination attestation or COVID-19
test results for visual inspection, but NARA employees and
security officers will not collect or record their vaccination status
or COVID-19 test results.

The following categories of visitors and facility occupants are not NARA
employees for the purposes of this policy.
(1)

NARA volunteers are not employees as defined by 5 U.S.C. §
2105. These individuals must present a vaccination attestation and,
if applicable, a negative COVID-19 test result to the NARA
volunteer coordinator or a responsible program manager in order to
access NARA facilities.

(2)

NARA students who do not have civil service appointments and
who do not otherwise meet the definition of employee under
5 U.S.C. § 2105 must present a vaccination attestation and, if
applicable, a negative COVID-19 test result to the NARA student
coordinator or a responsible program manager in order to access
NARA facilities. Pathways interns are employees and should
follow to the procedures for vaccination attestations and COVID19 testing for NARA employees.

(3)

Members of the National Historical Publications and Records
Commission (NHPRC), Public Interest Declassification Board
(PIDB), and members of other boards or commissions who are
NARA employees only when performing the duties of the board or
commission, with or without compensation, must present a vaccine
attestation and, if applicable, negative COVID-19 test result to the
NARA employee who serves as executive secretary or related role,
in order to access a NARA facility.

(4)

Foundation Board Members and employees. Board members
and employees of the National Archives Foundation (NAF) and
Presidential Library Foundations must present a vaccine attestation
and, if applicable, negative COVID-19 test result to the NARA
Designated Official or designee in order to gain access to NARA
facilities (including the Hoover, Roosevelt, Truman, Eisenhower,
Kennedy, and Johnson Libraries, the Ford Library and Museum,
and the Carter and Obama Libraries) or NARA-controlled space
(at the Nixon, Reagan, George H.W. Bush, Clinton, and George
W. Bush Libraries).
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v.

(5)

Department of Veterans Affairs (VA) Compensated Work
Therapy (CWT) workers are not employees of NARA or the VA
and must present a vaccination attestation and, if applicable, a
negative COVID-19 test result to their NARA supervisor in order
to access NARA facilities.

(6)

GSA employees, contractors, and sub-contractors in NARAoccupied GSA facilities with no on-site GSA building manager
must present a vaccination attestation and, if applicable, a negative
COVID-19 test result to the NARA Designated Official or
designee in order to access NARA facilities.

(7)

Federal tenants in National Personnel Records Center (NPRC)
building at 1 Archives Drive are tenants of GSA and will follow
their home agency’s procedures for vaccine attestations and
COVID-19 testing.

(8)

Delivery drivers, including mail carriers, couriers, and package
delivery services, should be directed to the loading dock as much
as possible. If the bay doors are open, the loading dock may be
treated as outdoor space for face covering, attestation, and testing
purposes. As much as possible, drivers should stay in their cabs
when records shipments are loaded or unloaded. Delivery drivers
who must enter the facility (e.g. vending machine service, armored
car service) must present a vaccination attestation and, if
applicable, a negative COVID-19 test.

(9)

All other visitors for meetings, on-site work, or other purposes,
including employees and contractors of other Federal agencies
(including agency declassification reviewers) must present a
vaccination attestation and, if applicable, a negative COVID-19
test result to the NARA official who hosts or sponsors the
individual’s site visit or on-site work in order to access NARA
facilities.

NARA will not provide COVID-19 testing to visitors and will not
reimburse visitors for COVID-19 tests that are required for access to
NARA facilities.

Point of Contact: If you have questions or comments, please contact the Office of Human
Capital at labor.relations@nara.gov.

12

Summary of NARA Requirements for COVID-19 Test Results
March 7, 2022

1.

Summary of requirements.
ACCEPTABLE

Test Type

NOT ACCEPTABLE

Supervisors must positively
identify or confirm that test
results are from viral tests.

Supervisors must ensure that
test results are not from
antibody tests.

Results of viral tests typically
include words like:
• Viral
• NAAT or NAA
• PCR or RT-PCR
• Molecular
• Antigen
• RNA

Antibody tests are not
acceptable. Antibody test
results include words like:
• Serology
• Antibody
• IgG
• IgM

Results must be from a test
administered by a pharmacy,
health care provider, laboratory,
clinic, or similar facility.

Test results that do not indicate
the type of test or do not include
enough information to search
the FDA list of approved tests
are not acceptable.

Issuing entity

Test results must clearly
indicate the pharmacy, health
care provider, laboratory, clinic,
or similar facility that
performed the test.

Test results that do not indicate
the entity that performed the
are not acceptable. Self-tests
are not acceptable.

Specimen collection
date (employees only)

Employees who regularly
participate in NARA’s
screening testing program (they
produced a test result in the
previous week) must produce a
new test result every week.
• The date that the specimen
was collected or the date of
the procedure must be no
more than seven days
before the date the test
result is provided to the
supervisor.

If an employee is not regularly
testing through NARA’s
screening testing program (they
did not produce a test result in
the previous week), they must
provide a test result that is no
more than seven days before
their date of entry to the
building.
• Seven days is seven whole
calendar days.
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ACCEPTABLE
•

NOT ACCEPTABLE

If there is any dispute, the
date the specimen was
collected for the new report
must be any time after the
specimen collection date for
the previous week’s report.

Specimen collection
date (contractors and
visitors)

Contractors and visitors who
require testing must provide a
test result that is dated no more
than three days before the date
of entry at a NARA facility.
• The three day limit is based
on the date that the
specimen was collected or
the date of the procedure.
• Three days is three whole
calendar days, which may
exceed 72 hours. A test of a
specimen collected on
Monday morning is valid
through Thursday evening.

A test result more than three
whole calendar days old is not
acceptable.
• The date received by the
lab or date reported are not
acceptable for determining
the age of the test result.

Identification

The test result must include the
individual’s name.

Test result does not identify the
individual’s name as the
“patient” or person who was
tested.

Results

Results must be negative, or
“not detected”.

Positive, equivocal, or invalid
results are not acceptable.
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2.

Examples of acceptable test results.

Example A1: Molecular / NAAT, “negative” result.
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Example A2: NAA, COVID-19 “not detected”

Example A3: Molecular / RT-PCR, “negative” result
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3.

Examples of unacceptable test results

Example U1: Serology / IgG / antibody, not FDA approved
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Example U2: Antibody test

Example U3: Self-tests are not acceptable
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