
As of 8/16/2021

CITY & COUNTY OF HONOLULU COVID-19 VACCINE MANDATE
Questions and Answers

1. Who is covered under the COVID-19 vaccine mandate, in accordance with
Mayor’s Directive 21-7?

All regular, probationary, limited term, provisional, or short-term employees, or
employees in exempt positions or on personal services contracts who are
currently employed, whether on a full-time or part-time basis. This includes
college-level interns who are employed by the City. Employees who are
employed on an on-call, performance based, hourly or other basis in which they
work only when scheduled, are covered. Semi-autonomous agencies (i.e., BWS
and HART) and its employees and personnel are also covered as well as all City
officers and appointed officials. Elected City officials, volunteers, and unpaid
members of boards and commissions are not covered under Mayor’s Directive
21-7. Refer to Mayor’s Directive 21-7. Mayor’s Directive 21-7 does not apply to
the Legislative Branch. Employees, officials, and personnel in the Legislative
Branch are covered under a separate policy.

2. Are contractors/consultants working in City departments and/or at City

facilities covered under the COVID-19 vaccine mandate, in accordance with
Mayor’s Directive 21-7?

No. For non-City employees who are employed by private employers,
contractors, or consultants, departments may require them to certify that the
employees who are “embedded” and work in City facilities along with City
employees are fully vaccinated or qualify for a medical or religion-based
exemption consistent with Mayor’s Directive 21-7.

NOTE: The following questions and answers are specifically intended to briefly address

the COVID-19 Vaccine Mandate in accordance with Mayor’s Directive 21-7, as amended,
and the relevant guidelines and procedures. It is intended to be used as an interpretive
guideline and does not amend or modify already published and disseminated documents
issued by the Department of Human Resources. Please refer to the most current official
documents for details. The applicable Mayor’s Directive, guidelines and procedures shall
take precedence over any conflicting information in the questions and answers below.
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3. Are volunteers, such as AmeriCorps VISTA volunteers, covered under the
COVID-19 vaccine mandate, in accordance with Mayor’s Directive 21-7?

No. However, VISTA volunteers are covered under a separate memo from the
Managing Director, dated August 13, 2021. Departments may require that
volunteers, such as AmeriCorps VISTA volunteers who provide volunteer
services at City facilities along with City employees, be fully vaccinated or qualify
for a medical or religion-based exemption consistent with Mayor’s Directive 21-7.
If the volunteers do not comply, impacted departments should end their volunteer
assignments. Volunteers must complete the attestation form and the request for
exemption form (if applicable) in paper format.

4. If an employee previously contracted COVID-19, do they still need to be
vaccinated?

Yes, refer to definitions of City employees covered under Mayor’s Directive 21-7
and Section III of the Guidelines. Certain employees who were diagnosed with
COVID-19 or have tested positive for COVID-19 may request a temporary
exemption due to medical reasons. Refer to Section VIII of the Guidelines for
details.

5. Are employees required to submit the attestation form AND the vaccination
card?

Yes. Employees who submit the attestation form electronically will be asked to
upload an image of their vaccination card. Employees who submit the attestation
form in paper format will be asked to provide their vaccination card at a later
date. Refer to paragraph V.I in the Guidelines and Attestation Form Procedures
for details. At a later date, departments will be able to upload information,
including images of vaccination cards, for employees who submitted the
attestation form in paper format. More details on this process will be shared in
the future.

6. Are employees required to submit the attestation form AND the request for
exemption form?

Yes. All employees must submit the attestation form and employees who want to
request an exemption must submit the exemption request form. The deadline to
submit both forms is the same. Although attestation forms may be submitted
electronically, exemption requests forms should only be submitted in hard copy
format. A PDF is not considered hard copy format.



City and County of Honolulu
COVID-19 Vaccine Mandate Q&As As of 8/16/2021

Page 3 of 8

7. If an employee already received one dose and will receive the second dose
by September 23, 2021, do they have to submit to weekly testing until they
are fully vaccinated?

No. Weekly testing is only required for employees who have been granted an
exemption or for employees whose requests for exemption are pending.

8. What if an employee refuses to sign the Attestation Form?

Without an employee signature, the Attestation Form is considered incomplete.
For employees who fail to submit a completed Attestation Form by August 23,
2021, see response to question #20 below, the Guidelines, and the Attestation
Form Procedures for more information.

9. Does the vaccine mandate apply to employees out on worker’s
compensation or military leave?

Yes. Refer to Paragraphs V.B and V.C of the Guidelines for details about
employees on leave.

10. If an employee is on his/her scheduled day off, approved leave, or sick
leave on August 23, 2021, will the employee be granted an extension to
submit the attestation form and/or request for exemption?

No. Refer to Paragraphs V.B and V.C of the Guidelines and the Request for
Exemption Procedures for details about employees on leave.

11.Can Attestation Forms be submitted via interoffice mail? Or can
employees scan and email their forms?

The Attestation Form includes confidential and sensitive information. When
submitting the form, employees should handle the transmission of the form as
they would other confidential documents. For example, if the employee elects to
submit the form via interoffice mail, the employee should place the form in a
sealed envelope, marked “Confidential” before placing it in an interoffice
envelope.

12.Do departments need to keep a separate file of these forms or will these be
kept at DHR?

The Attestation Forms will be kept by the department. The forms may be kept in each
employee’s medical file or in a separate file that is secured in the same manner as an
employee’s medical file. The Attestation Forms cannot be kept in the employee’s
official personnel folder.
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With respect to the request for exemption forms and related documents, the
departments are to forward them to the Department of Human Resources, COVID-19
Vaccination Exemption Requests Committee. The ASO’s/designees are not expected
to retain copies but are strongly encouraged to log the date and time they received the
request, the type of request and the date and time they sent the documents to DHR.

13.What if an employee is having trouble accessing the CityVax site to submit
the Attestation Form?

For technical issues, employees can contact the DIT Help Desk at 768-8888.
For non-technical issues, employees can contact their Departmental Coordinator.
Employees may also submit the Attestation Form in paper format. DIT is
currently working to resolve issues with employees whose credentials cannot be
verified on the CityVax site. Please ensure that DHR has correct records for
legal last name, legal first name, date of birth, and department. If not, employees
may receive an error message stating that records cannot be found.

14.What if a Departmental Coordinator is having trouble accessing the CityVax
site?

Departmental Coordinators can contact their DIT CSR or the DIT Help Desk at
768-8888.

15.What if employees submit the attestation form electronically more than
once? Will both submissions appear on the site?

Only the most recent submission will be shown on the site.

16.Do we need to inform interviewees about the vaccine mandate? If they do
not want to comply can we refuse to hire them?

Yes. Applicants under consideration for employment should be advised of the
mandate and that they will be required to comply if they are hired. DHR job
announcements will include a statement that effective August 16 2021, all
candidates must meet the requirements of the City’s COVID-19 vaccination
mandate prior to hire. Departments will be responsible for informing the selectee
about the specifics of the Guidelines, including reasonable accommodation due
to medical or religious reasons. Because new hires are not yet in the HRM
system, the paper Attestation Form must be used.
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17.How can employees get a replacement or reissued vaccine card? (Card
has been lost, employee’s name has changed, birthdate was incorrect, etc.)

Employees may call the State of Hawaii Department of Health at 586-8300 to
inquire about replacement vaccine cards/certificates. For City purposes,
acceptable proof of vaccination includes cards, certificates or other official
records. For employees whose name has legally changed between the time of
vaccination and the submission of the Attestation Form, these employees should
submit Attestation Forms under their name in the HRM system, even if it does
not match the name on the vaccination card. Health Services and the
department will later verify the identity of the employee.

18.What is the deadline for departments to report the statistical information on
the Attestation Forms?

Departments should be able to access the CityVax system soon. Until then,
departments can report on the paper forms that are received. The first report is
due on August 27, 2021. Departments will report on the number of employees in
each category on the Attestation Form (A, B, C, or D), the number of employees
who have been granted a temporary exemption from meeting the deadlines, and
the number of employees who have not completed an Attestation Form.

19.Can a department head designate more than one Departmental
Coordinator?

Yes, as long as all departmental coordinators are in the department’s central
personnel office, are trained and authorized to handle confidential and sensitive
personnel and medical information and if the department head is granting them
that authorization. For the reasonable accommodation requests, if more than one
contact person is listed at the department level, all of the departmental contacts
listed will be copied on all communications regarding the requests for exemption.
If a department has more than one departmental coordinator, when consulting
with DHR or COR, each coordinator should include the other coordinators for
their department in all email correspondence.

20.What should departments do if employees do not comply with the vaccine
mandate requirements? Should departments automatically place
employees on LWOP?

For employees who have not submitted their attestation form by specified
deadlines, or those who have checked Box D on their submitted attestation form,
DHR will issue sample letters that can be used to remind employees of the
requirements and possible consequences and to notify them of the recently
extended deadline of August 23, 2021.
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Discuss with the employee to determine the reason for not submitting the
Attestation Form. Allow the employee an opportunity to respond and advise the
employee that failure to comply may result in discharge/termination. If employee
continues to refuse to comply, document the discussion, then place the
employee on Leave Without Pay. Contact DHR to determine the next steps
which may include discharge/termination. All disciplinary actions, including
discharge shall be administered in accordance with applicable Civil Service rules
and/or applicable CBA provisions.

Refer to the Guidelines for situations when it may be appropriate to place an
employee on leave without pay and/or when consultation with DHR or COR is
recommended. This is a fluid situation and subject to change. Please consult

with DHR before taking adverse action based on the Guidelines. Employees
should continue to report to work as normal unless directed otherwise.

21.For employees who are placed on leave without pay in accordance with the
Guidelines, is the LWOP authorized or unauthorized? Is there a time limit
or time frame for the authorized LWOP? Can employees choose to take
vacation or compensatory time off instead of LWOP?

At this time, the LWOP provided in the Guidelines should be authorized until their
employment status is determined. The employee will not be able to use vacation
or compensatory time off in lieu of LWOP. This is a fluid situation and subject to
change. Please consult with DHR before taking adverse action based on the
Guidelines. At this time, there are no specified time limits or time frames for
LWOP. Contact DHR to determine the next steps which may include
discharge/termination. All disciplinary actions, including discharge shall be
administered in accordance with applicable Civil Service rules and/or applicable
CBA provisions.

22. If employees get vaccinated after August 23, 2021, will they still be subject
to appropriate action?

Employees who do not comply with Mayor’s Directive 21-7 will be subject to
appropriate action, up to and including termination. Refer to the Guidelines for
situations when it may be appropriate to place an employee on leave without pay
and/or when consultation with DHR or COR is recommended.

23.What happens if an employee gets the first dose, but decides not to get the
second dose?

In accordance with Mayor’s Directive 21-7, as amended, City employees must
complete their second dose no later than September 23, 2021. Refer to
paragraph V.J. of the Guidelines and the Attestation Form Procedures.
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24.What if an employee does not comply with the vaccine mandate and has filed for
retirement effective October 1, 2021? Will this retirement be considered “not in
good standing”? Can the employee take vacation leave or telework until the
October 1, 2021 retirement date?

While employed, the employee is subject to Mayor’s Directive 21-7 and is required to be
vaccinated (fully or partially) or must have submitted a request for a medical or religious
exemption by August 23, 2021. Employees who do not comply with Mayor’s Directive
21-7 will be subject to appropriate action, up to and including termination. Refer to
question #20 above and the Guidelines for situations when it may be appropriate to
place an employee on leave without pay and/or when consultation with DHR or COR is
recommended. Requests for vacation leave should be considered in accordance with
applicable collective bargaining agreements or Mayor’s Directives. Also refer to DHR
Personnel Manual, Chapter XVI for the policy on Retirement Not in Good Standing.

25.When employees get vaccinated on their scheduled days off or outside of
their regularly scheduled work hours, what constitutes “proper prior
authorization”? (Also applies to employees who will submit to required
weekly testing.)

Based on operational requirements, some departments may not be able to
release their employees during normal working hours to be vaccinated or tested
Departments should determine what is operationally feasible and their own
appropriate authorization process for paid time outside of regularly scheduled
work hours. This may be similar to the process to authorize overtime.

26. If employees get vaccinated after September 23, 2021, will they receive paid
time off to get vaccinated?

By September 23, 2021, all current employees should be vaccinated, have
received an exemption, or have a pending request for exemption. Situations that
arise after September 23, 2021, will be handled on a case-by-case basis.

27. If employees got vaccinated on their day off outside their regularly
scheduled work hours before August 11, 2021, will they be compensated
for that time?

Not at this time.

28.What constitutes an “undue hardship” which may result in denial of a
request for reasonable accommodation?

All requests will be reviewed in accordance with Title VII of the Civil Rights Act of
1964, as amended, the Americans with Disabilities Act, as amended (“ADA”),
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and other applicable laws, as well as enforcement guidance from the Equal
Employment Opportunity Commission. Each request is reviewed on a case-by-
case/individualized basis and various factors are considered when performing
the “undue hardship” analysis under Title VII and the ADA.

29. If an employee intends to be vaccinated (i.e., has a confirmed appointment)
after the August 23, 2021 deadline, can the department grant a temporary
exemption?

Discuss with the employee to determine the reason why employee could not
schedule an appointment earlier than the deadline. Depending on the response,
the employee may be allowed to go on a later date (i.e. one day after the
deadline and no other appointment available). Contact DHR for guidance.

30.Will time spent at required weekly testing and/or at vaccination
appointments be paid time? How should this time be coded?

Yes. Refer to paragraphs IV C. and VII.C. in the Guidelines for details. Records
should show as time worked, similar to the time recorded for voluntary testing
and voluntary vaccination prior to August 11, 2021.

31.What is the exact start date for required weekly testing?

To be determined. Further details will be disseminated shortly.


