
 



 

COVID: What’s changing and what’s not 

To: All U.S. employees 

As we continue to see, the COVID situation remains fluid – even into 2022 – with updates rolling in on a 

near-daily basis. And we’ll continue to adjust and adapt our workplace policies to account for these 

updates in this ever-changing environment. In light of that, we wanted to provide an update for you on 

what’s changing and what’s not…so you can be sure to have the latest in the new year.  

What’s changing 

The Workplace Behavior Guidelines have been updated with increased safety protocols in light of the 

recent Omicron variant: Below is an overview of what’s changing.  Please visit the Workplace Behavior 

Guidelines for the complete list.  

• Social distancing is now required for all employees regardless of vaccination status 

• Face coverings are required for all employees at all times when in an AT&T work location and 

outside when more than one person is present 

• Gathering in common areas is prohibited 

• Potlucks and food sharing are prohibited 

• Ridesharing should be avoided when possible 

• Non-employees – including visitors, contractors and vendors – should only enter AT&T 

buildings if they are involved in the running of the operations of AT&T business 

What’s not changing 

• Our vaccine policy remains in effect. Management employees are required to be fully 

vaccinated if you come into AT&T work locations or attend company events, unless you get an 

approved job accommodation.   

• Union-represented employees are be required to be fully vaccinated or have an approved job 

accommodation by Feb. 1, 2022, in order to enter an AT&T work location or attend a company 

event. 

• You must also attest to your vaccinated status and upload  proof of vaccination to the Vaccine 

Attestation Tool. You won’t be considered fully compliant with our policy until you upload 

proof of vaccination. 

• COVID diagnosis reporting remains in place. With cases in the U.S. increasing exponentially in 

the past few weeks, we ask that you notify your supervisor immediately if you are diagnosed 

with COVID-19. Your supervisor must then submit a COVID diagnosis form on your behalf. 

This helps us track exposures in the workplace, keep our employees safe and comply with state 

and local reporting requirements. 

We appreciate everything you're doing to continue to serve your customers and each other – and for 

how you continue to help us navigate this pandemic. 

For questions, visit our COVID-19 portal on HR OneStop, review our revised FAQ, or reach out to the HR 

COVID-19 Task Force Team. 

 

*The CDC considers people to be fully vaccinated for COVID-19 two weeks after they have received the 

second dose in a two-dose vaccine series (Pfizer or Moderna) or two weeks after they have received a 

single-dose vaccine (Johnson & Johnson). 

https://hronestop.web.att.com/documents/33859/35375/Workplace%20Behavior%20&%20Face%20Covering%20Guidelines_US.pdf/ef18b3cb-cf45-271d-b409-d8163fb34932
https://att.pmail5.com/PoliteMail/default.aspx?page=91Tc7kCLSkCm4rQz9tg3OA&ref_id=nQdAItlMQkCPx0v8zoNiaQ
https://www.e-access.att.com/tempo/covid19vaccine
https://www.e-access.att.com/tempo/covid19vaccine
https://attonestop.custhelp.com/app/products/detail/p/2293
https://att.pmail5.com/PoliteMail/default.aspx?page=qcrujH9GTECCXqZZOwwZgg&ref_id=nQdAItlMQkCPx0v8zoNiaQ
https://att.pmail5.com/PoliteMail/default.aspx?page=0TpC6OhlTk-0W3pAUeqrVA&ref_id=nQdAItlMQkCPx0v8zoNiaQ
mailto:g25727@att.com
mailto:g25727@att.com
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U.S. Employees, NPWs/Contractors, Vendors & Visitors 

The Guidelines 
The work we do is critical to millions of people and companies around the world, and we’re committed to being there when our customers and colleagues need us 

most. The health and safety of our employees and customers continues to be our top priority.  

As a result, we have instituted the following workplace behavior and face covering requirements that must be followed in the workplace, while performing work on 

behalf of AT&T, including visits to client/vendor locations, and/or in-person, company events.  

Regardless of your vaccination status, stay home if you have COVID-19 symptoms. Contact your health care provider if you’re sick or have COVID-19 symptoms. Let 

your supervisor know you’re not coming to work, and do not return to work until you have met the standards for returning. If you are not sure what those standards 

are, contact your supervisor. 

The Company reserves the right to change this policy at any time in its sole discretion. Where state or local laws differ from this policy, the legal requirements prevail. 

Daily Screening 

All employees, non-payroll workers, contractors, and visitors – vaccinated and unvaccinated – MUST complete a COVID-19 Workplace Entry Assessment before 

entering an AT&T work location, attending an in-person, company event OR conducting work on behalf of AT&T, including visits to client/vendor locations.  

• If you HAVE Global Login Credentials, access the COVID-19 Workplace Entry Assessment using the MyWorkLife app.  

• If you DO NOT HAVE Global Logon Credentials, access the COVID-19 Workplace Entry Assessment using the Passcard app.  

Refer to the Daily COVID-19 Screening Policy for more information.  

Practice Social Distancing & Avoid Physical Contact with Others 

Close contact with others can lead to the spread of COVID-19.  Regardless of vaccination status, all employees, non-payroll workers, contractors and vendors 

must practice social distancing when at least one other person is present.  Always maintain at least 6 feet between you and other people. Do not shake hands, 

give high fives, hug, elbow, or toe bump.  When possible, limit corporate vehicles to 1 person per vehicle and avoid ridesharing*.   

*Exceptions to ridesharing may be made by Business Unit leaders at their discretion 

Face Coverings 

Employees, non-payroll workers, contractors, and visitors – vaccinated and unvaccinated – MUST wear a face covering when they are in AT&T work locations, 

working on behalf of AT&T, or at company events and at least one other person is present, including in the following situations:   

• Any time you are moving around in a company building or campus. 

• In break rooms, kitchens, cafes, or cafeterias. 

• In all buildings when entering and exiting the building, including, but not limited to, hallways, elevators, inside common areas, restrooms, and meeting 

spaces.  

https://www.e-access.att.com/passcard/main/#home
https://passcard.att.com/signin?returnurl=%2F
https://hronestop.web.att.com/documents/33859/1438567782/Daily+COVID19+Screening+Policy_Mgt+Strategic+Admin+Locations.pdf/ff7696c9-9024-5292-aefd-6b1b196e12b0
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U.S. Employees, NPWs/Contractors, Vendors & Visitors 

• Employees must also wear masks outside when at least one other person is present.  

• You do not need to wear a face covering when sitting alone in an enclosed office with no one else present. 

• In all call center and administrative locations: A face covering is always required, even if on a call at your desk and even if there is 6 feet of distance 

between workspaces. 

• In all retail locations: At all times when entering and exiting the building, servicing a customer, in the stockroom, or any time at least one other person 

is present. 

• In field and technical locations: At all times when another person is present or might come into contact with customers or co-workers, including 

common areas of workplaces, residences, and businesses. 

Face covering requirements are determined at the state level and apply statewide. Face covering requirements may not be determined by city, county or 

parish transmission area classification, and individual business units may not make changes to AT&T’s face covering requirements.  

AT&T will provide face coverings. If you choose to wear your own face covering, the type of face covering must comply with current CDC guidelines. If you 

cannot wear a face covering, due to an underlying health condition or religious reason, notify your supervisor and request a Job Accommodation in HR 

OneStop. Failure to follow these guidelines is a violation of the Code of Business Conduct and may result in disciplinary action.  

You can remove the face covering to eat or drink, but you still need to adhere to the CDC’s social distancing guidelines. Wash or sanitize your hands before 

putting on a face covering, every time the covering is touched and immediately after removing the face covering. Once you are finished eating or drinking, you 

must immediately wear the face covering again.  

These guidelines are in addition to any requirements under state or local law. In the event a state or local government has issued an order with more strict requirements, you 

should adhere to the state or local order. Failure to follow these guidelines may result in discipline, in accordance with the Code of Business Conduct. 

Employees will be notified when face covering guidance changes for their state.  

Face covering and social distancing guidelines are in effect while on company premises and offsite when there are 2 or more employees together or anytime at a company 

event. (e.g., restaurant dining during business hours, after hours team happy hour).  

Vaccine Attestation 

Employees are required to log their vaccination status in the Vaccine Attestation Tool after they are fully vaccinated. Fully vaccinated means two weeks 

following the final dose of a COVID-19 vaccine that has received final approval or approval under an emergency use authorization from the U.S. Food and Drug 

Administration (FDA) or the World Health Organization (WHO). Currently, that includes the Pfizer, Moderna, Johnson & Johnson and Oxford- AstraZeneca 

COVID-19 vaccines. The definition of fully vaccinated will also include future measures authorized by the FDA and recommended by the CDC, e.g., booster 

shots if so authorized and recommended. 

Employees must attest they have received all prescribed doses and upload a copy of their proof of vaccination to the Vaccine Attestation Tool (available 

via MyWorkLife or YesOkay). To protect the privacy of our employees, each employee’s vaccination data is securely encrypted. 

Proof of Vaccination 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/about-face-coverings.html
https://hronestop.web.att.com/group/hr-onestop/jobaccommodations
https://hronestop.web.att.com/group/hr-onestop/jobaccommodations
http://cobc.web.att.com:8080/cobc/web/#newUpdate
https://www.att.com/covid19vaccine
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U.S. Employees, NPWs/Contractors, Vendors & Visitors 

Acceptable proof a vaccination includes: 

• The record if immunization from a health care provider or pharmacy; 

• A copy of the U.S. COVID-19 Vaccination Card; 

• A copy of medical records documenting the vaccination; 

• A copy of immunization records from a public health, state, or tribal immunization information system; OR 

• A copy of any other official documentation that contains the type of vaccine administered, date(s) of administration, and the name of the health care 

professional(s) or clinic site(s) administering the vaccine(s) 

 

To be acceptable as proof of vaccination, any documentation should generally include the employee’s name, type of vaccine administered, date(s) of 

administration, and the name of the health care professional(s) or clinic site(s) administering the vaccine(s). In some cases, state immunization records 

may not include one or more of these data fields, such as clinic site; in those circumstances, the State immunization record will still be acceptable proof of 

vaccination. 

Virtual Meetings Recommended   

Virtual meetings have become a mainstay of how we communicate and collaborate, and employees should continue to meet virtually when it makes sense to 

do so. If critical to the business, employees may have in-person meetings if the face covering, and social distance guidelines outlined above can be followed. 

You may need to seek out an appropriately sized space or adjust the number of participants to accommodate social distancing.  

Guests/Visitors - Restricted to Essential Only 

Non-employees, including visitors, contractors, vendors, etc. should only enter AT&T buildings if they are involved in the running of AT&T operations, must be 

fully vaccinated, and follow the same face covering and social distancing guidelines as AT&T employees.  Supplier personnel (NPWs) should refer to the 

Supplier Vaccine Protocols for Vaccine Attestation & Accommodation Guidelines. 

Indoor and Outdoor Gatherings Should be Avoided When Possible 

Indoor and outdoor gatherings critical to the needs of the business may be allowed as long as permitted under state and local mandates and employees follow 

Company safety protocols and CDC guidelines. Comply with all posted signage and face covering and social distance guidelines outlined above.  

Do not share food, host, or participate in potlucks. If group food orders are placed or delivered, they should be in pre-packaged, individual portions or served 

by a catering staff. 

Do Not Gather in Common Areas 

Do not congregate in work rooms, storage rooms, break rooms, bathrooms, or other common areas.  You should not host or participate in potlucks, 

celebrations, or other gatherings in the workplace. Do not share food or face coverings with others.  If group food orders are placed or delivered, they should 

be in pre-packaged, individual portions.  

Do Not Share Devices or Workstations (When Possible) 

Avoid handling devices, phones, or work tools used by others and do not share workstations or desks. If your job requires you to share, thoroughly clean and 

disinfect before and after each use. 
Note: Some buildings have desks labeled with red and/or green dots to help employees know where to sit when they go to the location. These dots will continue to be used, and employees in these 

locations should only use workspaces marked with a green dot.   

https://hronestop.web.att.com/documents/33859/7b2ed795-2636-ddec-2f47-5e4e68e91890
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
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U.S. Employees, NPWs/Contractors, Vendors & Visitors 

Know & Follow Cleaning/Disinfecting Guidelines 

You are responsible for knowing and following the specific guidelines for your workspace and/or company vehicle. This includes disinfecting the desk, 

computer, and peripherals before and after your shift. Keep frequently touched common surfaces (for example, telephones, desks, countertops, and computer 

equipment etc.) clean by regularly using disinfecting wipes. If contamination of any coronavirus is suspected, cleaning with water and household detergents 

and use of common disinfectant products should be sufficient for general precautionary cleaning. See additional cleaning information, see the EH&S COVID-19 

Resources page.  

Hygiene   

Wash your hands for at least 20 seconds with soap and water throughout the day, including after visiting common areas, after every customer interaction and 

after touching shared devices. Avoid touching your eyes, nose, and mouth unless immediately after washing your hands. Use a tissue or the inside of your 

elbow to cover your mouth and nose when you cough or sneeze to prevent the spread of germs. 

Reporting Violations 

Report any employee not following these guidelines to your supervisor or the HR COVID Task Force. Failure to follow these guidelines may result in discipline, in 

accordance with the Code of Business Conduct. 

SUPERVISORS: Reach out to your HR Business Partner for help or questions about enforcing these guidelines.  

https://att.sharepoint.com/sites/EHS/WEB/natt/COVID19_Updates.aspx
https://att.sharepoint.com/sites/EHS/WEB/natt/COVID19_Updates.aspx
mailto:g25727@att.com?subject=Suspected%20Workplace%20Behavior%20&%20Face%20Coverings%20Guidelines%20Violation


 



Business Unit Activity Fully Vaccinated, Attested, & Perks Enabled
(Received final dose + 14 days waiting period)

Unvaccinated or Perks not enabled

No Face Covering No Social Distance No Face Covering No Social Distance 

Call centers, administrative 
buildings, VSE, any 

workplace not listed below

Work in an AT&T location (inside or outside)
From Vaccinated Individuals 

Meet / Attend a conference in an AT&T Location
From Vaccinated Individuals 

Break in a common area (inside or outside)
From Vaccinated Individuals 

Lunch / socialize with others
From Vaccinated Individuals 

Retail/IHX

Work in a store with or without customer presence
Unless Requested 

Work in a store, back office, or inventory room
Unless Requested 

Ride in a vehicle with others
From Vaccinated Individuals 

Not Recommended Not Recommended

Multiple store visits

Work inside a customer’s home (IHX)
Unless Requested From Vaccinated Individuals 

Field

Ride in a vehicle with others
From Vaccinated Individuals Unless Approved by Supervisor Unless Approved by Supervisor

Work in a manhole with others
From Vaccinated Individuals 

Not Recommended

Work outside
From Vaccinated Individuals 

Work inside a customer’s home
Unless Requested From Vaccinated Individuals 

Unless required by federal, state or local mandate   |   Attestation required to be exempt |    Vaccinated employees free to wear mask if desired   |   Employees must wear mask if requested by customer 
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AT&T Proprietary (Internal Use Only) Not for use or disclosure outside the AT&T companies except under written agreement. 

U.S. Employees 

The Guidelines 
The work we do is critical to millions of people and companies around the world, and we’re committed to being there when our customers and colleagues need us 

most. The health and safety of our employees and customers continues to be our top priority.  

As a result, we have instituted the following workplace behavior and face covering requirements that must be followed in the workplace and/or while performing work 

on behalf of AT&T, including visits to client/vendor locations.  

Fully vaccinated (for the purpose of this policy) means two weeks following the final dose of an approved COVID-19 vaccine. The vaccine must be approved for 

use; it cannot be in trials.  

Fully vaccinated employees who come in contact with a COVID-19 positive individual  and log their vaccination status no longer need to quarantine before returning to 

work. 

Regardless of your vaccination status, stay home if you are sick or have COVID-19 symptoms. Contact your health care provider if you’re sick or have COVID-19 

symptoms. Let your supervisor know you’re not coming to work, and do not return to work until you have met the standards for returning. If you are not sure what 

those standards are, contact your supervisor. 

The Company reserves the right to change this policy at any time in its sole discretion. 

Vaccinated Employees 

AT&T is providing vaccinated individuals with relaxed protocols. If you are fully vaccinated and only log your vaccine you may avoid quarantine if you have close contact 

with a COVID positive individual or travel internationally (and are symptom free).  To unlock additional perks, you must be (1) fully vaccinated, (2) log your vaccine and 

(3) enable Vaccine Perks using the Vaccine Attestation Tool (found in the Daily Entry Assessment).  Once you do all three, you can follow this section of the policy.  

Enabling Vaccine Perks allows others to see your vaccination status via different icons on your Daily Entry Assessment passcard. Vaccine perks by AT&T location are 

detailed in this chart. You can enable or disable Vaccine Perks in the Attestation Tool at any time.   

Remember, getting vaccinated doesn't mean you can immediately go back to living life as it was before the pandemic. You are still required to follow all COVID-19 

workplace policies and rules.  

Social Distancing 

Employees who have been fully vaccinated, logged their vaccination and enabled Vaccine Perks in the Vaccine Attestation Tool do not have to practice social 

distancing from other employees who have been fully vaccinated except in retail locations and where required by federal, state, or local mandate.  
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AT&T Proprietary (Internal Use Only) Not for use or disclosure outside the AT&T companies except under written agreement. 

U.S. Employees 

 Retail Locations 

All employees, non-payroll workers and/or vendors in retail locations must continue to practice social distancing (regardless of vaccination status) 

when at least one other person is present.  

Non-payroll workers (NPWs)/contractors and vendors who have been fully vaccinated and attested to vaccination status do not have to practice social 

distancing.  

Face Coverings 

Employees who have been fully vaccinated, and logged their vaccination status and enabled Vaccine Perks in the Vaccine Attestation Tool and fully vaccinated 

non-payroll workers/contractors and vendors that attest to vaccination status do not have to wear face coverings in administrative locations, call centers 

and/or field and technical locations except where required by federal, state, or local mandate. To verify mask mandates in your office location, you can refer to 

this guide.  

Retail Locations and Customer Facing Roles (including Technicians) 

If requested by a customer, employees, non-payroll workers and/or vendors in retail locations and customer facing roles (including technicians 

working inside a customer’s home and/or business) must wear a face covering (regardless of vaccination status). If you are a technician working alone 

outside a customer’s home or business, you do not need to wear a face covering.  

If you have a reasonable suspicion an employee who has not been fully vaccinated is not wearing a face covering as outlined below in this policy, report 

the violation to your supervisor or the HR COVID Task Force. Failure to follow these guidelines may result in discipline, in accordance with the Code of 

Business Conduct. 

Unvaccinated Employees (or Employees Who Don’t Want to Attest to Vaccination Status) 

While at this time, AT&T is not requiring employees to get a COVID-19 vaccine, the health and safety of our employees and customers remains our top priority. For that 

reason, AT&T strongly encourages employees get a COVID-19 vaccine. COVID-19 vaccination is voluntary, and employees should consult a healthcare provider to 

decide if it is right for them. Review the COVID-19 Vaccine Policy for additional information.  

Social Distancing  

Employees who have not been fully vaccinated or who do not want to disclose vaccination status must maintain at least 6 feet between themselves and other 

people.  

Face Coverings 

Employees, non-payroll workers, contractors and vendors  who have not been fully vaccinated or who do not want to disclose vaccination status must wear a 

face covering at all times when in AT&T locations or working on behalf of AT&T and at least one other person is present, including in the following situations: 

• Any time you are moving around in a company building or campus. 

• In break rooms, kitchens, cafes, or cafeterias. 

• At all buildings when entering and exiting the building, including, but not limited to, hallways, elevators, common areas (inside and outside), restrooms, 

and meeting spaces. 



 Workplace Behavior Guidelines 

 

  
Page 4 of 5                                                                          

AT&T Proprietary (Internal Use Only) Not for use or disclosure outside the AT&T companies except under written agreement. 

U.S. Employees 

• You do not need to wear a face covering when sitting alone in an enclosed office with no one else present. 

• In all call center and administrative locations: A face covering is required at all times, even if on a call at your desk and even if there is 6 feet of 

distance between workspaces. 

• In all retail locations: When entering and exiting the building, any time you are servicing a customer, stockroom, or any time at least one other person 

is present. 

• In field and technical locations: Any time an employee might come into contact with customers or co-workers, including common areas of 

workplaces, residences, and businesses. 

AT&T will provide face coverings. If you choose to wear your own face covering, the type of face covering must comply with current CDC guidelines. If you 

cannot wear a face covering, due to an underlying health condition or religious reason, notify your supervisor and request a Job Accommodation in HR OneStop 

or with your local HR Country Manager if you’re outside the U.S. Failure to follow these guidelines is a violation of the Code of Business Conduct and may result 

in disciplinary action.  

You can remove the face covering to eat or drink, but you still need to adhere to the CDC’s social distancing guidelines. Wash or sanitize your hands before 

putting on a face covering, every time the covering is touched and immediately after removing the face covering. Once you are finished eating or drinking, you 

must immediately wear the face covering again.  

These guidelines are in addition to any requirements under state or local law. In the event a state or local government has issued an order with more strict requirements, you 

should adhere to the state or local order. Failure to follow these guidelines may result in discipline, in accordance with the Code of Business Conduct. 

All Employees (Regardless of Vaccination Status) 

Virtual & In-Person Meetings 

Employees should take advantage of virtual meeting tools including online conferencing, phone, etc. Unavoidable in-person meetings should be short and in a 

large meeting room so participants can practice social distancing, if appropriate. Some AT&T conference rooms have posted occupancy limits for social 

distancing, which should continue to be followed unless all participants have attested to their vaccination status. 

Guests 

Do not bring non-employees to company buildings unless they are AT&T non-payroll workers (NPWs)/contractors, vendors or there is a valid business reason 

for them to be at an AT&T location. You should not bring friends or family to AT&T locations. 

Indoor Gatherings 

You should not host or participate in potlucks, celebrations, and other gatherings inside the workplace. Avoid sharing food or face coverings with others. If 

group food orders are placed or delivered, they should be in pre-packaged, individual portions. Outdoor gatherings may be allowed as long as employees 

follow safety protocols and CDC guidelines. Comply with all posted signage, and if you are not fully vaccinated or choose not to complete the vaccination 

attestation, always maintain social distancing and wear a face covering.  
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AT&T Proprietary (Internal Use Only) Not for use or disclosure outside the AT&T companies except under written agreement. 

U.S. Employees 

Devices or Workstations 

Avoid handling devices, phones, or work tools used by other employees and do not share workstations or desks. If your job requires you to share, thoroughly 

clean and disinfect before and after each use. 

Note: Some buildings have desks labeled with red and/or green dots to help employees know where to sit when they go to the location. These dots will continue to be used, and employees in these 

locations should only use workspaces marked with a green dot.   

Cleaning/Disinfecting Guidelines 

You are responsible for knowing and following the specific guidelines for your workspace and/or company vehicle. This includes disinfecting the desk, 

computer, and peripherals before and after your shift. Keep frequently touched common surfaces (for example, telephones, desks, countertops, and computer 

equipment etc.) clean by regularly using disinfecting wipes. If contamination of any coronavirus is suspected, cleaning with water and household detergents 

and use of common disinfectant products should be sufficient for general precautionary cleaning. See additional cleaning information, see the EH&S COVID-19 

Resources page.  

Hygiene   

Wash your hands for at least 20 seconds with soap and water throughout the day, including after visiting common areas, after every customer interaction and 

after touching shared devices. Avoid touching your eyes, nose, and mouth unless immediately after washing your hands. Use a tissue or the inside of your 

elbow to cover your mouth and nose when you cough or sneeze to prevent the spread of germs. 

Reporting Violations 

Report any employee not following these guidelines to your supervisor or the HR COVID Task Force. Failure to follow these guidelines may result in discipline, in 

accordance with the Code of Business Conduct. 

SUPERVISORS: Reach out to your HR Business Partner for help or questions about enforcing these guidelines.  
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U.S. Employees (Management & Bargained) 

The Policy 
The federal government, through Operation Warp Speed, has been working since the pandemic started to make one or more COVID-19 vaccines available as 

soon as possible.  

While at this time, AT&T is not requiring employees to get a COVID-19 vaccine, the health and safety of our employees and customers remains our top 

priority. For that reason, AT&T strongly encourages employees get a COVID-19 vaccine when it becomes available to them. COVID-19 vaccination is 

voluntary, and employees should consult a healthcare provider to decide if it is right for them.  

Note: At this time, employees who receive a COVID-19 vaccine are still required to follow all Workplace Behaviors and Expectations, including social distancing 

and following the Face Covering Guidelines. As adoption increases, this policy will be reevaluated and updated as appropriate. 

Benefits Coverage & Cost 

The cost of the vaccine will be covered under AT&T Medical Plans. Employees may need to present their health insurance information to the vaccine 

provider(s) to cover the cost of the vaccine.  

More information on COVID-19 Benefits Coverage is available here.  

 Time Off for Vaccination  

Employees who are unable to get vaccinated during non-work hours or at an appointment sponsored/arranged by the company will be provided up to 

4 hours of paid time off to receive a single-dose vaccination or up to 8 hours of paid time off to receive a vaccine that requires two doses. Employees 

must schedule the time off to get vaccinated in accordance with normal vacation/PTO scheduling processes and availability will be based on needs of 

the business. 

Employees are only eligible to receive paid time off for one vaccination cycle (one, paid absence of up to four hours for a single dose vaccine or two, 

paid absences of up to four-hours each for a two-dose vaccine).  

Employees MUST attest they have received all prescribed doses through the COVID-19 Entry Assessment if they used the paid time off provided by this 

policy. AT&T reserves the right to request proof of vaccination. Time records will be audited. Falsification of time records and/or proof of vaccination is 

a Code of Business Conduct violation subject to discipline, up to and including termination of employment.  

Detailed information on how to code time off for vaccination is available in the Vaccine Policy FAQs. 
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U.S. Employees (Management & Bargained) 

Vaccination Resources 

We understand some employees may be concerned about getting the vaccine and encourage employees to consult their healthcare provider and 

review the following resources on the CDC website to learn more.  

• 8 Things to Know about the U.S. COVID-19 Vaccination Program 

• Benefits of Getting a COVID-19 Vaccine 

• Different COVID-19 Vaccines 

• Facts about COVID-19 Vaccines 

• What to Expect at Your Appointment to Get Vaccinated for COVID-19 

• Frequently Asked Questions about COVID-19 Vaccination 

The COVID-19 vaccine supply is extremely limited, and distribution procedures are still being developed by government agencies. The Company reserves the 

right to change this policy at any time in its sole discretion.   

The Company may, in its sole discretion, facilitate vaccine registration for eligible employees by disclosing to government agencies offering vaccines 

confirmation of essential employment and, where required, individual work-related information (name, AT&T user ID, work contact and work address data) or 

high-level, non-sensitive personal data reflecting age range (e.g., over 50) or county/city of residence. 

This Policy will comply with all applicable laws and is effective until December 31, 2021.  

The Company reserves the right to amend, change, or cancel individual participation and this policy or any part thereof, or reduce, modify, or suspend terms at 

its sole discretion. This policy is not a contract, assurance of compensation, continued employment, or benefit of any kind. Where state or local laws differ from 

this section, the legal requirements prevail. Individual Business Units may not modify this policy. 

FAQs on this policy are available here.  
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Vaccine Policy FAQs 

General Questions 

1. Are employees required to get the vaccine?  
No. While at this time, AT&T is not requiring employees to get a COVID-19 vaccine, the health and safety of our 
employees and customers remains our top priority. For that reason, AT&T strongly encourages employees get a 
COVID-19 vaccine when it becomes available to them. COVID-19 vaccination is voluntary, and employees should 
consult a healthcare provider to decide if it is right for them. 

2. Why is AT&T encouraging employees to get a COVID-19 Vaccine?  
According to the CDC, COVID-19 vaccines are an important tool to help us stop the pandemic. If you receive all the 
prescribed doses, COVID-19 vaccination will help keep you from getting COVID-19. Getting vaccinated yourself may 
also protect people around you, particularly people at increased risk of severe illness from COVID-19. 

3. How does an employee get proof they are an essential worker if it is required for vaccination? 
Employees can use the Employment Verification Process (available through self-service or IVR) if they need to 
provide proof they are employed by AT&T and their job title. 

4. Do employees need to provide AT&T proof they have been vaccinated?  
Employees MUST attest they have received all prescribed doses through the COVID-19 Entry Assessment if they 
used the paid time off provided by this policy. AT&T reserves the right to request proof of vaccination. Time 
records will be audited. Falsification of time records and/or proof of vaccination is a Code of Business Conduct 
violation subject to discipline, up to and including termination of employment. 

5. Am I required to tell AT&T I have gotten vaccinated if I don’t use paid time off provided by this policy for my 
vaccination? 
At this time, we are requiring confirmation of vaccination only from those employees who are seeking to use paid 
time off under this policy.  However, any employee who wants to update their vaccination status in the 
Assessment is encouraged to do so.  We expect that sometime this year, COVID-19 protocols may change based on 
vaccination status, and the Company will let you know if we need additional employees to update their vaccination 
status. 

6. Do I need to make an appointment to get vaccinated?  
Yes, though the process varies by state or county.  The CDC has a direct link to state specific vaccination resources 
available here:  How Do I Get a Vaccine.  You may also consult your health care provider for up to date information. 

7. Will AT&T schedule vaccination appointments for essential employees who want to get vaccinated?   
At this time, because of limited vaccine supply, employees must arrange for their own vaccination appointments 
with state, county, or local vaccine providers.   AT&T has been advocating to the states and counties to give 
priority to AT&T essential employees after initial populations (like healthcare workers and long-term care 
residents) have been served.  If requested in order to get priority access, AT&T may provide government agencies 
offering vaccines confirmation of essential employment and, where required, individual work-related information 
(name, AT&T user ID, work contact and work address data) or high-level, non-sensitive personal data reflecting age 
range (e.g., over 50) or county/city of residence. In the future, the company may arrange or sponsor vaccine 
appointments with vendor partners (i.e. CVS), employees will be notified, if and when that option becomes 
available.   
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Frequently Asked Questions 

8. Where can I learn more about COVID-19 vaccines? 
We understand some employees may be concerned about getting the vaccine and encourage employees to 
consult with their healthcare provider and review the following resources on the CDC website to learn more. 

• 8 Things to Know about the U.S. COVID-19 Vaccination Program 
• Benefits of Getting a COVID-19 Vaccine 
• Different COVID-19 Vaccines 
• Facts about COVID-19 Vaccines 
• What to Expect at Your Appointment to Get Vaccinated for COVID-19 
• Frequently Asked Questions about COVID-19 Vaccination 

9. I’ve heard the term community/herd immunity used a lot. What does that mean? 
The CDC defines community immunity (also called herd immunity) as a situation where a sufficient proportion of a 
population is immune to an infectious disease (through vaccination and/or prior illness) to make its spread from 
person to person unlikely. Visit the CDC Frequently Asked Questions about the COVID-19 Vaccine for more 
information on vaccines and community immunity.  

Time Off for Vaccination 

1. Is AT&T providing paid time off for vaccinations? 
Employees who are unable to get vaccinated during non-work hours or at an appointment sponsored/arranged by 
the company will be provided up to 4 hours of paid time off to receive a single-dose vaccination or up to 8 hours of 
paid time off to receive a vaccine that requires two doses. Employees must schedule the time off to get vaccinated 
in accordance with normal vacation/PTO scheduling processes and availability will be based on needs of the 
business. 

2. How do employees code time off to get vaccinated?  
Use the following time codes time off for vaccination.  
 
Management Employees 

 Absence Code  Reason Code  Reason Code Description  
Non-Exempt Managers in eLink MEP0 M00037 Other  

Non-Exempt Managers in MyTime/Kronos EMP  -  -  

Exempt Managers  No Coding Needed for incremental time. 

Bargained Employees 

 Absence Code  Reason Code  Reason Code Description  

eLink Time Reporters 
(Use the time code for your contract) 

MPEN M00037  Other  
MPE0 M00037  Other  
MPE0  M00035  Misc. Company Direction  
MPET  M00035  Misc. Company Direction  

MyTime/Kronos Reporters EMP  NA  NA  

3. I used PTO/vacation time to get vaccinated. Can I recode the time, so I get that PTO/vacation time back?  
Yes. Employees who used PTO/vacation time to get vaccinated before this policy took effect can recode their time 
to use the paid time off provided by this policy. Follow the normal time reporting process(s) for your business unit.  

4. Do I get the paid time off if I choose to get vaccinated on my day off?  
No. The paid time off provided for this policy is for employees who are unable to get vaccinated during non-work 
hours or at an appointment sponsored/arranged by the company.  
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Frequently Asked Questions 

5. What happens if I schedule my vaccine, but my time off request is denied due to the needs of the business?  
Work with your supervisor to schedule your time off for vaccination. They will do the best they can to 
accommodate your request while meeting our customers’ needs.  

6. What if I take time off to get vaccinated but cannot because of something out of my control (e.g., the 
location runs out of doses)? 
Notify your supervisor immediately if this happens. Each situation will be reviewed on a case-by-case basis; 
however, an employee may be asked to recode time as appropriate.  

7. How should employees code time if they experience symptoms after receiving a vaccine dose? 

• Management employees who experience symptoms after receiving the vaccination can take sick time as 
outlined in the Management Sick Time Guidelines.  

• Bargained employees who experience symptoms after receiving the vaccination can take sick time as 
outlined in their Collective Bargaining Agreement, as applicable.  

• Supervisors should refer to Time Off Requests for COVID-19 Situations and Time Reporting Codes Related 
to COVID-19 sections of the COVID-19 Supervisor Playbook available on the HR OneStop COVID-19 
Resources Page for more information on time off for bargained employees experiencing symptoms. 

Vaccination Cost(s) 

1. Will the AT&T Medical Plans cover the cost of the vaccine? 
Yes. The cost of the vaccine will be covered under the AT&T Medical Plans. Employees may need to present their 
health insurance information to the vaccine provider(s) to cover the cost of the vaccine.  

2. Do I have to pay to get vaccinated?  
Vaccine doses will be given to the American people at no cost. However, vaccination providers may charge an 
administration fee for giving the shot. The cost of the vaccine administration is covered under the AT&T Medical 
Plans. Employees may need to present their health insurance information to the vaccine provider(s). Uninsured 
individuals may be covered through the Health Resources and Services Administration’s Provider Relief Fund. 
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Previous

• If the employee had close contact with 
known COVID-19 positive person, the 
employee is sent home for 14 days 
starting the date after close contact 

• Based on CDC guidance at the time

• Alignment across business units

• Helps alleviate staffing pressures

• 41 states already have 10-day language 

• Reduces financial impact to employees with outside 
of work close contact  unpaid quarantine 

Recommended

Impact

• Move to new reduced 10-day quarantine 
option from CDC where 14 day is not 
mandated by order

• The data supports the move
From Mount Sinai

Orders

• Can move in 49 States

• 1 State with 14-days executive orders

• New Mexico – Statewide 
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