
VACCINATION POLICY 

Created:  9/10/2021  

With rising COVID-19 cases due to new variants of the virus and slowed vaccination rates, we 
believe the safest way to continue our work and return employees to our workplace is mandating 
the vaccination of all employees.   

This policy is being adopted after considering our duty to provide and maintain a workplace that 
is free of known hazards, the health of our employees, their families, our customers and visitors. 
This policy has been further based upon recent federal requirements as well as guidance from the 
Equal Employment Opportunity Commission (EEOC), the Centers for Disease Control (CDC) 
and state and local public health authorities. 

Therefore, in order to provide employees with the time and opportunity to comply with this new 
policy, all employees will be required to be fully vaccinated no later than [XYZ DATE].  
Exceptions to this policy will be permitted; however, for employees who are in need of a 
reasonable accommodation as described below. Where exceptions are permitted, weekly 
COVID-19 testing will be required as also described below. 

Employees that are fully vaccinated will be asked to present a completed COVID19 Vaccination 
Record Card for inspection by [Human Resources]. The Company will treat all such information 
as confidential. Proof of vaccination includes the date employees receive the dose(s) of the 
vaccine, and the type of vaccine received. Employees not in compliance with this policy will be 
placed on unpaid leave until their employment status is determined [by Human Resources] which 
may result in termination.  

COVID-19 vaccinations are free, whether an individual has health insurance or not and are 
available at various vaccination sites throughout the region.  To facilitate employees’ ability to 
receive the vaccination, the Company will consider timely requests for appropriate schedule 
changes to obtain the vaccination. Employees will be eligible for paid time off to receive the 
vaccination.  

Reasonable Accommodation 

Employees in need of an exemption from this policy due to a medical reason, pregnancy, or 
because of a sincerely held religious belief, must request an accommodation. The Company will 
then engage in an interactive process to determine if a reasonable accommodation can be 
provided; so long as it does not create an undue hardship for the Company and/or does not pose a 
direct threat to the health or safety of others in the workplace and/or to the employee. To request 
an accommodation for one of the above reasons, please notify [insert title] in writing of your 
accommodation request. If an accommodation is granted, those employees will be required to 



wear a mask at all times while working or on the premises and undergo weekly COVID-19 
testing.  Employees who are not fully vaccinated must test negative under this protocol in order 
to enter our facilities.  Employees who test positive will not be permitted on the premises and 
will need to quarantine and follow federal and state public health guidelines until they are 
cleared to return into the workplace.   

 

Retaliation  

The Company will not tolerate retaliation of any employee by other co-workers for any reason 
related to this policy. If you believe that you have been treated in a manner not in accordance 
with this policy, please notify [Human Resources] immediately. You may request an 
accommodation without fear of retaliation.  Please direct any questions regarding this policy to 
[Human Resources]. 

 

By signing below, I acknowledge receipt of this Policy.  

Signed Name __________________________________________  Date ________________ 

Printed Name ___________________________________________ 

       

[Note:  this policy has been drafted based upon the prevailing federal, Connecticut, Massachusetts, and 
Rhode Island laws, regulations and guidance as of the published date.  Employers in other states are 
recommended to review the current laws, regulations and guidance in their state prior to utilizing this 
policy.] 

 


