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Please review this document in its entirety. We anticipate most, if not all, of these 

processes to be implemented immediately. Thank you in advance for your cooperation 

and participation in these important safety initiatives. You will receive further 

information about these protocols specific to your function from your immediate 

supervisor. Remember to follow preventative measures no matter how many employees 

are in the office including: physical distancing, stay home when feeling sick, use cough 

and sneeze etiquette, and practice hand hygiene as often as possible. In order for the 

City to adjust as the COVID-19 situation evolves, we will need to remain flexible, able to 

refine or alter our response plan as needed or mandated by state and federal 

regulations. We will continue to communicate our plan and expectations, if and when 

changes occur.
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Areas of Impact 
 

The City has developed protocols that will further strengthen our processes and behaviors as we 

continue to adjust work schedules and also begin to plan for our return to a normal work 

schedule, while we collectively fight against the spread of COVID-19. This document contains 

important information focused on seven critical areas impacting all City employees. 
 

1.  Personal Responsibility: Increasing awareness of, and compliance with, 

expectations and best practices for control and prevention of COVID-19. 
 

2.  Entry to Work & Self-Monitoring: With this memo, we are asking employees to conduct 

self-monitoring steps at home, prior to coming to work each shift. The city will provide 

individual thermometers for at home use if needed.  Self-monitoring is the least invasive 

measure we can all easily use from the comfort of our homes, to help assure our safety and 

the safety of those we work with and serve. The City has provided touchless thermometers to 

each building or department. These should be used if needed in the daily screenings 

required. 
 

3.  Personal Protective Equipment (PPE): Identifying and implementing PPE requirements as 

needed to reduce potential exposure and further protect our workforce and residents. 
 

4.  Social Distancing Practices: Enhancing processes that support the CDC social distancing 

recommendations, which include modifying working arrangements such as meetings, 

workstation locations, vehicle usage, and break or mealtime practices. 
 

5.  Enhanced Environmental Cleaning Protocol: Implementing rigorous decontamination and 

disinfection protocols for City buildings including common areas, workstations, office 

equipment, computers, tools, vehicles, and equipment. 
 

6.  Identification/Response and Return to Work: Enhancing our ability to recognize potential 

on-site exposure scenarios followed by an appropriate response to protect our employees 

and the public. In addition, we have developed a protocol for employees returning to work 

after confirmed or suspected illness and/or a completed quarantine period. 
 

7.  Travel: The City will approve no work-related travel during the COVID-19 emergency, except 

travel that must occur to preserve health and safety. 
 

The City will follow the CDC guidance and protocol for COVID-19. You may visit the CDC website 

for additional information, and we have added direct links for many of the most visited CDC 

pages throughout this document. Links will be in a blue text, simply click, or hold the control 

button and click on the link to visit the page. If you receive a paper copy, simply type the link into 

a browser to access the training video or information.  
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1. Personal Responsibility: 
 

We are all in a position to support the collective fight against COVID-19. Please do your part. 

Implementing strategies to slow the spread of the virus in both our personal and professional 

lives is critically important at this time. Every day, the individual actions we take can help ensure 

that we keep each other safe. 
 

As part of that effort, we are providing you with training and tools to implement in your everyday 

actions at work. The training and tools create guidelines and set expectations for how you should 

be prepared to act and do your job as we collectively fight against COVID-19. 
 

We each have a personal responsibility to fight against COVID-19. We ask that you read and 

understand the following information, as these are the expectations for all City employees: 
 

A. I have reviewed the COVID-19 training video, understand what COVID-19 is and how it spreads. 

I will follow the personal hygiene recommendations and other safety practices issued by the 

U.S. Centers for Disease Control (CDC), Michigan Department of Health and Human Services 

(MDHHS), Michigan Occupational Safety and Health Administration (MIOSHA), the State of 

Michigan and the Central Michigan District Health Department https://www.cmdhd.org/ 

Review Training Videos at  

https://www.cdc.gov/coronavirus/2019-ncov/communication/videos.html?Sort=Date%3A%3Adesc   
 

B.    I have read and understood the City’s COVID-19 protocols. I agree to follow the protocols and 

contact the appropriate parties should I have a situation that requires reporting. 
 

C. I agree not to come to work if I am exhibiting COVID-19 related symptoms; Fever or chills, 

Cough, Shortness of breath or difficulty breathing, Fatigue, Muscle or body aches, 

Headache, New loss of smell and/or taste, sore throat, Congestion or runny nose, Nausea 

or vomiting and/or diarrhea. 

 

D.   I agree to follow all PPE requirements that are either now in place or may be implemented in 

the future.  

 

E.    I agree to follow implemented social distancing practices, which include maintaining 6 feet       

between myself and others while at work, including at time-clocks, during meetings, while at      

workstation locations, or during breaks or other mealtimes. – Review CDC Guidelines and 

Training Videos at https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html 

and also watch the following training videos: 
 

- Coughing and sneezing etiquette video:  https://www.youtube.com/watch?v=2yLfIm7pKEU  

- Clean hands CDC webpage:  https://www.cdc.gov/handwashing/index.html  
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F.    I agree to follow all rules and guidelines for travel both within and between locations at my work    

facility. 
 

G.   I will follow all environmental cleaning directions including any guidelines to disinfect my 

work area or work tools. 
 

 

See Signature page at end of document. 

 

Return signature page to City Clerk’s Office 

for filing and retention.
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2. Entry to Work & Self-Monitoring: 
 

We are asking all employees to do a self-monitoring process of their health on a daily basis 

prior to reporting to work. We have developed an easy questionnaire based on CDC guidance 

to help walk you through the items to consider about your wellbeing each day: 
 

COVID-19 Employee Screening Questionnaire 
 

Symptoms of COVID-19 include: 
 

a.    Fever or chills  

b.    Cough 

c.    Shortness of breath or difficulty breathing 

d.    Fatigue 

e.    Muscle or body aches  

f.     Headache 

g.    New loss of taste or smell 

h.    Sore throat 

i.     Congestion or runny nose  

j.     Nausea or vomiting 

k.    Diarrhea 
 

1.   Did you take your temperature today prior to arriving at work? 

2.   Was your temperature 100.4 degrees or below? 

3.   If you do not have a thermometer and are unable to take your temperature, are you 

exhibiting signs of fever such as sweating, chills, and shivering? 

4.   Have you been in close contact with individuals diagnosed with COVID-19? 

5.   Have you been in close contact with individuals displaying any of the above listed 

symptoms, not related to a known medical condition, such as allergies, hay fever, etc.? 

6.   Do you have any symptoms of COVID-19 (see above)? 
 

The CDC evaluates and changes symptoms based on their data from cases of Coronavirus in 

the field, so changes may occur. Visit the CDC Symptoms page for the most up to date 

information at https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html.  
 

While at work avoid close contact, put 6 feet (about 2 arms’ length) from other people, 

practice social distancing and cough and sneeze etiquette. Frequently wash your hands with 

soap and water for 20 seconds. If soap and water are not available, use an alcohol based (60% 

or greater) hand sanitizer. Wear appropriate personal protective equipment (PPE), including 

masks.
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Contractors and Vendors entering the work place: 
 

If you oversee the implementation of a contract with a contractor or vendor who will be working 

in or on City buildings or facilities, you will need to collect a copy of their COVID-19 

Preparedness and Response Plan. The plan should be housed with your contract documents 

and easily accessible if requested. To be proactive it may help to request this document during 

the bid process. 
 

A.  Contractors, sub-contractors, and vendors working inside any City facility or building will 

need to complete the questionnaire on a daily basis prior to beginning work. Each of their 

employees entering the buildings will complete the questionnaire and they should enter 

their name and company into the form. They may complete the questionnaire electronically 

or via paper. Please provide the completed paper questionnaires collected along with your 

weekly department reports to the City Clerk’s office when you submit your payroll.  You may 

send in your weekly report electronically. 
 

B.  Contractors and vendors working outdoors and who are not entering City facilities do not 

need to complete the questionnaire. However, masks are required if they cannot maintain 

a minimum of 6 feet of distance from City staff. 
 

C.  We will not ask FedEx, UPS, USPS, and other delivery persons to complete the questionnaire 

when making deliveries or pick-ups. At this time, we will treat them like the public and we 

expect they will wear masks at all times when in our buildings. 
 

D.  Airport: Any MDOT AERO, FAA, or the others entering the building need to wear masks, but 

also specifically MDOT AERO employees or FAA employees should complete the 

questionnaire when entering our building to do work based on our relationship with their 

services. The Airport Manager shall provide all contractors and their employees a copy of 

the questionnaire.  Customers do not need to complete the questionnaire at this time. 
 

 

 

As noted, the City will follow the CDC guidance and protocol for recognizing COVID-19 

exposure and quarantine or self-isolation recommendations. 
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Here is the link to the CDC Homepage on COVID-19:  https://www.cdc.gov/  
 

The City will use the following process to evaluate an employee’s safety to work during 

the pandemic, strictly related to COVID-19. If an employee has underlying health issues or 

concerns, they may speak with their immediate supervisor, the City Manager or the City Clerk.  
 

Please note, the CDC uses the term Quarantine to define the action of keeping someone who 

might have been exposed to COVID-19 away for others. They also use Self-Isolation to define 

the separation of people who are infected with the virus away from people who are not infected. 
 

Do you have principal symptoms of COVID-19? 

Fever or chills, Cough, Shortness of breath or difficulty breathing, Fatigue, Muscle or Body 

aches, Headache, New loss of taste or smell, Sore throat, Congestion, or runny nose, Nausea or 

Vomiting and/or diarrhea. The CDC has provided a Self-Checker screening tool 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/coronavirus-self-checker.html 
 

1)  No – proceed to work. 
 

2)  Yes, but symptoms have a known cause (asthma, COPD, chronic sinusitis, 

seasonal allergies, etc.) - proceed to work. 
 

3)  Yes, but symptoms have NO known cause – you should stay home except to seek 

medical care. Contact your immediate supervisor and medical professional. 
 

a) Stay home. Most people with COVID-19 have mild illness and can recover at 

home without medical care. Do not leave your home, except to get medical care. 

Do not visit public areas. 

b) Take care of yourself. Get rest and stay hydrated. Take over-the-counter 

medicines as directed by your medical provided to help you feel better. 

c) Stay in touch with your doctor. Call before you get medical care. Be sure to get 

care if you have trouble breathing, or have any other emergency warning signs, 

or if you think it is an emergency. 

d) Avoid public transportation, ride-sharing, or taxis. 

 

If your medical provider requests a COVID-19 test, here is a link to testing Michigan at 

Michigan at www.michigan.gov/coronavirustest  
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A. People WITH COVID-19 symptoms, who have been directed to stay home and self- 

isolate should follow the CDC guidance about leaving home and returning to the 

workplace. 

The most current information can be found at:  

https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html  
 

In this case, you may discontinue self-isolation under the following circumstances: 
 

1)  At least 10 days have passed since your symptoms first appeared 

AND 

2)  At least 24 hours have passed since the resolution of fever without the use of fever- 

reducing medications 

AND 

3)  other symptoms of COVID-19 are improving. It is important to note that loss of taste and 

smell may persist for weeks or months after recovery and need not delay the end of 

isolation. 
 

The above guidance is in place regardless of additional testing to determine if you are contagious.   
 

 

B. Have you tested positive for COVID-19 and DID NOT have COVID-19 symptoms but 

have been directed to stay home and self-isolate? 
 

As of July 20, 2020 

 A test-based strategy is no longer recommended to determine when to discontinue home 

isolation, except in certain circumstances. 

 Symptom-based criteria were modified as follows: 

o Changed from “at least 72 hours” to “at least 24 hours” have passed since last fever 

without the use of fever-reducing medications. 

o Changed from “improvement in respiratory symptoms” to “improvement in 

symptoms” to address expanding list of symptoms associated with COVID-19. 

 For patients with severe illness, duration of isolation for up to 20 days after symptom 

onset may be warranted. Consider consultation with infection control experts. 

 For persons who never develop symptoms, isolation and other precautions can be 

discontinued 10 days after the date of their first positive RT-PCR test for SARS-CoV-2 

RNA. 

A summary of current evidence and rationale for these changes is described in the  

Duration of Isolation and Precautions for Adults with COVID-19.  

https://www.cdc.gov/coronavirus/2019-ncov/hcp/duration-isolation.html  
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The CDC advises that: 
 

As of September 10, 2020, the CDC has limited information about reinfections with the 

virus that causes COVID-19. This is their media statement: 
 

“This is a new virus, and CDC is actively working to learn more. We will provide updates 

as they become available. Data to date show that a person who has had and recovered 

from COVID-19 may have low levels of virus in their bodies for up to 3 months after 

diagnosis. This means that if the person who has recovered from COVID-19 is retested 

within 3 months of initial infection, they may continue to have a positive test result, even 

though they are not spreading COVID-19. 
 

There are no confirmed reports to date of a person being re-infected with COVID-19 within 

3 months of initial infection. However, additional research is ongoing. Therefore, if a person 

who has recovered from COVID-19 has new symptoms of COVID-19, the person may need 

an evaluation for reinfection, especially if the person has had close contact with someone 

infected with COVID-19. The person should isolate and contact a healthcare provider to be 

evaluated for other causes of their symptoms, and possibly retested. 
 

CDC recommends that all people, whether or not they have had COVID-19, take steps to 

prevent getting and spreading COVID-19. Wash hands regularly, stay at least 6 feet away 

from others whenever possible, and wear masks.” 
 

They have stated that: 
 

1)  Most people with COVID-19 have mild illness and can recover at home without 

medical care. Do not leave your home, except to get medical care. 

2)   Take care of yourself. Get rest and stay hydrated  

     Review https://www.cdc.gov/coronavirus/2019-ncov/downloads/10Things.pdf   

3)  Stay in touch with your doctor. Be sure to get care if you have trouble breathing, or 

have any other emergency warning signs (persistent pain or pressure in the chest, 

new confusion or inability to wake or stay awake, bluish lips or face), or if you think it 

is an emergency. 

4)  Avoid public places and transportation 

5)  As much as possible, stay in a specific room and away from other people and 

pets in your home. Also, you should use a separate bathroom, if available. If you 

need to be around other people or animals in or outside of the home, wear a 

cloth face covering. 

a) See COVID-19 and Animals if you have questions about pets. 

https://www.cdc.gov/coronavirus/2019-ncov/animals/pets-other-animals.html  
 

 

 



11 
 

C. Have you been in close contact (closer than 6 feet for a prolonged period of time, currently 

defined as 15 minutes or more, and wearing a face covering/mask within a period of 48 hours 

(2 days) prior to symptoms or once diagnosed) with someone who has a confirmed case of 

COVID-19, meaning they have tested positive or are being tested now and displaying 

principal symptoms? 
 

Examples of Close Contact: 
 

       You were within 6 feet of someone who has COVID-19 for a total of 

15 minutes or more 

       You provided care at home to someone who is sick with COVID-19 

       You had direct physical contact with the person (hugged or kissed them) 

       You shared eating or drinking utensils 

       They sneezed, coughed, or somehow got respiratory droplets on you 
 

1) No - Proceed to work 

2) Yes, but not currently experiencing symptoms – you are required to quarantine at 

home for 14 days from the last contact with a person who has COVID-19. 

a)  Quarantine at home until 14 days after last day of exposure and maintain social 

distance (at least 6 feet) from others at all times 

b)  Self-monitor for principal symptoms (see questionnaire) 

c)  Check temperature twice a day 

d)  Watch for principal symptoms; Cough, Shortness of breath or difficulty breathing, 

Fever, Chills, Muscle Pain, Sore throat, Loss of smell and/or taste, or other less 

common symptoms are, Nausea, vomiting, and/or diarrhea. 

e)  Avoid contact with people at higher risk for severe illness  

https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/index.html 

(unless they live in the same home and had same exposure) 

f)   Follow CDC guidance - https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html  if 

symptoms develop. 

 

3) Yes, and exhibiting principal symptoms – you are required to self-isolate at home 

for 14 days from the last contact with a person who has COVID-19. 

a)  Self-isolate at home until 14 days after last day of exposure and maintain social 

distance (at least 6 feet) from others at all times 

b)  Take care of yourself. Get rest and stay hydrated. 

https://www.cdc.gov/coronavirus/2019-ncov/downloads/10Things.pdf  

c)  Stay in touch with your doctor. Be sure to get care if you have trouble breathing, or 

have any other emergency warning signs (persistent pain or pressure in the chest, new 

confusion or inability to wake or stay awake, bluish lips or face), or if you think it is an 

emergency. 

d)  Avoid public places and transportation 
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e)  As much as possible, stay in a specific room and away from other people and pets in 

your home. Also, you should use a separate bathroom, if available. If you need to be 

around other people or animals in or outside of the home, wear a cloth face 

covering. 

f)   Avoid contact with people at higher risk for severe illness  

https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/index.html 

(unless they live in the same home and had same exposure) 

g)  Follow CDC guidance - https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html   if 

symptoms develop. 

 

Please Note: The CDC recommendations for discontinuing isolation in persons known to be 

infected with COVID-19 could, in some circumstances, appear to conflict with 

recommendations on when to discontinue quarantine for persons known to have been 

exposed to COVID-19. CDC recommends 14 days of quarantine after exposure based on 

the time it takes to develop the illness if infected. Thus, it is possible that a person known to 

be infected could leave isolation earlier than a person who is quarantined because of the 

possibility they are infected. 
 

D. First Responders 

To ensure continuity of operations of essential functions, CDC advises and the State of 

Michigan Orders allow that First Responders may be permitted to continue work following 

potential exposure to COVID-19, provided they remain asymptomatic and additional 

precautions are implemented to protect them and the community. 

 

This will apply to “On-Duty” exposure, meaning a First Responder has had close contact within 

6 feet of an individual with confirmed or suspected COVID-19 (with or without a mask). The 

timeframe for having contact with an individual includes the period of time of 48 hours 

(approximately 2 days) before the individual became symptomatic. A non-duty exposure for a 

First Responder who is not personally exhibiting symptoms, will follow the protocol as noted 

on item C above. 

 

First Responders who have had an exposure but remain asymptomatic should adhere to the 

following practices prior to and during their work shift: 

 

1)  Pre-Screen: Employee’s should take their temperature and assess symptoms prior to starting 

work. Temperature checks should happen before the individual enters the facility. 

2)  Regular Monitoring: As long as the employee doesn’t have a fever or symptoms, they 

should self-monitor and communicate any changes in health to their immediate 

supervisor. 

3)  Wear a Mask: The employee should wear a face mask at all times while in the workplace for 

14 days after last exposure. We have provided the necessary PPE and regularly monitor 

supply quantities for all staff. 
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4)  Social Distance: The employee should maintain 6 feet of distance from others and practice 

social distancing throughout all work duties while in the workplace as permitted. 

5)  Disinfect and Clean work spaces: Clean and disinfect all areas such as offices, bathrooms, 

common areas, vehicles and shared electronic equipment routinely. 
 

 

If an employee becomes sick during the day, they should be sent home immediately. Surfaces in 

their workspace should be cleaned and disinfected. Information on persons who had contact 

with the ill employee during the time the employee had symptoms and 2 days prior to 

symptoms should be compiled. Others at the facility with close contact within 6 feet of the 

employee during this time would be considered exposed. 

 

In this case, you may discontinue self-isolation under the following circumstances: 

1) At least 10 days have passed since your symptoms first appeared AND 

2) At least 24 hours have passed since the resolution of fever without the use of fever-reducing 

medications 

AND 

3) other symptoms of COVID-19 are improving. It is important to note that loss of taste and 

smell may persist for weeks or months after recovery and need not delay the end of 

isolation. 

 

The above guidance is in place regardless of additional testing to determine if you are 

contagious. 
 

Fire and Law Enforcement personnel, who become ill (at work or home) due to an on-duty 

exposure will be required to document their illness and exposure on an MML incident 

report form for filing of a Worker’s Compensation Claim at the time of the exposure. 

Additional information and documentation may be necessary if and when they test positive for 

COVID-19. 

 

 

3.  Personal Protective Equipment (PPE): 
 

You must continue to use the PPE, if any, that you would ordinarily use at work. However, 

additional or new PPE must be worn when necessary. 
 

A. Face Masks: 
 

The State of Michigan requires that people wear masks in public settings and when around 

people who don’t live in your household, especially when other social distancing measures are 

difficult to maintain. Wear the mask over your nose and mouth and secure it under your chin. 
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Masks with two layers help prevent people who have COVID-19 from spreading the virus to 

others. 
 

Masks are most likely to reduce the spread of COVID-19 when they are widely used by 

people in public settings. 
 

Masks should NOT be worn by children under the age of 2 or anyone who has trouble 

breathing, is unconscious, incapacitated, or otherwise unable to remove the mask without 

assistance. 
 

Masks with exhalation valves or vents should NOT be worn to help prevent the person 

wearing the mask from spreading COVID-19 to others (source control). 
 

 

  

Please note: The CDC does not recommend the use of gaiters or face shields (without also wearing 

a mask). Evaluation of these face covers is on-going but effectiveness is unknown at this time. 
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In compliance with CDC recommendations and State of Michigan Orders, we expect employees to 

wear a face mask or face covering as follows: 
 

Order standards: 

1)  Require face coverings to be worn while at work. 

2)  Any individual able to medically tolerate a face covering must wear a covering over his or her 

nose and mouth—such as a homemade mask/covering, scarf, bandana, or handkerchief—when 

in any enclosed public space. 

3)  All businesses and operations whose workers perform in-person work must, at a minimum, 

provide non-medical grade face coverings to their workers. 

4)  The protections against discrimination in the Elliott-Larsen Civil Rights Act, 1976 PA 

453, as amended, MCL 37.2101 et seq., and any other protections against discrimination in 

Michigan law, apply in full force to persons who wear a mask or face covering under this order. 
 

We expect the following from City employees: 

1)  Face masks or coverings are to be worn while at work. 

2)  A face mask or covering is to be worn whenever you are traveling throughout the building, 

which means you are outside your immediate workspace. 

3)  When you are working alone at your personal work station, you may choose to wear or 

remove your mask or face covering. However, please remember a mask or face covering must 

be worn when you cannot remain 6 feet from another person. 

4)  Working Outside – use and wear the appropriate PPE for the work activity that is being 

performed. A mask or face covering is required to be worn when employees cannot 

consistently maintain six feet of separation for other individuals (general public or co-

workers), and consider a wearing a face shield with a mask when an employee cannot 

consistently maintain three feet of separation from other individuals. 

5)  Police and Fire positions are required to wear a mask or face covering whenever working 

outside of their vehicle, as long as it does not interfere with emergency gear, advanced 

personal protective equipment, or your ability to respond to critical incidents. 

6)  When available employees should drive separately and have only 1 person in a vehicle. If work 

responsibilities require 2 or more people in a vehicle, everyone must wear a face covering or 

mask while riding in the vehicle, regardless of the windows being down. 
 

General use and cloth masks have been made available to all employees. Please contact the City 

Clerk’s office if you need additional or replacement masks. You may wear appropriate homemade 

masks if you choose. 
 

The State of Michigan requires the use of simple cloth two-layer face coverings to slow the spread 

of the virus and help people who may have the virus and do not know it from transmitting it to 

others. 
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When removing the face covering, be careful not to touch your eyes, nose, and mouth, and be sure 

to wash your hands immediately after removing the mask. 
 

It is important to routinely wash face masks depending on the frequency of use. A simple toss in 

the washing machine will clean the material appropriately. 
 

If you plan to wear a homemade face mask/cloth face covering at work, it needs to be appropriate 

for the workplace. Please do not include any violent graphics, sexually offensive pictures, patterns, 

verbiage, or slang. 

 

If you would like to assist by making face coverings for co-workers or to donate within the 

community, please visit the CDC for a pattern and instructions. 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html      
 

Medical grade facemasks and additional medical grade PPE will be provided to our First 

Responders for protection from COVID-19. The City is NOT able to provide medical-grade masks 

to all employees. 
 

B.  Gloves: 
 

First Aid Latex or Nitrile gloves are available for use when performing tasks that increase your 

level of exposure such as; when dealing with mail, packages, public documents, deliveries, and 

the general public or while doing additional cleaning. Contact your supervisor, the City 

Manager or go to https://www.cdc.gov/vhf/ebola/pdf/poster-how-to-remove-gloves.pdf for a 

short training session on the appropriate process to don, doff, and dispose of gloves. 
 

C.  Cleaning Supplies: (not PPE, but appropriate for this section): 

        Lysol or disinfectant style wipes 

        Disinfectant spray 

        Hand sanitizer 

        Soap, water, and paper towels 
 

Employees are expected to clean their immediate work areas, daily or several times a day, 

depending on how often the space is shared with others. 
 

If you are running short on the appropriate PPE or cleaning supplies, or feel additional 

items are needed, please contact your immediate supervisor for assistance. 
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4. Social Distancing: 
 

The City is implementing the CDC recommendations in the Interim Guidance for Businesses 

and Employers to Plan and Respond to Coronavirus Disease 2019 to help prevent and slow 

the spread of COVID-19 in the workplace. 
 

Social distancing: means remaining out of congregate settings, avoiding mass gatherings, and 

maintaining distance (approximately 6 feet or 2 meters) from others when possible. Where 

distance cannot be maintained, limit the time of close interaction or contact as low as possible, 

but not exceeding 10 minutes. 
 

You should continue to take the following basic personal-hygiene measures to prevent 

the spread of the virus: 

A.  Everyone is expected to clean their hands often with soap and water, washing for at least 20 

seconds. When washing is not possible, the use of alcohol-based hand sanitizer that 

contains at least 60-95% alcohol is encouraged as an alternative. 

1). Soap and water and alcohol-based hand sanitizer have been provided in all workplaces 

throughout the City. 

B.  Avoid touching your eyes, nose, or mouth. 

C.  Cover your mouth and nose with a tissue when coughing or sneezing. If you sneeze or 

cough, into a napkin or tissue immediately dispose of it properly. 

D.  Eliminate hand-shaking, fist-bumps, elbow-bumps, and other physical contact greetings. 

E.  Stay home when you are sick and avoid contact with people who are sick. 

F.  Do not share items with co-workers like, boxes of bakery items, home-prepared treats, pens, 

keyboards, supplies, and other items that could pose an increased risk of spreading a virus. If 

sharing is necessary, disinfect after each use. 

G.  Vending locations, breakrooms, and lunch areas can remain functional; however, each facility 

will review and post social distancing and cleaning protocols as appropriate. 

H.  All City conference rooms are unavailable for rental or use by outside groups until further 

notice. 

I.   While using restrooms, locker rooms, you should maintain applicable social distancing 

protocol. Capacity limits should be posted on each restroom, conference room, and elevator 

door. Each City building will identify and ensure those limits are posted. We ask that you 

observe appropriate physical distance when taking breaks, stagger break times, and do not 

congregate together or share food or utensils. 

J.   Retirement, anniversary, or other celebration should be postponed. 

K.  Modification of shift patterns at this time aid in cleaning processes, avoid crowding, increase 

social distancing practices, and aid in limiting non- essential interactions. Temporary 

changes will be utilized as necessary. 

L.  Team, leadership, and one-on-one meetings should be held virtually unless social distancing 

standards can be met. 
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M. Sneeze guards and separation tools have been implemented as needed and additional tools 

may be installed if necessary. Please adhere to these in the same manner expected of the 

general public. 

N. If you must greet a delivery driver (UPS, USPS, or FEDEX) maintain at least 6 feet of distance 

with the driver and follow the personal hygiene, hand washing, and disinfecting practices as 

established. 

O. Limit vehicle occupancy to one when practical. If more than one person is in a vehicle, each 

employee is required to wear a face mask or covering. Disinfect and sanitize each vehicle and 

piece of equipment before and following use. 

P.  The City will assist you to adjust workstations to provide a minimum of 6 feet between 

employees. If needed additional workstations can be set up. 

Q. Vendors, contractors, and/or other contracted visitors are allowed in city facilities. The 

standard employee screening protocol will be followed prior to entry into the building. The 

supervising employee will report the screening and results to the City Clerk weekly. 

 

5. Enhanced Environmental Cleaning Protocol: 
 

At this time the City has a cleaning contract with a cleaning contractor. We have spoken with 

their management and requested increased cleaning frequency, items cleaned, and for a deeper 

and more intense disinfecting and cleaning process to be used. 
 

At all city buildings the cleaning staff are focusing on community areas, tabletops, door handles, 

handrails, restrooms, showers, conference room tables, chairs and phones, light switches, break 

room areas and frontline service counters. 
 

You are responsible to wipe down/spray your immediate work surface, phones, computer 

keyboards, calculators, printers, scanners in your office area, at least twice per shift. 
 

Be thoughtful of those around you. 
 

6. Identification/Response and Return to Work: 
 

Employee Privacy: The City is required to protect the employee’s health and personal information. 
 

A.     What if you become sick during the day and present the following symptoms? 
 

1)  Fever or chills 

2)  Cough 

3)  Shortness of breath or difficulty breathing 

4)  Fatigue 

5)  Muscle or body aches 

6)  Headache 
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7)  New loss of taste or smell 

8)  Sore throat 

9)  Congestion or runny nose 

10) Nausea or vomiting 

11) Diarrhea 
 

The CDC Clara Bot is a great resource for information regarding symptoms, using a self- 

checker, physical and social distancing expectations, and more. 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html     
 

B.     Report your condition to your immediate supervisor right away and contact your medical 

provider. 
 

C.     You can expect the following steps to be followed: 
 

1)  You will be sent home and we suggest that you contact your medical provider and 

monitor your health. 

2)  You will be contacted to discuss your routine at work and complete a contact tracing 

interview to outline the persons you had contact with during the time you had symptoms 

and 2 days (48 hours) prior to the onset of your symptoms. 

a) If we discover that you have had close contact with co-workers, we will take 

appropriate action and notify them of the potential concern. 

b)   The CDC defines “close contact” as “a person that has been within six feet of the 

infected employee for a prolonged period of time.” 

c)   In addition, the CDC references a “prolonged period of time” to be between 10 to 30    

minutes. 

d)  We will advise close contact employees to monitor their health, take their 

temperature daily, and watch for the symptoms associated with COVID-19, as noted in 

item A above. This protocol falls in line with the employee questionnaire, so guidance 

on the things to consider about your personal health is readily available. 

3)  We will clean and disinfect the areas you were working in and around. 

4)  We will keep your health status confidential. 
 

 D.    Return to work after being diagnosed with or without COVID-19 symptoms: 
 

1)  At least 10 days since symptoms first appeared or 10 days have passed since the test 

AND 

2)  At least 24 hours with no fever without fever-reducing medication 

AND 

3)  Symptoms have improved (It is important to note that loss of taste and smell may persist for 

weeks or months after recovery and need not delay the end of isolation). 
 



20  

We encourage all employees to immediately contact your immediate supervisor or the City Clerk 

to report a diagnosis of or potential exposure to COVID-19. 
 

Stay informed: We care deeply about the health and wellbeing of our employees and their 

families. The recommendations published for steps to take to prevent the spread of the 

Coronavirus are like those to avoid the cold and flu, see below: 

        Wash your hands with soap and water for at least 20 seconds. If soap and water are not 

available, use an alcohol-based hand sanitizer that contains at least 60- 95% alcohol. 

        Avoid touching your eyes, nose, or mouth with unwashed hands. 

        Cover your mouth and nose with a tissue or upper sleeve when coughing or sneezing. 

Immediately throw the tissue into a closed bin. 

        Clean and disinfect frequently touched objects and surfaces. 

        Avoid contact with people who are sick. 

        Stay home if you are sick and call your healthcare provider. 
 

The CDC also recommends getting a Flu Vaccination. The CDC states getting a flu vaccine is more 

important than ever during 2020-2021 to protect yourself and the people around you from flu, 

and to help reduce the strain on healthcare systems responding to the COVID-19 pandemic. For 

more information about a Flu Vaccination. Go to https://www.cmdhd.org/seasonal-flu  

 



21  

7. Travel, Training, and Conference Attendance: 
 

A.  We are currently suspending all attendance and travel to trainings, conferences or large 

group meetings (related to work), until further notice. If you have a work-related event 

and are uncertain if you should attend or not, please contact your immediate supervisor 

for guidance. 
 

B.  Employees are expected to self-identify any domestic and international travel plans to 

their immediate supervisor until further notice. 
 

a.  If you plan to travel internationally for personal reasons and you are going to or 

from a known CDC identified Level 3 or 2 Travel Health Notice country (CDC list)  

https://www.cdc.gov/coronavirus/2019-ncov/travelers/after-travel-precautions.html  

you are required under the CDC guidance to self-isolate for 14 days from the time 

you left an area. 

b.  If you plan to travel on a cruise ship, this is considered a level 3 threat by the CDC 

and you will be required to self-isolate for a minimum of 14 days upon your 

return. COVID-19 Cruise Ship Travel 

https://wwwnc.cdc.gov/travel/notices/warning/coronavirus-cruise-ship  Cruise ship 

travel has become extremely dangerous during the pandemic. 

c.   If you are traveling domestically communicate your travel plans to your immediate 

supervisor and realize that if the CDC creates standards for self-isolation during 

the period of your travel, you will be required to comply upon your return to 

Michigan. Many states have similar orders to Michigan and are not welcoming 

travelers into their communities. Please visit the CDC – Travel in the United States 

for additional information. The CDC has repeatedly stated that if your travel is not 

critical, then stay home. https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-in-the-us.html   

i. Please note many individual states are mandating a 14-day self-quarantine 

upon arrival and some states are discouraging travel into and out of their 

state due to soaring numbers or COIVD-19 transmission. 
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COVID-19 Response Implementation Plan 

Receipt of Acknowledgement 
 

 

I have received the City of Clare COVID-19 Response Implementation Plan and reviewed the 

contents, recommended videos and understand the expectations as an employee and my 

personal responsibility for the health and safety of myself and others. 
 

 

 

  

Signature:_______________________________________________ 

 

 

Printed Name:___________________________________________ 

 

 

Date:____________________________________ 
 

 

 

 

 

IF YOU HAVE ALREADY SIGNED AND SUBMITTED THIS FORM DO NOT REPEAT SUBMISSION. 


