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Purpose
In accordance with Executive Order 2020-97, the City of Trenton institutes this COVID-19 Preparedness
and Response Plan (“Plan”) effective June 1, 2020.
The City aims to protect its workforce by enacting all appropriate prevention efforts. The City is
continually monitoring guidance from local, state, and federal health officials and implementing
workplace and Plan modifications where appropriate.
Employees with questions are encouraged to contact Human Resources via phone at 734-675-8585
and/or e-mail at jlaub@trenton-mi.com.
The City designates work location supervisors and department heads to implement, monitor, and report
on this Plan. Other individuals may be designated as needed and determined by the City Administration.
This Plan is maintained and distributed to all City locations and employees in a manner in accordance
with the Executive Order. Copies are available upon request. The Plan is subject to change at any time.
In the event there is a conflict between this document and a Collective Bargaining Agreement, the
Collective Bargaining Agreement shall prevail.*

Plan Updates and Expiration
This Plan responds to the COVID-19 outbreak. As this pandemic progresses, the City will update this plan
and its correspondence processes.
This Plan will expire upon conclusion of its need, as determined by the City and in accordance with
guidance from local, state, and federal health officials.

Reporting Unsafe Work Conditions
If a reasonable remedy to any unsafe working conditions cannot be resolved internally the employee
may contact MIOSHA.
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Prevention Efforts
Self-Monitoring
The following employees should not report to work and call off as they normally would:
-

-

Employees who display COVID-19 symptoms, such as a fever of 100.3 degrees or greater, cough,
shortness of breath or difficulty breathing, chills, muscle pain, sore throat, new loss of smell or
taste, and/or gastrointestinal problems, including nausea, diarrhea, and vomiting, whether or
not accompanied by a formal COVID-19 diagnosis;
Employees who, in the last 14 days, have had close contact with and/or live with any person
having a confirmed COVID-19 diagnosis; and
Employees who, in the last 14 days, have had close contact and/or live with any person
displaying COVID-19 symptoms, such as fever of 100.3 degrees or greater, cough, shortness of
breath or difficulty breathing, chills, muscle pain, sore throat, new loss of smell or taste, and/or
gastrointestinal problems, including nausea, diarrhea, and vomiting.

Such employees may only resume in-person work upon meeting all return-to work requirements,
defined in a later section.
“Close Contact” is defined by the CDC as being within approximately six feet of a person that is
confirmed or suspected of having COVID-19 for a prolonged period of time; or having direct contact with
infectious secretions of a person confirmed or suspected of having COVID-19.

Sick Leave
Employees are permitted to take paid leave consistent with the Family First Coronavirus Response Act
(“FFCRA”), or in accordance with the City FFCRA Opt-Out Policy, to the extent that such leave has not
already been exhausted and with certain exceptions. See Appendix A to see if the FFCRA or Opt-Out
policy apply to you. Any onsite employee who appears to have a respiratory illness may be separated
from other employees and sent home.

Remote Work / Alternative Work Schedule
All employees who are not essential to operations during any Stay Home Executive Order, and whose
job duties reasonably allow them to telework, may be permitted to perform some of their job duties
remotely, or on an alternative work schedule, until otherwise determined by the respective department
head and Administration.

Social Distancing and Personal Protective Equipment (PPE)
Supervisors will direct employees to perform their work in such a way so as to reasonably avoid coming
within six feet of other individuals. The City will provide employees with, at a minimum, non-medical
grade face coverings, as well as appropriate personal protective equipment (“PPE”) (e.g., gloves,
goggles, face shields, face masks). Masks must be worn by employees when in shared spaces (e.g., inperson meetings, restrooms, hallways, break rooms), if they consistently maintain fewer than six feet of
separation, and/or an employee must travel to another worksite or department. If an employee cannot
medically tolerate a face covering reasonable accommodations will be made. Requests for reasonable
accommodation should be made in advance of the start of the workday. Additional PPE is available by
contacting your supervisor, department head, or human resource office.
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Masks are to be cleaned and sanitized at the responsibility of the employee according to recommended
guidelines for the type of mask being worn. Each department shall designate a specific location to
dispose of soiled PPE that is unable to be properly cleaned and sanitized for reuse.
Employees should remain in their assigned work area as much as possible. Non-essential travel between
departments and work locations is prohibited.

Hygiene
Employees are instructed to wash their hands frequently, to cover coughs and sneezes with tissue, and
avoid touching their faces. Employees will be provided with access to places to frequently wash hands or
to access hand sanitizer. Employees will also be provided with access to tissue and to places to properly
dispose of them. Signs regarding proper hand washing methods will be posted in all restrooms.
Where possible, City buildings should designate certain restroom facilities for employees and a separate
restroom for public access.

Hand Washing
Washing your hands is easy, and it’s one of the most effective ways to prevent the spread of germs.
Clean hands can stop germs from spreading from one person to another and throughout an entire
community—from your home and workplace to childcare facilities and hospitals.
Follow these five steps every time.
1. Wet your hands with clean, running water (warm or cold), turn off the tap, and apply soap.
2. Lather your hands by rubbing them together with the soap. Lather the backs of your hands,
between your fingers, and under your nails.
3. Scrub your hands for at least 20 seconds. Need a timer? Hum the “Happy Birthday” song from
beginning to end twice.
4. Rinse your hands well under clean, running water.
5. Dry your hands using a clean towel or air dry them.

Hand Sanitizer
Use Hand Sanitizer When You Can’t Use Soap and Water
Washing hands with soap and water is the best way to get rid of germs in most situations. If soap and
water are not readily available, you can use an alcohol-based hand sanitizer that contains at least 60%
alcohol. You can tell if the sanitizer contains at least 60% alcohol by looking at the product label.
Sanitizers can quickly reduce the number of germs on hands in many situations. However,
•
•
•

Sanitizers do not get rid of all types of germs.
Hand sanitizers may not be as effective when hands are visibly dirty or greasy.
Hand sanitizers might not remove harmful chemicals from hands like pesticides and heavy
metals.

Caution! Swallowing alcohol-based hand sanitizers can cause alcohol poisoning if swallowed. Keep it out
of reach of young children and supervise their use.
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How to use hand sanitizer
•
•
•

Apply the gel product to the palm of one hand (read the label to learn the correct amount).
Rub your hands together.
Rub the gel over all the surfaces of your hands and fingers until your hands are dry. This should
take around 20 seconds.

*Amendment

6|Page

Workplace Controls
Exposure Classification
Employees’ “worker exposure” is classified as low to medium risk by the Occupational Safety and Health
Administration’s guidance with respect to non-first responder personnel.*
Given the low to medium risk classifications, the City provides the following controls in addition to the
controls outlined in this document: installing physical barriers where feasible, limiting exposure to the
general public, and minimizing face-to-face contact.*
Employees’ “worker exposure” is classified as high risk by the Occupational Safety and Health
Administration’s guidance with respect to first responder personnel.*
Given the high risk classification, the City provides the following controls in addition to the above low to
medium risk controls: offering appropriate personal protective equipment and complying with all
infectious-disease requirements for first responder personnel.*

Employee and Visitor Health Screening
Each City building will designate and clearly mark a dedicated entry point for employees that can be
monitored by the designated worksite supervisor. If possible, the entrance and exit should permit those
entering and exiting to maintain a social distance of at least six feet should there ever be congestion at
the entrance.
Upon entering the City building or location a screening questionnaire shall be completed by all
employees and visitors before being permitted to enter the workplace and begin work. A sample
Employee and Visitor Health Screening Questionnaire is attached as Appendix B. Health screening may
include temperature checks, if a non-invasive thermometer is available at the work location. Health
screening may be self-administered or conducted by a worksite supervisor as determined by the
respective department head and administration. Health Screening shall comply with any screening
process required by the state or local jurisdiction which governs the City.
Health screening for employees is only required once per workday. However, additional screening may
be necessary throughout the workday as a cautionary measure or as directed by a supervisor,
department head, or administration. Employees and supervisors are encouraged to express the need of
additional cautionary measures should they feel it is necessary and in the best interest of all at the work
location. Essential travel between work locations does not require additional screening provided the
employee can provide documentation that screening has been completed for that day at another
location.
Health screening for visitors will be required each time a visitor enters a City building, unless the visitor
reenters the building without physically leaving the property. If a visitor leaves the property for any
reason they must be screened upon return.
If an employee fails the screening process, they shall be sent home until allowed to return to work under
the relevant executive orders or public health orders. Employees may be able to utilize leave under the
FFCRA or City FFCRA Opt-Out Policy provided leave time has not been exhausted previously.
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If a visitor fails the screening process, they shall be asked to leave and return when symptoms are no
longer present.
A return to work plan for those sent home can be found under the Infection Control section titled
“Return to Work Guidelines”.
Visitor shall be defined as any person, or persons, that is not an employee of the City of Trenton.

Cleaning and Disinfecting
Increased cleaning and disinfecting of surfaces, equipment, and other elements of the work
environment will be performed regularly using products containing EPA-approved disinfectants.
Employees should clean frequently touched, or high touched, surfaces routinely throughout the day.
High touched surfaces include, but not limited to: tables, doorknobs, light switches, countertops,
handles, desks, phones, keyboards, toilets, faucets, sinks, printers, tools, vehicles, etc. Each facility
should develop a routine schedule for cleaning throughout the day. Employees will be provided access
to disposable disinfectant wipes or other EPA approved disinfectant.

Visitors
No visitors should be allowed in the workplace during the period of any stay at home orders unless they
are permitted pursuant to the most recent executive order and by appointment only. All departments
shall be responsible for the enforcement of the workplace controls related to visitors to their respective
department.
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Infection Control
Supplemental Measures Upon Notification of Employee’s COVID-19 Diagnosis
and/or Symptoms
An employee with a COVID-19 diagnosis or who displays symptoms consistent with COVID-19 must be
immediately isolated and then removed from the worksite.
In response to a confirmed diagnosis or display of COVID-19 symptoms, as defined by the healthcare
screening process, by any individual who worked at or visited the worksite, the City shall:
-

-

Inform all employees, owners, contractors, who may have come into contact with the
diagnosed/symptomatic individual in the 48 hours preceding the onset of symptoms of a
potential exposure;
Keep confidential the identity of the diagnosed/symptomatic individual; and
Implement its response plan and cleaning and disinfecting protocols, including shutting down
appropriate areas of the premises, increasing ventilation, and conducting a deep cleaning of
both the diagnosed/symptomatic individual’s workstation and those common areas potentially
infected by the individual.

All employees who worked in sustained, close proximity to the diagnosed/symptomatic individual (i.e.,
those employees who worked within six feet of the diagnosed/symptomatic individual for at least 15
minutes in the 48-hour timeframe) are also removed from the worksite for at least 14 days (or as
recommended by the most up to date CDC guidelines); however, should these exposed employees later
develop COVID-19 symptoms and/or receive a confirmed diagnosis, they may not report on-site until all
of the return-to-work requirements are met, as defined in the “Return to Work Guidelines” section of
this document.
The Human Resources department confidentially maintains a central log of diagnosed/symptomatic
employees.
Within 24 hours of a confirmed COVID-19 diagnosis, the City will notify the local public health
department.

Return to Work Guidelines
Employees who were themselves diagnosed with COVID-19, or experienced symptoms thereof, as
defined by the health screening questionnaire, may only return to work upon confirmation of the
cessation of symptoms and contagiousness, proof of which may be acquired via the test-based strategy
or the symptom-based strategy.
The test-based strategy is preferred but relies upon the availability of testing supplies and laboratory
capacity. Under this strategy, employees may discontinue isolation and return to work upon achieving
the following conditions:
-

Resolution of fever without the use of fever-reducing medications;
Improvement in respiratory symptoms (e.g., cough, shortness of breath, etc.); and
Two consecutive negative results from COVID-19 tests conducted at least 24 hours apart and in
accordance with the current FDA/CDC-recommended procedure.
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Under the symptom-based strategy, employees may discontinue isolation and return to work upon
achieving the following conditions:
-

At least 3 days (72 hours) have passed since recovery defined as resolution of fever without the
use of fever-reducing medications;
Improvement in respiratory symptoms (e.g., cough, shortness of breath, etc.); and
At least 10 days have passed since symptoms first appeared.

Employees who came into close contact with, or live with, an individual with a confirmed diagnosis or
symptoms may return to work after either 14 days have passed since the last close contact with the
diagnosed/symptomatic individual, or the diagnosed/symptomatic individual receives a negative COVID19 test.
The City will accept a release to return to work from a healthcare provider or a written statement from
the employee confirming that they are eligible to return to work based on the above criteria.
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Appendix A – Family First Coronavirus Response Act & Opt-Out

A-1 FFCRA Poster
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EMPLOYEE RIGHTS

PAID SICK LEAVE AND EXPANDED FAMILY AND MEDICAL LEAVE
UNDER THE FAMILIES FIRST CORONAVIRUS RESPONSE ACT

The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide their
employees with paid sick leave and expanded family and medical leave for specified reasons related to COVID-19.
These provisions will apply from April 1, 2020 through December 31, 2020.
►

PAID LEAVE ENTITLEMENTS

Generally, employers covered under the Act must provide employees:
Up to two weeks (80 hours, or a part-time employee’s two-week equivalent) of paid sick leave based on the higher of
their regular rate of pay, or the applicable state or Federal minimum wage, paid at:
• 100% for qualifying reasons #1-3 below, up to $511 daily and $5,110 total;
• 2/3 for qualifying reasons #4 and 6 below, up to $200 daily and $2,000 total; and
• Up to 12 weeks of paid sick leave and expanded family and medical leave paid at 2/3 for qualifying reason #5
below for up to $200 daily and $12,000 total.
A part-time employee is eligible for leave for the number of hours that the employee is normally scheduled to work
over that period.
►

ELIGIBLE EMPLOYEES

In general, employees of private sector employers with fewer than 500 employees, and certain public sector
employers, are eligible for up to two weeks of fully or partially paid sick leave for COVID-19 related reasons (see below).
Employees who have been employed for at least 30 days prior to their leave request may be eligible for up to an
additional 10 weeks of partially paid expanded family and medical leave for reason #5 below.
►

QUALIFYING REASONS FOR LEAVE RELATED TO COVID-19

An employee is entitled to take leave related to COVID-19 if the employee is unable to work, including unable to
telework, because the employee:
1. is subject to a Federal, State, or local quarantine or
isolation order related to COVID-19;
2. has been advised by a health care provider to
self-quarantine related to COVID-19;
3. is experiencing COVID-19 symptoms and is seeking
a medical diagnosis;

5. is caring for his or her child whose school or
place of care is closed (or child care provider is
unavailable) due to COVID-19 related reasons; or
6. is experiencing any other substantially-similar
condition specified by the U.S. Department of
Health and Human Services.

4. is caring for an individual subject to an order described
in (1) or self-quarantine as described in (2);
►

ENFORCEMENT

The U.S. Department of Labor’s Wage and Hour Division (WHD) has the authority to investigate and enforce compliance
with the FFCRA. Employers may not discharge, discipline, or otherwise discriminate against any employee who
lawfully takes paid sick leave or expanded family and medical leave under the FFCRA, files a complaint, or institutes a
proceeding under or related to this Act. Employers in violation of the provisions of the FFCRA will be subject to penalties
and enforcement by WHD.
WAGE AND HOUR DIVISION
UNITED STATES DEPARTMENT OF LABOR

For additional information
or to file a complaint:

1-866-487-9243
TTY: 1-877-889-5627
dol.gov/agencies/whd
WH1422 REV 03/20

A-2 FFCRA Opt-Out Memo
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CITY OF TRENTON

MAYOR
STEVEN RZEPPA
MAYOR PRO-TEM
RICHARD BENEDETTI
CITY COUNCIL
TIMBER BAUN-CROOKS
SCOTT CABAUATAN
WILLIAM D. LEFEVRE
WENDY PATE
NELSON J. PERUGI

HUMAN RESOURCES DEPARTMENT
2800 THIRD STREET
TRENTON, MICHIGAN 48183

Families First Coronavirus Response Act (FFCRA) Opt-Out
The City will be opting out of Section 3102: Amendments to the Family and Medical Leave Act of 1993,
of Division C: Emergency Family and Medical Leave Expansion Act, of the Families First Coronavirus
Response Act as permitted under Section 3105: Special Rule for Health Care Providers and Emergency
Responders.
The City will be opting out of Section 5110(1) of the Families First Coronavirus Response Act as
permitted under Section 5111(1).
Covered Employees
Employees covered under this policy are essential personnel/emergency responders as interpreted by
the City Administration. Covered employees are located in the following buildings: Police Station, Fire
Station #1, Fire Station #2, City Hall, Department of Public Service, and Waste Water Treatment Plant.
Paid Leave Entitlements (Full-Time Employees)
Up to two weeks of paid sick leave separate and apart from the sick leave bank defined by the collective
bargaining agreement or City policy, of no less than the average bi-weekly hours expected to be worked,
based on the employee’s regular rate of pay. Sick leave shall be paid at 100% provided it is attributable
to at least one of six reasons below.
Up to an additional two weeks of paid sick leave separate and apart from the sick leave bank defined by
the collective bargaining agreement or City policy, based on the employees regular rate of pay.
Determination shall be by review of Departmental and City Administration and review shall only be
granted for reasons 1-4 below. Determinations are not subject to the grievance procedure.
Additional time beyond the first two weeks may still qualify for FMLA leave time and subject to
utilization of contractually defined paid time off.
Paid Leave Entitlements (Part-Time Employees)
A part-time employee is eligible for leave for the number of hours that the employee is normally
scheduled to work over a two-week period. Leave shall be paid at the employee’s regular rate of pay for
reasons 1-6 below.

JOHN W. LAUB
HUMAN RESOURCES DIRECTOR
JLAUB@TRENTON-MI.COM

PHONE: (734) 675 - 8585
FAX: (734) 675 – 4088

JENNIFER JEZEWSKI
HUMAN RESOURCES ASSISTANT
JJEZEWSKI@TRENTON-MI.COM

Qualifying Reasons for Leave Related to COVID-19
An employee is entitled to take leave related to COVID-19 if the employee is unable to work, including
unable to telework, because the employee:
1)
2)
3)
4)

Is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;*
Has been advised by a health care provider to self-quarantine related to COVID-19;
Is experiencing COVID-19 symptoms and is seeking a medical diagnosis;
Is caring for a spouse, dependent, or other permanent member of the immediate household
subject to an order described in (1) or self-quarantine as described in (2);
5) Is caring for his or her child whose school or place of care is closed (or child care provider is
unavailable) due to COVID-19 related reasons; or
6) Is experiencing any other substantially-similar condition specified by the U.S. Department of
Health and Human Services.
Requests for Leave
Requests for sick leave shall be made in writing to the Director/Chief/Department Head and/or Human
Resources Director. Written requests can be made in the form of a handwritten statement, e-mail, or
fax. The employer make ask for documentation related to the request that is permitted by the Act. Any
misrepresentation or falsification of leave requests shall subject the employee to discipline up to and
including discharge.
Return to Work
Prior to the next scheduled shift after leave is scheduled to end, employees must receive verbal or
written confirmation from the Director/Chief/Department Head and/or Human Resources Director.
Rollover and Payouts
The sick leave is not subject to payout if any time is unused and may not rollover past the expiration
date of December 31, 2020.
Effective Dates
This policy shall be in full force and effect as of April 1, 2020. The City reserves the right to modify or
terminate this policy at any time. In the event the policy is not amended or terminated the policy shall
sunset on December 31, 2020.

Revised: April 2, 2020

A-3 FFCRA Opt-Out FAQ
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CITY OF TRENTON

MAYOR
STEVEN RZEPPA
MAYOR PRO-TEM
RICHARD BENEDETTI
CITY COUNCIL
TIMBER BAUN-CROOKS
SCOTT CABAUATAN
WILLIAM D. LEFEVRE
WENDY PATE
NELSON J. PERUGI

HUMAN RESOURCES DEPARTMENT
2800 THIRD STREET
TRENTON, MICHIGAN 48183

Family First Coronavirus Act Opt Out FAQ Sheet
1) Are the emergency paid sick leave and expanded family and medical leave requirements retroactive?
No. Leave related to COVID-19 prior to April 1, 2020 does not count towards the leave provided by either of the
Acts.

2) Who is eligible for expanded family and medical leave?
An eligible employee is an individual who has been on an employer’s payroll for the 30 calendar days
immediately prior to the day the leave would begin. This includes part-time employees.

3) How does an employer calculate the hours worked by a part-time employee for purposes of emergency paid
sick leave or expanded family and medical leave?
A part-time employee is entitled to leave equivalent to his or her average number of work hours in a two-week
period. Therefore, an employer should calculate hours of leave based on the number of hours the employee is
normally scheduled to work. If the normal hours scheduled are unknown, or if the part-time employee’s
schedule varies, an employer may use a six-month average to calculate the average daily hours.

4) What records does an employer need to request when an employee takes emergency paid sick leave or
expanded family and medical leave?
Examples of records and documents that an employer may request from its employees include, but are not
limited to: a copy of the Federal, State, or local quarantine or isolation order related to COVID-19, written
documentation from a health care provider, notice or e-mail from government, school, or child care provider.

JOHN W. LAUB
HUMAN RESOURCES DIRECTOR
JLAUB@TRENTON-MI.COM

PHONE: (734) 675 - 8585
FAX: (734) 675 – 4088

JENNIFER JEZEWSKI
HUMAN RESOURCES ASSISTANT
JJEZEWSKI@TRENTON-MI.COM

5) Can emergency paid sick leave or expanded medical leave be used intermittently?
An employee may take paid sick leave intermittently if an employee is taking paid sick leave to care for his/her
child whose school or place of care is closed, or whose child care provider is unavailable, because of COVID-19
related reasons.

6) If an employer is open, but furloughs an employee on or after April 1, 2020, can the employee receive
emergency paid sick leave or expanded family and medical leave?
No. What this means is that the employer cannot force an employee to utilize the time under this policy while
an employee is on furlough or not working due to an alternative schedule. For part-time employees, they cannot
use this time to supplement time not scheduled to work.

7) If an employee takes emergency paid sick leave or expanded family and medical leave, must the employer
continue his or her health coverage?
If an employee is eligible for health coverage, the coverage will continue to receive group health coverage.

8) Do employees have a right to return to work if he or she is taking emergency paid sick leave or expanded
family and medical leave under the Emergency Paid Sick Leave Act or the Emergency Family and Medical
Leave Expansion Act?
Yes, the Act requires employers to provide the same job to an employee who returns to work following leave.

9) If an employee takes emergency paid sick leave under the Emergency Paid Sick Leave Act, does that count
against other types of paid sick leave to which he or she is entitled under State or local law, or the employer’s
policy/Collective Bargaining Agreement?
No, emergency paid sick leave under the Act is in addition to other leave provided under Federal, State, or local
law; an applicable collective bargaining agreement; or an employer’s existing policy.

10) What is the main differences between the City’s policy and the Emergency Paid Sick Leave?
The main difference is the City will pay 100% of wages for all qualifying reasons for the first two weeks. There is
no reduction for different qualifying reasons. There is no daily cap on wages that would force an employee to
utilize contractually provided leave banks for earnings above the cap. The second minor difference is the
definition of qualifying reason #4, which further defines a qualifying member.

JOHN W. LAUB
HUMAN RESOURCES DIRECTOR
JLAUB@TRENTON-MI.COM

PHONE: (734) 675 - 8585
FAX: (734) 675 – 4088

JENNIFER JEZEWSKI
HUMAN RESOURCES ASSISTANT
JJEZEWSKI@TRENTON-MI.COM

11) What is the main difference between the City’s policy and the Expanded Family and Medical Leave Act?
This policy provides an additional two weeks, above and beyond the two weeks provided by the Emergency Paid
Sick Leave. This bank is not tied to any contractually provided bank. The first difference is that the qualifying
reasons for this leave is for qualifying reasons 1-4 in the policy. The next difference is that it is not expanded for
an additional 10 weeks of leave not tied to a contractually provided leave bank. If an employee wishes to take
additional time, after the Emergency Paid Sick Leave and the Expanded Family Medical Leave is exhausted, the
employee must utilize their own contractually provided leave bank.

12) Can the employee have to utilize the Emergency Paid Sick Leave prior to using the Expanded Family and
Medical Leave?
Yes. To keep with the spirit of the language in the original Act as passed by the Federal Government, the
employee would have to exhaust the leave under the Emergency Paid Sick Leave before using the Expanded
Family and Medical Leave.

13) What did the City choose to opt-out?
The City understands that the employees face many hardships in this time. We are accommodating the
employees as much as we can without penalizing them. Most of the operations within the City are considered
“essential”. We have to be able to staff and maintain services and opting-out of particular provisions within the
Emergency Paid Sick Leave and Expanded Family and Medical sections of the Family First Coronavirus Response
Act allow us to do that. To be as equitable as possible we are going to follow the Act as it applies to areas not
addressed within the policy.

JOHN W. LAUB
HUMAN RESOURCES DIRECTOR
JLAUB@TRENTON-MI.COM

PHONE: (734) 675 - 8585
FAX: (734) 675 – 4088

JENNIFER JEZEWSKI
HUMAN RESOURCES ASSISTANT
JJEZEWSKI@TRENTON-MI.COM

Appendix B – Sample Health Questionnaire
COVID-19 Workplace Health Screening Form

Instructions:
- This questionnaire must be filled out daily by employees prior to starting each shift and any nonemployee permitted to enter the facility. (Michigan EO 2020-77 & Wayne County EO 2020-02)
- If you answer “yes” to any of the five questions below, you must leave immediately and contact
your supervisor as you normally would for an absence.
- If you answer “no” to all of the five questions, please print, sign, and date the form.
1. Do you feel sick? (Including, but not limited to: Cough, Shortness of breath/Chest Tightness, Sore
Throat, Body Aches, Loss of Taste or Smell, Diarrhea, Vomiting, Fever/Chills/Sweats)
2. Have you had a fever in the last three days?
3. Have you been in close contact with an individual diagnosed with COVID-19 in the last fourteen
days?
4. Have you traveled outside of the state or country by air in the last fourteen days?
5. Is your temperature greater than 100.3 degrees?
Print Name: ________________________________
Signature: _________________________________ Date: _________________________
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Appendix C – Unemployment Compensation Benefits
Under Executive Order 2020-76, and the federal CARES Act, unemployment compensation benefits are
expanded in terms of eligibility, amount, and duration.
Employees who are unable to report to work for reasons related to COVID-19 are referred to Human
Resources for information on unemployment compensation benefits. Such reasons include the following:
1. Being under self-isolation or self-quarantine in response to elevated risk from COVID-19 due to
being immunocompromised;
2. Displaying at least one of the principal symptoms of COVID-19 (i.e., fever, atypical cough, atypical
shortness of breath);
3. Having close contact in the last 14 days with a confirmed COVID-19 diagnosis;
4. Needing to care for someone with a confirmed COVID-19 diagnosis; and
5. Fulfilling a family care responsibility as a result of a government directive (e.g., caring for a child
whose school or childcare provider is closed or otherwise unavailable due to COVID-19).

*Amendment
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Appendix D – FMLA and ADA
Employees may be entitled to unpaid leave under the Family and Medical Leave Act (“FMLA”) if their
absence is related to their own serious health condition or that of a family member. COVID-19 may
constitute a serious health condition where “complications arise.”
The City is also mindful of its obligations under the Americans with Disabilities Act (“ADA”). Specifically,
if an employee requests accommodation because of a condition that may be complicated by COVID-19,
then the City will engage in the process to provide reasonable accommodation.

*Amendment
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Appendix E – CDC Guidelines to Cleaning and Disinfecting Facilities
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Cleaning And Disinfecting Your Facility
Everyday Steps, Steps When Someone is Sick, and
Considerations for Employers
How to clean and disinfect
Wear disposable gloves to
clean and disinfect.
Clean
• Clean surfaces using
soap and water. Practice
routine cleaning of frequently
touched surfaces.
High touch surfaces include:
Tables, doorknobs, light
switches, countertops, handles,
desks, phones, keyboards,
toilets, faucets, sinks, etc.
Disinfect
• Clean the area or item with soap and
water or another detergent if it is dirty.
Then, use a household disinfectant.
• Recommend use of EPA-registered
household disinfectant.
Follow the instructions on the label
to ensure safe and effective use of
the product.
Many products recommend:
- Keeping surface wet for a period of
time (see product label).
- Precautions such as wearing gloves
and making sure you have good
ventilation during use of the product.

• Diluted household bleach solutions may
also be used if appropriate for the surface.
Check to ensure the product is not past its
expiration date. Unexpired household bleach
will be effective against coronaviruses when
properly diluted.
Follow manufacturer’s instructions for
application and proper ventilation. Never mix
household bleach with ammonia or any
other cleanser.
Leave solution on the surface for at least
1 minute
Bleach solutions will be effective for
disinfection up to 24 hours.
To make a bleach solution, mix:
- 5 tablespoons (1/3rd cup) bleach per gallon
of water
OR
- 4 teaspoons bleach per quart of water
• Alcohol solutions with at
least 70% alcohol.

Soft surfaces
For soft surfaces such as carpeted
floor, rugs, and drapes
• Clean the surface using soap and water or
with cleaners appropriate for use on
these surfaces.

cdc.gov/coronavirus
CS316270A 05/15/2020

• Launder items (if possible) according to
the manufacturer’s instructions. Use the
warmest appropriate water setting and dry
items completely.
OR
• Disinfect with an EPA-registered
household disinfectant. These
disinfectants meet EPA’s criteria for use
against COVID-19.

Electronics
• For electronics, such as
tablets, touch screens,
keyboards, remote
controls, and
ATM machines

• Close off areas used by the
person who is sick.
• Open outside doors and
windows to increase air
circulation in the area. Wait
24 hours before you clean or
disinfect. If 24 hours is not
feasible, wait as long
as possible.
• Clean and disinfect all areas used by the
person who is sick, such as offices, bathrooms,
common areas, shared electronic equipment
like tablets, touch screens, keyboards, remote
controls, and ATM machines.

• Consider putting a wipeable cover
on electronics.
• Follow manufacturer’s instruction for
cleaning and dinfecting.
- If no guidance, use alcohol-based wipes
or sprays containing at least 70%
alcohol. Dry surface thoroughly.

Laundry
For clothing, towels, linens and
other items

Cleaning and disinfecting your
building or facility if someone
is sick

HOT

• Launder items according
to the manufacturer’s
instructions. Use the
warmest appropriate water setting and
dry items completely.
• Wear disposable gloves when handling
dirty laundry from a person who is sick.
• Dirty laundry from a person who is sick can
be washed with other people’s items.
• Do not shake dirty laundry.
• Clean and disinfect clothes hampers
according to guidance above for surfaces.

• If more than 7 days since the person who
is sick visited or used the facility, additional
cleaning and disinfection is not necessary.
- Continue routing cleaning and disinfection.

When cleaning
• Wear disposable gloves and
gowns for all tasks in the
cleaning process, including
handling trash.
- Additional personal
protective equipment (PPE) might be
required based on the cleaning/disinfectant
products being used and whether there is a
risk of splash.
- Gloves and gowns should be removed
carefully to avoid contamination of the
wearer and the surrounding area.
• Wash your hands often with soap and water
for 20 seconds.
- Always wash immediately after removing
gloves and after contact with a person who
is sick.

• Remove gloves, and wash hands right away.
Page 2 of 3

- Hand sanitizer: If soap and water are
not available and hands are not visibly
dirty, an alcohol-based hand sanitizer
that contains at least 60% alcohol may be
used. However, if hands are visibly dirty,
always wash hands with soap and water.
• Additional key times to wash
hands include:
- After blowing one’s nose, coughing,
or sneezing.
- After using the restroom.
- Before eating or preparing food.
- After contact with animals or pets.
- Before and after providing routine care
for another person who needs assistance
(e.g., a child).

Additional Considerations
for Employers

COVID-19

• Educate workers
performing cleaning, laundry,
and trash pick-up to recognize
the symptoms of COVID-19.
• Provide instructions on what to do if they
develop symptoms within 14 days after their
last possible exposure to the virus.
• Develop policies for worker protection and
provide training to all cleaning staff on site
prior to providing cleaning tasks.
- Training should include when to use PPE,
what PPE is necessary, how to properly don
(put on), use, and doff (take off) PPE, and
how to properly dispose of PPE.
• Ensure workers are trained on the hazards of
the cleaning chemicals used in the workplace in
accordance with OSHA’s Hazard Communication
standard (29 CFR 1910.1200).
• Comply with OSHA’s standards on Bloodborne
Pathogens (29 CFR 1910.1030), including proper
disposal of regulated waste, and PPE (29 CFR
1910.132).

For facilities that house people overnight:
• Follow CDC’s guidance for colleges and universities. Work with state and local health officials to
determine the best way to isolate people who are sick and if temporary housing is needed.
• For guidance on cleaning and disinfecting the bedroom/bathroom for someone who is sick, review CDC’s
guidance on disinfecting your home if someone is sick.

Page 3 of 3

Appendix F – PPE Donning and Doffing Instructions
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How to Safely Wear and Take Off a Cloth Face Covering
Accessible: https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html

WEAR YOUR FACE COVERING CORRECTLY
•
•
•
•
•

Wash your hands before putting on your face covering
Put it over your nose and mouth and secure it under your chin
Try to fit it snugly against the sides of your face
Make sure you can breathe easily
Do not place a mask on a child younger than 2

LO
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USE THE FACE COVERING TO HELP PROTECT OTHERS
• Wear a face covering to help protect others in case you’re infected 			
but don’t have symptoms
• Keep the covering on your face the entire time you’re in public
• Don’t put the covering around your neck or up on your forehead
• Don’t touch the face covering, and, if you do, clean your hands

C

FOLLOW EVERYDAY HEALTH HABITS

PHARMACY

• Stay at least 6 feet away from others
• Avoid contact with people who are sick
• Wash your hands often, with soap and water, for at least
20 seconds each time
• Use hand sanitizer if soap and water are not available

TAKE OFF YOUR CLOTH FACE COVERING CAREFULLY,
WHEN YOU’RE HOME
•
•
•
•
•

Untie the strings behind your head or stretch the ear loops
Handle only by the ear loops or ties
Fold outside corners together
Place covering in the washing machine
Wash your hands with soap and water

Cloth face coverings are not surgical masks or N-95 respirators, both of which should be saved for
health care workers and other medical first responders.

For instructions on making
a cloth face covering, see:
CS 316488A 05/27/2020

cdc.gov/coronavirus

How to Remove Gloves
To protect yourself, use the following steps to take off gloves

1

2

Grasp the outside of one glove at the wrist.
Do not touch your bare skin.

3

Peel the glove away from your body,
pulling it inside out.

4

Hold the glove you just removed in
your gloved hand.

5

Peel off the second glove by putting your fingers
inside the glove at the top of your wrist.

6

Turn the second glove inside out while pulling
it away from your body, leaving the first glove
inside the second.

Dispose of the gloves safely. Do not reuse the gloves.

7

Clean your hands immediately after removing gloves.

Adapted from Workers’ Compensation Board of B.C.

CS 254759-A

SEQUENCE FOR PUTTING ON 
PERSONAL PROTECTIVE EQUIPMENT (PPE)
The type of PPE used will vary based on the level of precautions required, such as standard and contact, droplet or
airborne infection isolation precautions. The procedure for putting on and removing PPE should be tailored to the specific
type of PPE.

1. GOWN
• Fully cover torso from neck to knees, arms
to end of wrists, and wrap around the back
• Fasten in back of neck and waist

2. MASK OR RESPIRATOR
• Secure ties or elastic bands at middle
of head and neck
• Fit flexible band to nose bridge
• Fit snug to face and below chin
• Fit-check respirator

3. GOGGLES OR FACE SHIELD
• Place over face and eyes and adjust to fit

4. GLOVES
• Extend to cover wrist of isolation gown

USE SAFE WORK PRACTICES TO PROTECT YOURSELF
AND LIMIT THE SPREAD OF CONTAMINATION
• Keep hands away from face
• Limit surfaces touched
• Change gloves when torn or heavily contaminated
• Perform hand hygiene
CS250672-E

HOW TO SAFELY REMOVE PERSONAL PROTECTIVE EQUIPMENT (PPE)
EXAMPLE 1
There are a variety of ways to safely remove PPE without contaminating your clothing, skin, or mucous membranes with
potentially infectious materials. Here is one example. Remove all PPE before exiting the patient room except a respirator, if
worn. Remove the respirator after leaving the patient room and closing the door. Remove PPE in the following sequence:

1. GLOVES
• Outside of gloves are contaminated!
• If your hands get contaminated during glove removal, immediately
wash your hands or use an alcohol-based hand sanitizer
• Using a gloved hand, grasp the palm area of the other gloved hand
and peel off first glove
• Hold removed glove in gloved hand
• Slide fingers of ungloved hand under remaining glove at wrist and
peel off second glove over first glove
• Discard gloves in a waste container

2. GOGGLES OR FACE SHIELD
• Outside of goggles or face shield are contaminated!
• If your hands get contaminated during goggle or face shield removal,
immediately wash your hands or use an alcohol-based hand sanitizer
• Remove goggles or face shield from the back by lifting head band or
ear pieces
• If the item is reusable, place in designated receptacle for
reprocessing. Otherwise, discard in a waste container

3. GOWN
• Gown front and sleeves are contaminated!
• If your hands get contaminated during gown removal, immediately
wash your hands or use an alcohol-based hand sanitizer
• Unfasten gown ties, taking care that sleeves don’t contact your body
when reaching for ties
• Pull gown away from neck and shoulders, touching inside of gown only
• Turn gown inside out
• Fold or roll into a bundle and discard in a waste container

4. MASK OR RESPIRATOR
• Front of mask/respirator is contaminated  — DO NOT TOUCH!
• If your hands get contaminated during mask/respirator removal,
immediately wash your hands or use an alcohol-based hand sanitizer
• Grasp bottom ties or elastics of the mask/respirator, then the ones at
the top, and remove without touching the front
• Discard in a waste container

5. WASH HANDS OR USE AN
ALCOHOL-BASED HAND SANITIZER
IMMEDIATELY AFTER REMOVING
ALL PPE 

OR

PERFORM HAND HYGIENE BETWEEN STEPS IF HANDS
BECOME CONTAMINATED AND IMMEDIATELY AFTER
REMOVING ALL PPE
CS250672-E

HOW TO SAFELY REMOVE PERSONAL PROTECTIVE EQUIPMENT (PPE)
EXAMPLE 2
Here is another way to safely remove PPE without contaminating your clothing, skin, or mucous membranes with potentially
infectious materials. Remove all PPE before exiting the patient room except a respirator, if worn. Remove the respirator after
leaving the patient room and closing the door. Remove PPE in the following sequence:

1. GOWN AND GLOVES
• Gown front and sleeves and the outside of gloves are
contaminated!
• If your hands get contaminated during gown or glove removal,
immediately wash your hands or use an alcohol-based hand
sanitizer
• Grasp the gown in the front and pull away from your body so
that the ties break, touching outside of gown only with gloved
hands
• While removing the gown, fold or roll the gown inside-out into
a bundle
• As you are removing the gown, peel off your gloves  at the
same time, only touching the inside of the gloves and gown
with your bare hands. Place the gown and gloves into a waste
container

A

B

C

D

E

2. GOGGLES OR FACE SHIELD
• Outside of goggles or face shield are contaminated!
• If your hands get contaminated during goggle or face shield removal,
immediately wash your hands or use an alcohol-based hand sanitizer
• Remove goggles or face shield from the back by lifting head band and
without touching the front of the goggles or face shield
• If the item is reusable, place in designated receptacle for
reprocessing. Otherwise, discard in a waste container

3. MASK OR RESPIRATOR
• Front of mask/respirator is contaminated  — DO NOT TOUCH!
• If your hands get contaminated during mask/respirator removal,
immediately wash your hands or use an alcohol-based hand sanitizer
• Grasp bottom ties or elastics of the mask/respirator, then the ones at
the top, and remove without touching the front
• Discard in a waste container

4. WASH HANDS OR USE AN
ALCOHOL-BASED HAND SANITIZER
IMMEDIATELY AFTER REMOVING
ALL PPE 

OR

PERFORM HAND HYGIENE BETWEEN STEPS IF HANDS
BECOME CONTAMINATED AND IMMEDIATELY AFTER
REMOVING ALL PPE
CS250672-E

Appendix G – City Contacts
Emergency

*Amendment

911

Assessor

734-675-6810

Building Department

734-675-8251

City Administrator

734-675-6500

Clerk

734-675-8600

Controller

734-675-6510

DPW

734-675-8470

Emergency Management

734-777-6670

Engineering

734-675-8251

Fire

734-676-1314

Human Resources

734-675-8585

Library

734-676-9777

Parks & Rec

734-675-7300

Police

734-676-7095

Treasurer

734-675-6510

Westfield Center

734-675-0063

WWTP

34-676-0646
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Appendix H – Amendments

H-1 – June 10, 2020
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CITY OF TRENTO N

ALL CITY EMPLOYEES

FROM:

JOHN LAUB, HUMAN RESOURCES DIRECTOR

RE:

COVID-19 PREPAREDNESS PLAN AMENDMENT

MAYORPRO-TEM
RICHARD BENEDETTI
CI1Y COUNCIL
TIMBER BAUN-CROOKS
SCOTT CABAUATAN
WILLIAM D. LEFEVRE
WENDY PATE
NELSON J. PERUGI

HUMAN RESOURCES DEPARTMENT
2800 THIRD STREET
TRENTON, MICHIGAN 48183

To:

MAYOR
STEVEN RZEPPA

THE FOLLOWING UPDATES TO THE CITY OF TRENTON COVID-19 PREPAREDNESS AND RESPONSE PLAN WILL TAKE
PLACE EFFECTIVE IMMEDIATELY:

ADD: SECTION: PURPOSE (PAGE 2)
"IN THE EVENT THERE IS A CONFLICT BETWEEN THIS DOCUMENT AND A COLLECTIVE BARGAINING
AGREEMENT, THE COLLECTIVE BARGAINING AGREEMENT SHALL PREVAIL."

CHANGE: SECTION: EXPOSURE CLASSIFICATION (PAGE 6)

"EMPLOYEES' "WORKER EXPOSURE" IS CLASSIFIED AS LOW TO MEDIUM RISK BY THE OCCUPA TIONAL
SAFETY AND HEALTH ADMINISTRATION'S GUIDANCE WITH RESPECT TO NON-FIRST RESPONDER PERSONNEL.
GIVEN THE LOW TO MEDIUM RISK CLASSIFICATION, THE CITY PROVIDES THE FOLLOWING CONTROLS IN
ADDITION TO THE CONTROLS OUTLINED IN THIS DOCUMENT: INSTALLING PHYSICAL BARRIERS WHERE FEASIBLE,
LIMITING EXPOSURE TO THE GENERAL PUBLIC, AND MINIMIZING FACE-TO-FACE CONTACT."

ADD: SECTION: EXPOSURE CLASSIFICATION (PAGE 6)
"EMPLOYEES' "WORKER EXPOSURE" IS CLASSIFIED AS HIGH RISK BY THE OCCUPATIONAL SAFETY AND
HEALTH ADMINISTRATION'S GUIDANCE WITH RESPECT TO FIRST RESPONDER PERSONNEL.
GIVEN THE HIGH RISK CLASSIFICATION, THE CITY PROVIDES THE FOLLOWING CONTROLS IN ADDITION TO
THE ABOVE LOW TO MEDIUM RISK CONTROLS AND CONTROLS OUTLINED WITHIN THIS DOCUMENT: OFFERING
APPROPRIATE PERSONAL PROTECTIVE EQUIPMENT AND COMPLYING WITH ALL INFECTIOUS-DISEASE REQUIREMENTS
RECOMMENDED FOR FIRST RESPONDER PERSONNEL."

JOHNW.LAUB
HUMAN RESOURCES DIRECTOR
JLAUB@TRENTON-MLCOM

PHONE: (734) 675 - 8585

FAX: (734) 675-4088

JENNIFER JEZEWSKI
HUMAN RESOURCES ASSIST ANT
JJEZEWSKI@TRENTON-Ml.COM

