City of Trenton
COVID-19 PREPAREDNESS AND RESPONSE PLAN
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Purpose
The following COVID-19 preparedness and response plan has been established for the City of Trenton in
accordance with MIOSHA Emergency Rules for Coronavirus disease 2019 (COVID-19). The purpose of this
plan is to minimize or eliminate employee exposure to SARS-CoV-2.
The City aims to protect its workforce by enacting all appropriate prevention efforts feasible. 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.
The plan will be made readily available to our employees and their representatives. The plan is available
on the City website at www.trentonmi.org. Copies are available upon request. The Plan is subject to
change at any time and without prior notice.
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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Health Surveillance
The City of Trenton will conduct a daily self-screening protocol for all employees and contractors entering
the workplace, including, at a minimum, a questionnaire covering symptoms and suspected or confirmed
exposure to people with possible COVID-19, together with, if possible, a temperature screening. Each
worksite will have a designated person responsible for ensuring that all required health surveillance
provisions are performed.
As workers enter the place of employment at the start of each work shift, the City will have employees
self-screen for COVID-19. The City will have employees complete a questionnaire covering the signs and
symptoms of COVID-19 and their exposure to people with suspected or confirmed COVID-19. When
obtainable, a no-touch thermometer will be used for temperature screening of employees.
Employees have been directed to promptly report any signs and symptoms of COVID-19 to their
Department Head or direct supervisor before and during the work shift.
The City of Trenton will physically isolate any employees with known or suspected COVID-19 from the
remainder of the workforce, using measures such as, but are not limited to:
-

Not allowing known or suspected cases to report to or remain at their work locations.
Sending known or suspected cases to a location (for example, home) where they are selfisolating during their illness.
Assigning known or suspected cases to work alone at the location where they are self-isolating
during their illness.

The City of Trenton will not discharge, discipline, or otherwise retaliate against employees who stay at
home or who leave work when they are at particular risk of infecting others with COVID-19.
When an employee is identified with a confirmed case of COVID-19, the department head or
Administration will notify the local public health department immediately, and any co-workers,
contractors, or suppliers who have come into close-contact with the person who is the confirmed case of
COVID-19, within 24 hours. When notifying coworkers, contractors, and suppliers, the City will not reveal
the name or identity of the confirmed case.
The City will allow employees with a confirmed or suspected case of COVID-19 to return to the workplace
only after they are no longer infectious according to the latest guidelines from the Center for Disease
Control (CDC) or state/local health department.
Visitors to buildings should be screened in accordance with CDC, State, and/or local health department
requirements.
“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.
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Exposure Classification
MIOSHA updates on May 24, 2021 no longer require exposure classifications for employees.

Engineering Controls
The City of Trenton has implemented feasible engineering controls to minimize or eliminate employee
exposure to SARS-CoV-2. Engineering controls involve isolating employees from work-related hazards
using ventilation and other engineered solutions. In workplaces where they are appropriate, these types
of controls reduce exposure to hazards without relying on worker behavior and can be the most costeffective solution to implement. These include, but are not limited to, installing physical barriers between
coworkers or between workers and customers, increasing the amount of ventilation in the building, or
increasing the amount of fresh outdoor air that is introduced into the building.

COVID-19 Vaccine
The City does not intend to mandate employees receive the COVID-19 vaccine. However, if an employee
wishes to obtain a vaccine they may contact their physician, pharmacy, or go to www.vaccines.gov to
learn more about the vaccine or to find a location to obtain one.
Individuals are considered “fully vaccinated”, at a minimum, two-weeks after they have received the
second dose of the Pfizer or Moderna vaccine, or two-weeks after receiving the one dose Johnson &
Johnson vaccine.

Administrative Controls
Sick Leave
Employees are permitted to take sick leave in accordance with their collective bargaining agreement, or
sick leave entitlements provided by the City through extension of the FFCRA and FFCRA Opt-Out Extension
for full-time employees only. Limited circumstances may qualify for workers compensation benefits.

Remote Work / Alternative Work Schedule
The primary function of the operations of the City of Trenton is to service the public. Limited remote work
and/or alternative work schedules may be permitted for the following employees: 1) Administrative staff
working in high-risk locations; 2) Employees who may be under a quarantine order whose job functions
are not able to be temporarily disbursed to other staff within a department.

Social Distancing and Personal Protective Equipment (PPE)
When possible, supervisors will direct employees to perform their work in such a way so as to avoid
coming within six feet of other individuals. The City will provide employees with, at a minimum, nonmedical grade face coverings, as well as appropriate personal protective equipment (“PPE”) (e.g., gloves,
goggles, face shields, face masks). Unless a person is fully vaccinated, masks must be worn by when in
shared spaces (e.g., in-person 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 may 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 resources 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 discouraged unless necessary to perform essential job functions.
Human Resources may ask an employee to provide proof of vaccination status. Acceptable
documentation may include, but is not limited to, vaccination card, pharmacy certification, or physician
certification. Documentation provided to HR should be limited to vaccination status and should not
contain any unrelated health information.
In an effort to continue to provide a safe working environment for the employees, Department heads
shall consult with the Human Resources Department and Administration should they feel there is a need
to continue to require masks in shared spaces for the employees within their respective department
regardless of vaccination status.

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.

5|Page

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.
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.

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
Unless fully vaccinated or medically unable to tolerate a mask, all visitors are required to wear a mask.
No visitors should be allowed in the workplace during a period of any stay at home orders unless they
are permitted pursuant to the most recent executive or health department order. All departments shall
be responsible for the enforcement of the workplace controls related to visitors to their respective
departments.
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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.
- If you answer “yes” to any of the four 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?

Print Name: ________________________________
Signature: _________________________________ Date: _________________________

Signature: _________________________________ Date: _________________________

Signature: _________________________________ Date: _________________________

Signature: _________________________________ Date: _________________________

Signature: _________________________________ Date: _________________________

Signature: _________________________________ Date: _________________________

Signature: _________________________________ Date: _________________________
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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.
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Appendix E – CDC Guidelines to Cleaning and Disinfecting Facilities
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Appendix F – PPE Donning and Doffing Instructions
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Appendix G – City Contacts
Emergency

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

734-676-0646
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