City of East Grand Rapids COVID-19 Preparedness Response Plan and Policies
Effective Date: April 6, 2020, Updated-Version December 8, 2020
**Current Status EGR level 3**

Introduction: This policy establishes the City of East Grand Rapids response activities and operations based
upon Federal, State of Michigan, and Kent County laws, orders, and recommendations regarding COVID-19.
The COVID-19 pandemic situation continues to evolve which requires frequent adaptability; therefore, the
City of East Grand Rapids COVID-19 Policy will be updated to reflect changes as needed going forward.
Part 1: Level of COVID-19 Conditions and Responses
Level 4: Federal, State of Michigan, or local government declares a public health emergency order requiring
quarantine, isolation, shelter in place, or stay at home restrictions. City facilities are closed except for
essential functions.
Level 3: Federal, State of Michigan, and/or Kent County official orders are in force closing or limiting events,
meetings, certain public, and private-sector operations. Orders are supplemented by best practice
recommendations from all levels of government, from the Federal government, State government and local
Kent County Health Department. Impacted City operations will cease operations and facilities related to
orders will be closed to direct public access until orders or recommendations have cleared or been met.
Level 2: Federal, State of Michigan, and/or Kent County official orders are issued that relax Level 3 and Level
4 restrictions. Orders continue to be supplemented by best practices recommendations from all levels of
government, from the Federal government, State government and local Kent County Health Department.
City facilities are open to limited public interaction.
Level 1: All Clear. Return to normal operations per Federal, State and local Kent County Health Department
directives.
MI Safe Start Plan link:
https://www.michigan.gov/documents/whitmer/MI_SAFE_START_PLAN_689875_7.pdf
(Subject to MDHHS/MIOSHA or legislative changes with respect former Executive Orders)
Part 2: General COVID-19 Policy Directives
•
•

The City of East Grand Rapids will ensure the continuity of essential public services, as defined in this
policy as essential functions.
The City of East Grand Rapids will ensure continuity of payroll, revenue, and expense functions.
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•
•

The City of East Grand Rapids will pay its employees and provide employment benefits, based on the
procedures noted in Part 4 of this policy.
The City of East Grand Rapids policy directives are derived from the CDC, MDHHS/State of Michigan
and KCHD.
o https://www.cdc.gov/
o https://www.michigan.gov/mdhhs/
o https://www.accesskent.com/Health/

Direct link to current COVID-19 Public Health Orders:
•
•

KCHD: https://www.accesskent.com/Health/covid-19-public-orders.htm
State of Michigan:

MDHHS Orders:
https://www.michigan.gov/coronavirus/0,9753,7-406-98178_98455-533660--,00.html
MIOSHA Rules:
https://www.michigan.gov/documents/leo/Final_MIOSHA_Rules_705164_7.pdf
Part 3: List of COVID-19 Essential Functions and Staffing-Operations Continuity
In a Level 4 situation, all City of East Grand Rapids services and functions will cease, except for the following,
which have been defined as essential operations or functions:
•
•
•
•
•
•
•
•
•
•

Public Safety
Public Works
City Manager
City Clerk
Finance / Accounting / Treasury
Human Resources / Payroll
Elections
Information Technology
Engineering
Grounds Maintenance

The Department Directors will maintain a list of essential staff and their functions to ensure the completion
of those tasks including operations at decreased staffing levels for operational continuity. Human Resources
will keep a master list of the essential functions and the staff members who perform those tasks.

Part 4: Continuation of Wages and Benefits due to COVID-19
It is important for the City to continue to provide wages and benefits to the greatest extent possible to
employees within the context of applicable Federal and State laws and local policies that are evolving and
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adapting around the COVID-19 pandemic. While this policy is in effect, all other qualified leaves of absences
will apply.
Scheduled Time: The City of East Grand Rapids will continue to pay its permanent full-time and part-time
employees for their regular work that is assigned and completed whether on-site as indicated in Part 3 or
remotely as defined below.
Unscheduled Time: Unscheduled time is defined as certain on-site functions that have been deemed as nonessential and have been limited or reduced as defined in Part 3. To supplement any unscheduled time,
employees may utilize any leave balances they have available. In addition, the City will provide up to 80
hours of additional sick leave, through use of a negative sick leave bank accrual (see below for more
information). This option is available under EGR levels 4 and 3.
If employees do not want to utilize their leave balances, employees whose hours have been reduced or
eliminated due to being deemed nonessential as a direct result of Federal, State or local Kent County Health
Department orders or directives may be eligible for unemployment. Employees may apply online by going
to: www.michigan.gov/uia and sign into MILogin to access or create an account. Per the State of Michigan,
claims must be filed within 28 days of the furlough, layoff or the reduction in hours. The unemployment office
may be contacted by phone at (866) 500-0017.
Any full-time employees electing unemployment due to furlough or a reduction in hours will maintain their
benefits if they make timely arrangements to continue the required employee contributions toward their
coverage with Human Resources.
The federal Coronavirus Aid, Relief and Economic Security Act (CARES Act) provides for additional relief.
Benefits are available for individuals who are unemployed, partially unemployed or unable to work due to
COVID-19 and provides an additional amount in unemployment benefits on top of benefits available under
other federal or state programs, for four months.
For more information please visit: https://www.dol.gov/
Missed Time: Subject to prior approval from Human Resources and in accordance with the Families First
Coronavirus Response Act (FFCRA), employees may qualify for a supplemental leave bank for missed
scheduled time due to COVID-19 for the following reasons:
1.
2.
3.
4.
5.

They are subject to a Federal, State, or local quarantine or isolation order related to COVID-19
They have been advised by a health care provider to self-quarantine related to COVID-19
They are experiencing COVID-19 symptoms and is seeking a medical diagnosis
They are caring for an individual subject to an order described in (1) or self-quarantine as described in (2)
They are caring for a child whose school or place of care is closed (or childcare provider is unavailable) for
reasons related to COVID-19
6. They are experiencing any other substantially similar condition specified by the Secretary of Health and
Human Services, in consultation with the Secretaries of Labor and Treasury.
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Information specific the FFCRA is available at: Families First Coronavirus Response Act: Employer Paid Leave
Requirements | U.S. Department of Labor (dol.gov)
When requesting paid sick leave or expanded family and medical leave, employees must provide the
following information in writing to Human Resources directly:
•
•
•
•

Your name;
The date(s) for which you request leave;
The reason for leave; and
A statement that you are unable to work because of the above reason.

If you request leave to self-quarantine based on the advice of a health care provider or to care for an
individual who is self-quarantining based on such advice, you must provide the name of the health care
provider who gave advice.
If you request leave to care for your child whose school or place of care is closed, or childcare provider is
unavailable, you must also provide:
•
•
•

The name of your child;
The name of the school, place of care, or childcare provider that has closed or become unavailable;
and
A statement that no other suitable person is available to care for your child.

Negative Leave Balance Option: The City will provide up to 80 hours of additional sick leave, through use of
a negative sick leave bank accrual. Employees will be required to accrue the time back. In the event of an
employment separation, the City of East Grand Rapids may reduce the employee’s final paycheck to recover
any remaining negative accrual balance. The negative sick leave bank accrual will be available for use by
employees through December 31, 2020, in accordance with the FFCRA expiration. Eligible employees have
access to this leave balance option under EGR levels 4 and 3.
Workers Compensation for First Responders: The State of Michigan, through the Department of Labor and
Economic Opportunity, filed emergency rules that were subsequently approved by the Governor on March
18, 2020, for six months to provide for workers compensation for certain first responders, health care
workers, etc. Please contact Human Resources if you think you qualify. Additional information is available
at: https://www.michigan.gov/leo/
Part 5: Leave due to COVID-19
Effective March 24, 2020, employees may miss work subject to approval of Human Resources for the
following reasons:
1. They are subject to a Federal, State, or local quarantine or isolation order related to COVID-19
2. They have been advised by a health care provider to self-quarantine related to COVID-19
3. They are experiencing symptoms of COVID-19 and are seeking a medical diagnosis. If the employee is
experiencing COVID-19 symptoms. Please reference the information below for further information.
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4. They have been diagnosed with COVID-19. If the employee has been diagnosed with COVID-19. Please
reference the information below for further information.
5. They need to care for an individual who is subject to a quarantine order. If the employee has possibly
been exposed to COVID-19. Please reference the information below for further information.
6. They need to care for a son or daughter under 18 years of age because their child’s school or place of
care is closed.
7. They are experiencing any other substantially similar condition specified by the Secretary of Health and
Human Services, in consultation with the Secretaries of Labor and Treasury.

Key indicators that you have been exposed:
1. You live in the same houseold as a person with COVID-19
2. You have had direct physical contact with a COVID-19 case(shook hands or were coughed or sneezed upon by an
infection person)
3. You have spent at least 15 minutes within six feet of a person with COVID-19
*Please see Attachments A or B with respect to the exposure risk assessment, Attachment F with respect to
Quarantine guidelines for close contacts who are not ill and Attachment G for Self-Isolation for those experiencing
symptoms from the Kent County Health Department.
For determining isolation and quarantine please reference the Kent County Health Department Quarantine and
Isolation Calculator: Kent County, Michigan (accesskent.com)
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*Please see Attachments A or B with respect to the exposure risk assessment, Attachment F with respect to
Quarantine guidelines for close contacts who are not ill and Attachment G for Self-Isolation for those experiencing
symptoms from the Kent County Health Department.
For determining isolation and quarantine please reference the Kent County Health Department Quarantine and
Isolation Calculator: Kent County, Michigan (accesskent.com)

In the event that an employee tests positive for COVID-19, The City will:
1. Notify all employees/individuals who may have come into close contact with the individual who
entered/worked in a particular building/ building who tested positive for COVID-19 in accordance with
Attachment D. The City cannot disclose the identity of the individual who tested positive, per HIPAA. This
also applies to all staff members. The City may disclose the location where the individual worked or
visited.
2. Contact tracing will be completed by Department Directors, their designees, and Human Resources in
accordance with Appendix E from the Kent County Health Department if applicable.
3. Ensure that the entire workspace is thoroughly cleaned and sanitized. If necessary, the workspace area
will be closed and/or restricted until necessary cleaning has been completed. The City has provided each
department workspace area with disinfecting foggers as well as sanitizing solutions and wipes and other
disinfecting means. Please see your Department Director for additional information.
4. Communicate with employees that the workspace area has been cleaned and sanitized so employees can
return to the workspace.
5. Employees concerned about potential workplace exposure are encouraged to contact the Kent County
Health Department and follow the procedures outlined above. Unless directed otherwise by the City or
the Kent County Health Department, employees are expected to report to work as scheduled.
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Subject to direction from the federal, state, and local directives, the City will instruct the employee who
tested positive for COVID-19 to leave the workplace immediately. In the event that an ill employee is not
able to leave the workplace, the employee will be moved to a safe location and in isolation from other
employees. In addition, the employee will be instruction to wear a face mask.
Human Resources will be available by phone at (616) 949-2110 and email at HR@eastgr.org Monday through
Friday 8:00 am - 5:00 pm. If Human Resources is not available, Human Resources will contact the employee
the following business day.
Any permanent full-time or part-time employee who is approved for leave must track and submit their hours
to their Department Director for each payroll period. The timesheet should clearly state the number of hours
or days away from work and the reason for their absence and leave bank.
While on leave, employees will be required to update Human Resources on their status and their ability to
return to work by email at HR@eastgr.org. The frequency will be based upon the timelines set by the Kent
County Health Department. Human Resources will follow up with the employee's Department Director and
the City Manager.
For additional information please view Attachment D and the KCHD COVID-19 FAQ:
https://www.accesskent.com/Health/covid-19-faq.htm

Part 6: Remote Work
During level 4 and 3 responses it may be necessary to have certain staff equipped to work from home
depending on their function and/or as required by State Orders.
Department Directors may send a list to the City Manager and the Human Resources clearly stating which
employees are equipped for remote working. Final approvals will be made by the City Manager, who may
direct the Information Technology Specialist to provide the necessary equipment to allow remote work via
computer, and/or phone.
Any permanent full-time or part-time employee who is granted remote work must still track and submit their
hours to their Department Director. The timesheet should clearly state the number of hours or days
scheduled for remote work and a list of tasks completed in the notes section. Any time not actually worked
while scheduled for remote working will need to be charged to leave banks.
See Attachment H.
Part 7: Workplace Health Screening
Effective April 23, 2020 all employees or contractors reporting to work at City facilities will be asked to
complete a Coronavirus Disease (COVID-19) Workplace Health Screening (see Attachment C).
The purpose of the screening is to protect the health and safety of employees in the workplace.
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Screening forms will be made available to each department. Screening forms for contractors and visitors will
be posted or made available at entry points into workspace areas and submitted regularly by Department
Directors or their designees to Human Resources.

Part 8: City Facilities Open to the Public-Plan-Procedures for Staff
1. Department Directors or their designee(s) are designated COVID-19 coordinators to implement and
monitor COVID-19 control strategies within this policy and applicable State or Federal policies, orders
and guidelines.
2. Workplace infection control and PPE educational training videos:
•
•
•
•

CDC handwashing: https://www.cdc.gov/handwashing/videos.html
CDC Proper use of Personal Protective Equipment (PPE) Text, PDF’s and training video is at the
bottom-scroll down: https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
CDC social distancing: https://www.youtube.com/watch?v=GDDDz89EhSU
MIOSHA Workplace Training: https://www.michigan.gov/leo/0,5863,7-336-100207---,00.html

3. General Guidance for Access, Use and Disposal of PPE:
A. The employee will wear the appropriate PPE when handling contaminated items or touching
contaminated surfaces.
B. Replace gloves if torn, punctured, contaminated, or if their ability to function as a barrier is
compromised.
C. Wear appropriate face protection when splashes, sprays, spatters, etc. pose a hazard to the
eyes, nose or mouth.
D. Remove PPE after it is in contact with contaminated surfaces, and before leaving the work
area.
1. If entering a home or building, determine if an external trash can is present at the
home/building or if one can be left outside for the disposal of PPE. PPE should be
ideally removed outside of the building and discarded by placing in external trash
before departing the location.
2. If possible, PPE should not be taken from the location in a City vehicle.
3. If no other means of disposal is available on-site, place used PPE in a plastic garbage
bag, seal it, and transport outside of the vehicle’s passenger cabin (truck bed or
trunk).
E. Remove immediately (or as soon as possible) any garment potentially contaminated in such
a way to avoid contact with the outer surfaces. Dispose of before leaving the work area as
noted above.
F. Wash hands immediately after removal of gloves or other PPE.
G. For additional information or guidance employees should contact their supervisor.
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The City has provided all City staff members with multiple cloth masks, a reusable silicon mask with N95
comparable filters (including MERV 13 fabric). Additional stocked supplies of PPE are readily available for
all employees within each department at the direction and care of each department head or their designee.
Additional PPE that is available consists of N95 masks, KN95 non-surgical masks, respirators, non-surgical
single use masks, face shields and gloves. PPE for Public Safety must be worn in conjunction with internal
department policy. Any other employees who have to make entry into resident homes or who are working
directly with the public must wear masks and gloves.

4. Social distancing. Employees and visitors should adhere to CDC recommended social distancing of
six feet or more from one another to the extent this is possible. Ground markers, signs and barriers
are deployed throughout all City facilities. Employees in the department of public safety are on shifts
along with staggered shifts in public works to mitigate large number of employees entering facilities
at the same time. Employees are required to stagger lunches for use of breakrooms and encouraged
to utilize available outdoor areas for breaks and meals.

5. Workplace health screenings. Health screenings are in place under Part 7 of this policy.
6. Face coverings/mask use. The City has provided all employees with face coverings and masks. Face
coverings and masks must be worn in accordance with MIOSHA Emergency Rules filed with the
Secretary of State on October 14, 2020
Link: https://www.michigan.gov/documents/leo/Final_MIOSHA_Rules_705164_7.pdf
Pasted excerpt from MIOSHA order that must be adhered to:
•
•

•

The employer shall provide non-medical grade face coverings to their employees at no cost to the
employee (provided by the City of EGR).
The employer shall require face coverings to be worn when employees cannot consistently maintain
6 feet of separation from other individuals in the workplace and consider face shields when employees
cannot consistently maintain 3 feet of separation from other individuals in the workplace (face shields
have been provided to each department-see your Department Director. This explicitly means PPE must
be used in City vehicles when one or more individuals are in a vehicle).
The employer shall require face coverings in shared spaces, including during in-person meetings and
in restrooms and hallways.

7. Increased facility cleaning and disinfecting. The City has implemented increased cleaning and
disinfecting of facilities. Facilities have all high touch surfaces (doorknobs/handles, counters, light
switch plates, railings, etc.) cleaned by maintenance staff and each evening by contractors in
conjunction with regular cleaning procedures. Additionally, each department and department areas
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have been provided with an immediate/proximate supply of sanitizing wipes and disinfectant
products that are routinely replenished. Each department and department area has also been
provided with disinfectant fogging equipment and solution to ensure employees are able to keep
working areas, vehicles, tools and equipment cleaned, sanitized and disinfected, which is
recommended at least two times per day. The City also has the HVAC programmed to increase air
circulation as well as increased changing of air filters and portable air scrubber units to exceed CDC
standards. Please see your department director for additional information on location or training
related to products.
8. Hand washing Hygiene. The City has provided hand sanitizer to all employees. Additional
replenishing supply is located at each department or department area. Hand sanitizing stations are
available in each public lobby/entryway for the public. Soap dispensers are located in each restroom
facility for hand washing. Soap supplies are checked daily.
9. Public access/conducting business. The public will have access to lobby areas. The City encourages
business and transactions via online services, drop boxes, virtual meetings, phones and e-mail.
Furniture has been removed from lobby areas to encourage the public that must conduct business to
come into facilities, conduct business and leave. If employees must meet with the general public,
contractors or vendors Part 7 applies. Meeting spaces should be in public lobbies, outdoors or rooms
where social distancing of more than six feet and general segregation from other employees is
possible and in accordance with MDHHS Emergency Orders. Signs from the CDC are posted at
entryways provide a health questionnaire requiring the general public to not enter facilities if they
have symptoms. Signs are also placed at entryways noting the requirement for the public entering to
wear a face covering or mask. Each office area has single use disposable masks that can be offered.
If a member of the public enters without wearing a mask, because facilities are public they will not
be removed. Employees should only interact from protected enclosure areas or with PPE and any
transactional items like pens, etc. should be sanitized after each use.
10. Employee Restrooms. Employees have access to a private restroom in the Parks and Recreation
Department (request key from the Parks and Recreation counter) or additional non-public restrooms
within the Department of Public Safety (provided appropriate background check/finger printing has
been completed).
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11. Levels of Exposure Risk and Selecting Personal Protective Equipment (PPE)
1. Jobs with a lower risk of exposure
a. These are jobs that do not require contact with people known or suspected to be infected
with COVID-19, and do not experience extended close contact (within six feet) with the
general public and/or other co-workers.
b. For workers in this classification, additional PPE is not generally mandated, but may be
required if:
i. Additional PPE is ordinarily required for completion of job tasks
ii. An employee is working within six feet of other people
1. In such cases, an employee should wear a mask.
iii. An employee is cleaning or in contact with surfaces that could potentially
be contaminated
1. In such cases, an employee should wear latex or nitrile gloves.
c. There may be additional cases where risk of exposure exists. In such cases, an employee
should work with their supervisor to determine the level of risk and reasonable protective
measures.
2. Jobs with a moderate risk of exposure
a. These are jobs that may not require contact with people known or suspected to be
infected with COVID-19, but do require frequent and/or extended close contact
(within six feet) with the general public and/or other co-workers.
b. For workers in this classification, certain PPE may be required based on the
circumstances of the working environment.
i. If the employee is in close proximity with others (for example, inside a home
or business for repair or inspection), KN95 are available and if needed,
respirators.
ii. If the employee is in close proximity with others who may have been
exposed or infected with COVID-19, additional protective measures should
be taken, including latex or nitrile gloves and safety glasses.
c. In the rare circumstance that workers at moderate risk require a respirator to
conduct their work, please refer to the PPE section of OSHA’s “Guidance on
Preparing Workplaces for COVID-19” (OSHA 3990-03 2020).
3. Jobs with a high/very high risk of exposure
a. In the City of East Grand Rapids these jobs will not be performed by employees
outside of the Public Safety.
b. Use of PPE by these departments will be regulated by departmental policy or other
governing protocols (e.g. CDC, KCEMS, Kent County Health Department, etc.).
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Part 9: Staff Communications and Updates
All Department Directors will compile and store phone numbers and personal emails for all departmental
staff members. Any emergency communications for staff will be transmitted via the aforementioned
channels. The City Manager will contact Department Heads to provide notice of emergency operations based
on the Level of COVID-19 conditions and responses and will announce the need for emergency
communications with the staff.
COVID-19 case updates are available from the KCHD by visiting the COVID-19 dashboard at:
https://www.accesskent.com/Health/covid-19-data.htm
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