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MMRMA COVID-19 Preparedness and Response Plan 
 
In order to respond to the current state of emergency related to the novel coronavirus (“COVID-
19”) and to comply with relevant state and local orders related to COVID-19, Michigan Municipal 
Risk Management Authority (MMRMA) has prepared the following COVID-19 Preparedness and 
Response Plan (“Plan”).  This Plan may be updated as this situation evolves or as state or local 
orders related to COVID-19 are issued or amended. 
 
Essential Workers Necessary to Perform Critical Infrastructure Functions or Conduct 
Minimum Basic Operations 
 
Executive Order 2020-42 prohibits businesses or operations to operate a business or conduct 
operations that requires workers to leave their homes except to the extent those workers are 
necessary to sustain or protect life (i.e., critical infrastructure workers) or to conduct minimum 
basic operations. Appendix A contains a list of critical infrastructure workers as described by the 
U.S. Cybersecurity and Infrastructure Security Agency in its March 19, 2020 guidance as well as 
additional categories of such workers identified by Governor Whitmer in Executive Order 2020-
42.  Appendix A also contains the list of MMRMA Critical Infrastructure Workers.   
 
Under Executive Order 2020-42, workers who are necessary to conduct minimum basic operations 
are “those workers whose in-person presence is strictly necessary to allow the business or 
operation to maintain the value of inventory and equipment, care for animals, ensure security, 
process transactions (including payroll and employee benefits), or facilitate the ability of other 
workers to work remotely.” 
 
Only “critical infrastructure workers” or those required to conduct minimum basic operations may 
be permitted to perform in-person activities so long as any in-person work is performed 
consistently with the social distancing and mitigation measures required under any relevant 
executive order or public health order.  Workers designated as critical infrastructure workers or 
those required to conduct minimum basic operations will be informed of such designations in 
writing, if so required.   
 
Protective Safety Measures 
 
Sick Leave 
Employees are permitted to take paid leave consistent with the Families First Coronavirus 
Response Act and personal leave time as set forth in the MMRMA Employee Compensation and 
Benefits Manual.  Any onsite employee who appears to have a respiratory illness may be separated 
from other employees and sent home. 
 
Remote Work 
All employees who are not essential to operations, and whose job duties reasonably allow to them 
telework, will work remotely. 
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Employee Screening Before Entering the Workplace 
A sample Employee Entry Screening Questionnaire is attached as Appendix B.  A screening 
questionnaire should be completed by all employees before being permitted to enter the workplace 
and should comply with any required screening process required by the state or local jurisdiction 
in which the business is located.  Any individual taking employee temperatures will be required to 
wear appropriate personal protective equipment.  If an employee fails the screening process, he or 
she should be sent home until allowed to return to work under the relevant executive orders or 
public health orders, which requirements are explained in detail in the Return to Work Plan, 
attached as Appendix C. 
 
Enhanced Social Distancing 
Supervisors will direct employees to perform their work in such a way so as to reasonably avoid 
coming within 6 feet of other individuals.  Where possible, employees may be relocated or 
provided additional resources in order to avoid shared use of offices, desks, telephones, and 
tools/equipment.  The number of employees permitted in any break room or lunch room shall be 
limited to ensure social distancing restrictions can be followed.  Employees should remain in their 
assigned work area as much as possible.  Employees whose job duties regularly require them to be 
within 6 feet of members of the public will be provided with appropriate personal protective 
equipment or physical barriers commensurate with their level of risk of exposure to COVID-19. 
 
Enhanced Hygiene 
Employees are instructed to wash their hands frequently, to cover their coughs and sneezes with 
tissue, and to 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 tissues and to places to properly dispose of them.  Signs regarding proper hand washing methods 
will be posted in all restrooms.  Hand shaking is also prohibited to ensure good hand hygiene. 
 
Enhanced Cleaning and Disinfecting 
Increased cleaning and disinfecting of surfaces, equipment, and other elements of the work 
environment will be performed on a daily basis or during periods of time in which employees are 
in the MMRMA office using products containing EPA-approved disinfectants.  Employees will be 
provided with access to disposable disinfectant wipes so that any commonly used surfaces can be 
wiped down before each use.  In the event that an employee that has been in the workplace in the 
past 14 days tests positive for COVID-19, MMRMA will undertake appropriate cleaning and 
disinfecting measures based on our consultation with an infectious disease certified organization 
trained in disinfecting for COVID. These measures involve fogging of an EPA-registered 
disinfectant solution, detailed cleaning of horizontal and vertical surfaces, and direct application 
to vertical and horizontal surfaces with the same EPA-registered disinfectant solution.  
 
Visitors 
No visitors should be allowed in the workplace unless they are deemed essential to address an 
issue related to critical infrastructure functions. All visitors entering the building shall be screened 
prior to entering the building. A screening questionnaire should be utilized to decide if the visitor 
can enter the building. If a visitor presents with symptoms of COVID-19 or answers yes to any of 
the screening questions do not allow them into the building. Provide visitor handout regarding 
what to do if you might have COVID-19.  See Appendix D Visitor Screening Form. 
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Employees with Suspected or Confirmed COVID-19 Cases 
 
Suspected Cases 
 
An employee will be considered to have a Suspected Case of COVID-19 if: 
 

• They are experiencing any of the following COVID-19 symptoms:    
o Fever;  
o Shortness of breath; and/or 
o Continuous cough. 

 
• They have been exposed to a COVID-19 positive person, meaning: 

o An immediate family member has tested positive for or exhibited symptoms of 
COVID-19; or 

o In the last 14 days, the employee came in close contact with someone who has tested 
positive for COVID-19. 

 
If an employee believes that he or she qualifies as a Suspected Case (as described above), he or 
she must: 
 

• Immediately notify supervisor and/or Human Resources contact; 
• Self-quarantine for 14 days; and 
• Seek immediate medical care or advice. 

 
If an employee qualifies as a Suspected Case, then MMRMA will: 
 

• Notify all employees who may have come into close contact (being within approximately 
six feet for a prolonged period of time without PPE) with the employee in the past 14 
days (while not disclosing the identity of the employee to ensure the individual’s 
privacy); and 

• Ensure that the employee’s work area is thoroughly cleaned. 
 
Confirmed Cases 
 
An employee will be considered a Confirmed Case of COVID-19 if the employee has been 
performing in-person operations in the past 14 days and that person tested positive for COVID-
19. 
 
If an employee believes that he or she qualifies as a Confirmed Case (as described above), he or 
she must: 
 

• Immediately notify supervisor and/or Human Resources contact of his or her diagnosis; 
and 

• Remain out of the workplace until they are cleared to return to work. 
 
If an employee qualifies as a Confirmed Case, then MMRMA will: 
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• Notify all employees who may have come into close contact with the employee (being 

within approximately six feet for a prolonged period of time without PPE) in the past 14 
days (while not disclosing the identity of the employee to ensure the individual’s 
privacy);  

• Ensure that the entire workplace, or affected parts thereof (depending on employee’s 
presence in the workplace), is thoroughly cleaned and disinfected; 

• If necessary, close the work area or workplace, until all necessary cleaning and 
disinfecting is completed; and 

• Communicate with employees about the presence of a confirmed case and the 
cleaning/disinfecting plans and when the workplace will reopen.   

 
Business Continuity Plans 
 
The COVID-19 Workplace Coordinator will: (1) work with management to cross-train employees 
to perform essential functions so the workplace can operate even if key employees are absent; (2) 
identify alternate supply chains for critical goods and services in the event of disruption; and (3) 
develop an emergency communication plan to communicate important messages to employees and 
constituents. 
 
Certification by Executive Director 
 
This is to certify that I have reviewed the MMRMA COVID-19 Preparedness and Response Plan 
attached hereto and to the best of my knowledge and belief:  
 

1. It complies with Michigan Executive Order #2020-42 dated Thursday, April 9, 2020, 
Appendix G. 

2. The plan is consistent with the guidance from U. S. Department of Labor, Occupational 
Health and Safety Administration publication OSHA 3990-03-2020, Guidance on 
Preparing Workplaces for COVID -19.  

3. I have identified Cindy C. King, Director of Membership Services and Human Resources, 
as the MMRMA COVID-19 Workplace Coordinator. 

4. The plan is available on the MMRMA website, www.mmrma.org, and at the MMRMA 
office, 14001 Merriman Road, Livonia, MI where in-person operations take place during 
the COVID-19 emergency.  

 
I declare that the foregoing is true and correct.  
 
 
 
 
Michael L. Rhyner 
Executive Director 
April 15, 2020 
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APPENDIX A 
 

CRITICAL INFRASTRUCTURE WORKERS 
 

Consistent with the March 19, 2020 CISA guidance document, critical infrastructure workers include 
some workers in each of the following sectors: 
 

a. Health care and public health. 
  

b. Law enforcement, public safety, and first responders. 
  

c. Food and agriculture. 
  

d. Energy. 
  

e. Water and wastewater. 
  

f. Transportation and logistics. 
  

g. Public works. 
  

h. Communications and information technology, including news media. 
  

i. Other community-based government operations and essential functions. 
  

j. Critical manufacturing. 
  

k. Hazardous materials. 
  

l. Financial services. 
  

m. Chemical supply chains and safety. 
  

n. Defense industrial base. 
  
For purposes of Executive Order 2020-42, critical infrastructure workers also include1: 
  

a. Child care workers (including workers at disaster relief child care centers), but only to the extent 
necessary to serve the children or dependents of workers required to perform in-person work as 
permitted under this order. This category includes individuals (whether licensed or not) who have 
arranged to care for the children or dependents of such workers. 
 

 
1  Under Executive Order 2020-42, necessary government activities may continue, which includes activities 

performed by critical infrastructure workers as well as the following government activities including, but 
not limited to, public transit, trash pick-up and disposal (including recycling and composting), activities 
necessary to manage and oversee elections, operations necessary to enable transactions that support the 
work of a business’s or operation’s critical infrastructure workers, and the maintenance of safe and 
sanitary public parks so as to allow for outdoor activity permitted under Executive Order 2020-42.  In-
person government activities are subject to the same social distancing and mitigation measures proscribed 
under the executive order for businesses. 
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b. Workers at suppliers, distribution centers, or service providers, as described below. 
 
1. Any suppliers, distribution centers, or service providers whose continued operation is necessary 

to enable, support, or facilitate another business’s or operation’s critical infrastructure work 
may designate their workers as critical infrastructure workers, provided that only those workers 
whose in-person presence is necessary to enable, support, or facilitate such work may be so 
designated. 

 
2. Any suppliers, distribution centers, or service providers whose continued operation is necessary 

to enable, support, or facilitate the necessary work of suppliers, distribution centers, or service 
providers described in subprovision (1) of this subsection may designate their workers as 
critical infrastructure workers, provided that only those workers whose in-person presence is 
necessary to enable, support, or facilitate such work may be so designated. 

 
3. Consistent with the scope of work permitted under subprovision (2) of this subsection, any 

suppliers, distribution centers, or service providers further down the supply chain whose 
continued operation is necessary to enable, support, or facilitate the necessary work of other 
suppliers, distribution centers, or service providers may likewise designate their workers as 
critical infrastructure workers, provided that only those workers whose in-person presence is 
necessary to enable, support, or facilitate such work may be so designated. 

 
4. Suppliers, distribution centers, and service providers that abuse their designation authority 

under this subsection shall be subject to sanctions to the fullest extent of the law. 
 

c. Workers in the insurance industry, but only to the extent that their work cannot be done by 
telephone or remotely. 
 

d. Workers and volunteers for businesses or operations (including both religious and secular nonprofit 
organizations) that provide food, shelter, and other necessities of life for economically 
disadvantaged or otherwise needy individuals, individuals who need assistance as a result of this 
emergency, and people with disabilities. 
 

e. Workers who perform critical labor union functions, including those who administer health and 
welfare funds and those who monitor the well-being and safety of union members who are critical 
infrastructure workers, provided that any administration or monitoring should be done by telephone 
or remotely where possible. 
 

f. Workers at retail stores who sell groceries, medical supplies, and products necessary to maintain 
the safety, sanitation, and basic operation of residences, including convenience stores, pet supply 
stores, auto supplies and repair stores, hardware and home maintenance stores, and home appliance 
retailers. 
 

g. Workers at laundromats, coin laundries, and dry cleaners. 
 

h. Workers at hotels and motels, provided that the hotels or motels do not offer additional in-house 
amenities such as gyms, pools, spas, dining, entertainment facilities, meeting rooms, or like 
facilities. 

i. Workers at motor vehicle dealerships who are necessary to facilitate remote and electronic sales 
or leases, or to deliver motor vehicles to customers, provided that showrooms remain closed to in-
person traffic. 



 

                
 

_________________________________________________________________________________________________ 
Livingston County Health Department will protect, preserve, and promote the health and safety of the people of Livingston County. 

LIVINGSTON COUNTY 

Employee Self-Monitoring Protocol and Agreement  

(COVID-19) 

 
 
Under Executive Order 2020-21, temporary requirement to suspend activities that are not 
necessary to sustain or protect life, Livingston County is required to adopt policies to prevent 
workers from entering the premises if they display respiratory symptoms or have had contact 
with a person who is known or suspected to have COVID-19.  
 
All Livingston County employees and volunteers who report to work will self-monitor for 
symptoms and document this information and temperature on a daily basis. This process will be 
required through the current pandemic (COVID-19). All employees and volunteers will be 
provided with the COVID-19 self-monitoring CARE (check and record every day) booklet for 
guidance and documenting their health information.   
 
 
I have read and understand the Livingston County employee/volunteer self-monitoring 
protocol and agree to monitor my symptoms and document my temperature daily when 
reporting to work. 
 
 
 
 
_____________________________________________   ______________________ 
Signature         Date 
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If you have a medical emergency, call 911. If you develop symptoms, contact your health care provider to 

determine if you need to go for testing. Contact your provider before you leave so they can plan for your 

arrival. If you do not have a health care provider, contact LCHD. Testing sites are changing daily. 

Introduction 

 

During a time of sustained community spread of coronavirus disease 2019 (COVID-19), all 

individuals are at some risk for exposure within the community. This booklet provides important 

information about monitoring yourself and your loved ones for symptoms of COVID-19. COVID-19 is a 

respiratory illness caused by a virus that can spread from person to person.  

 

 

      All individuals are at some risk for exposure within the community. Take these steps to  

      monitor your health: 

 

      1.  Take your temperature with a thermometer two times a day and watch for cough or difficulty  

           breathing (see instructions in this booklet).  

 

      2. Practice everyday preventive actions to reduce your risk of getting or spreading illness  

          (see below). 

 

      3.  Practice social distancing by keeping your distance from others (about 6 feet or 2 meters)  

           and limit your activities in public.  

 

      4.  If you get sick with fever, cough, or trouble breathing, follow instructions on page 4.  

 

 

Your local health department may have specific instructions for you to follow that may be more 

restrictive than described above. If you are found to be a close contact of a confirmed COVID-19 

case, you will be contacted by your local health department.  

 

 

Practice Everyday Preventive Actions 
 

The Centers for Disease Control and Prevention (CDC) recommends several actions for preventing 

the spread of respiratory illnesses, like COVID-19. It is a good habit to practice everyday preventive 

actions at all times.  
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If you have a medical emergency, call 911. If you develop symptoms, contact your health care provider to 

determine if you need to go for testing. Contact your provider before you leave so they can plan for your 

arrival. If you do not have a health care provider, contact LCHD. Testing sites are changing daily. 

Check your Health and Record Every Day 

 

COVID-19 is spreading throughout our community. If you have been exposed to a person with COVID-

19, it may take between 2 to 14 days to know if you will get sick. It is important to check your health 

two times each day during this time of sustained community spread. Follow the steps below to check 

and record your health.  

 

 

Step 1:  Do health checks every morning and every night. 
 

 Take your temperature.  

 In addition to fever, be alert for any other symptoms of COVID-19, including cough or difficulty 

breathing.  

 Write your temperature and any symptoms in the log included in this booklet.  

 

 

Step 2:  If you have a fever (fever is 100.4˚F/38˚C or higher), 

cough, or trouble breathing:  
 

1. Do not go out in public. 

 

2. Call your health care provider to inform them of your symptoms – call ahead before you go to 

a doctor’s office or urgent care. If they recommend COVID-19 testing, you can call the 

Livingston County Health Department (LCHD) for up-to-date testing locations at  

             517-546-9850. 

 

3. Avoid contact with others. 

 

4. Stay home while you are sick, except to seek medical care.  

 

5. Cover your mouth and nose with a tissue or your sleeve (not your hands) when coughing or 

sneezing.  

 

6. Wash hands often with soap and water for at least 20 seconds to avoid spreading the virus 

to others.  

 

7. Wash your hands with soap and water immediately after coughing, sneezing, or blowing your 

nose. If soap and water are not available, you can use an alcohol-based hand sanitizer that 

contains 60%-95% alcohol. Always wash hands with soap and water if hands are visibly dirty.  
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If you have a medical emergency, call 911. If you develop symptoms, contact your health care provider to 

determine if you need to go for testing. Contact your provider before you leave so they can plan for your 

arrival. If you do not have a health care provider, contact LCHD. Testing sites are changing daily. 

Before you Take your Temperature 

 

 Wait 30 minutes after eating, drinking, or exercising. 

 

 Wait at least 6 hours after taking medicines that can lower your temperature, like: 

 

o Acetaminophen* (also called Tylenol) 

o Ibuprofen* 

o Asprin* 

 

*Check with your health care provider for dosage and frequency for any fever-reducing medications.  

 

How to Take your Temperature 

 

 

1. Turn the thermometer on by pressing the butting near the 

screen.  

 

 

 

 

2. Hold the tip of the thermometer under your tongue until it beeps. 

Do not bite the thermometer.  

 

 

 

 

3. Read your temperature on the screen. If your temperature is 

100.4˚F/38˚C or higher, you have a fever.  

 

 

 

 

 

4. Write your temperature on the 14-day Symptom and 

Temperature Log in this booklet.  

 

 

 

 

 

 

5. Clean your thermometer with soap and water and dry it well.  
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If you have a medical emergency, call 911. If you develop symptoms, contact your health care provider to 

determine if you need to go for testing. Contact your provider before you leave so they can plan for your 

arrival. If you do not have a health care provider, contact LCHD. Testing sites are changing daily. 

How to Use your Symptom and Temperature Log 

 

Two times a day (morning and night), write down your temperature and any COVID-19 symptoms you 

may have: feeling feverish, coughing, or difficulty breathing.  

 

1. Fill in the dates on the log, starting with Day 1 and ending with Day 30.  

 

2. Start recording your temperature and symptoms. Fever is 100.4˚F/38˚C or higher. 

 

1. If you get sick, contact your health care provider. If you do not have a health care provider, 

you can call LCHD for up-to-date testing locations at 517-546-9850. 

 

3. Print more copies of the Symptom and Temperature Log, as needed. This is an ongoing and 

quickly changing situation; you may need to monitor your health for more than 30 days.  
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If you have a medical emergency, call 911. If you develop symptoms, contact your health care provider to 

determine if you need to go for testing. Contact your provider before you leave so they can plan for your 

arrival. If you do not have a health care provider, contact LCHD. Testing sites are changing daily. 

Symptom and Temperature Log 

 

DAY DATE SYMPTOMS TEMPERATURE 

DAY 1 
_______ 

AM  

PM  

DAY 2 
_______ 

AM  

PM  

DAY 3 
_______ 

AM  

PM  

DAY 4 
_______ 

AM  

PM  

DAY 5 
_______ 

AM  

PM  

DAY 6 
_______ 

AM  

PM  

DAY 7 
_______ 

AM  

PM  

DAY 8 
_______ 

AM  

PM  

DAY 9 
_______ 

AM  

PM  

DAY 10 
_______ 

AM  

PM  

DAY 11 
_______ 

AM  

PM  

DAY 12 
_______ 

AM  

PM  

DAY 13 
_______ 

AM  

PM  

DAY 14 
_______ 

AM  

PM  

DAY 15 
_______ 

AM  

PM  

 

If you get sick, contact your health care provider. If you do not have a health care 

provider, you can call LCHD for up-to-date testing locations at 517-546-9850. 
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If you have a medical emergency, call 911. If you develop symptoms, contact your health care provider to 

determine if you need to go for testing. Contact your provider before you leave so they can plan for your 

arrival. If you do not have a health care provider, contact LCHD. Testing sites are changing daily. 

Symptom and Temperature Log 

 

DAY DATE SYMPTOMS TEMPERATURE 

DAY 16 
_______ 

AM  

PM  

DAY 17 
_______ 

AM  

PM  

DAY 18 
_______ 

AM  

PM  

DAY 19 
_______ 

AM  

PM  

DAY 20 
_______ 

AM  

PM  

DAY 21 
_______ 

AM  

PM  

DAY 22 
_______ 

AM  

PM  

DAY 23 
_______ 

AM  

PM  

DAY 24 
_______ 

AM  

PM  

DAY 25 
_______ 

AM  

PM  

DAY 26 
_______ 

AM  

PM  

DAY 27 
_______ 

AM  

PM  

DAY 28 
_______ 

AM  

PM  

DAY 29 
_______ 

AM  

PM  

DAY 30 
_______ 

AM  

PM  

 

If you get sick, contact your health care provider. If you do not have a health care 

provider, you can call LCHD for up-to-date testing locations at 517-546-9850. 
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If you have a medical emergency, call 911. If you develop symptoms, contact your health care provider to 

determine if you need to go for testing. Contact your provider before you leave so they can plan for your 

arrival. If you do not have a health care provider, contact LCHD. Testing sites are changing daily. 

Resources 
 

Livingston County Health Department (LCHD):  

https://www.livgov.com/health/ph/Pages/COVID19.aspx 

 

Michigan Department of Health and Human Services (MDHHS):  

https://www.michigan.gov/coronavirus 

 

Centers for Disease Control and Prevention (CDC): 

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

 

World Health Organization (WHO):  

https://www.who.int/emergencies/diseases/novel-coronavirus-2019 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

2300 E Grand River Ave., Suite 102 

Howell, MI 48843 
 

 

517-546-9850    www.LCHD.org 

 

 

 

 

This resource is for informational purposes only and is not intended for self-diagnosis or as a substitute for consultation with 

a health care provider. For more information contact your health care provider or visit the Centers for Disease Control and 

Prevention at www.cdc.gov. The information provided within this guide has been adapted from the CDC’s CARE: Check and 

Record Everyday, 2020.  

https://www.livgov.com/health/ph/Pages/COVID19.aspx
https://www.michigan.gov/coronavirus
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
http://www.cdc.gov/
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Temporary Emergency Telecommuting 

Arrangement 

Effective March 18, 2020 

 

Due to the current COVID-19 (coronavirus) outbreak, many employees are inquiring about the 

ability to work from home.  Livingston County is implementing voluntary/temporary telecommuting 

arrangements for employees whose job duties are conducive to working from home but who do 

not regularly telecommute.  However, there are some positions at Livingston County that require 

the employee to be physically present in the workplace. These employees are defined as critical 

personnel.  Department heads will determine who qualifies for telecommuting.   

Critical personnel are defined as County employees who are working in a public safety 

classification. Public Safety Departments include, but are not limited to; Sheriff, 911 Central 

Dispatch, and Emergency Medical Services (EMS). 

Critical personnel are expected to report to work as scheduled unless otherwise notified. Regular 

leave policies and procedures should be followed for employees who are unable to report to work 

due to illness.  

Essential and Non-Essential/Non-Critical positions may be approved to work from home 

temporarily as determined by the department head. 

Telecommuting / working from home arrangements are expected to be short term and Livingston 

County will continue to monitor guidance from health officials and the need for remote work 

arrangements. Employees should not assume any specified period of time for telework, and 

Livingston County may require employees to return to regular, in-office work locations at any time. 

Should the current health crisis warrant, Livingston County may require some employees, with 

the exception of critical personnel, to work from home. Employees should be proactive with 

department directors in preparing for these circumstances to ensure employees have the 

resources necessary to work remotely.  

General Work Arrangement 

While telecommuting, Employees will: 

a. remain accessible during their work schedule; 

b. check in with their supervisor to discuss status and open issues; 

c. be available for teleconferences, scheduled on an as-needed basis; 

d. be available to come into the office if a business need arises; 

e. request supervisor approval in advance of working any overtime hours (if employee is non-
exempt); and 
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f. request supervisor approval to use vacation, sick, or other leave in the same manner as when 
working at employee’s regular work location. 

Employee’s duties, obligations, job responsibilities, standards of performance, and performance 
appraisals remain the same as when working at the regular County work site.  The supervisor 
reserves the right to assign work as necessary at any time. 

 

Equipment   

Department heads and the IT department will determine, with information supplied by the 

employee and the supervisor, the appropriate equipment needs (including hardware, software, 

modems, phone and data lines and other office equipment) for each telecommuting arrangement.  

Equipment supplied by Livingston County will be maintained by the organization. However, 

employees are responsible for setting up their own equipment in the home work space.  IT will 

not be setting up the equipment.  Should assistance be needed, IT will do their best to support 

staff remotely, however, if an employee cannot be assisted remotely, an employee may be 

required to go to the IT department for assistance.  IT will not be traveling to homes to assist 

employees working remotely.  Equipment supplied by the employee, if deemed appropriate by 

the organization, will be maintained by the employee. Livingston County accepts no responsibility 

for damage or repairs to employee-owned equipment. Livingston County reserves the right to 

make determinations as to appropriate equipment, subject to change at any time. Equipment 

supplied by the organization is to be used for business purposes only. The telecommuter must 

sign an inventory of all Livingston County property received and agree to take appropriate action 

to protect the items from damage or theft. All County property will be returned to the County 

premises at the end of the Telecommuting arrangement.  

Livingston County will supply the employee with appropriate office supplies (pens, paper, etc.) as 

deemed necessary. Livingston County will also reimburse the employee for business-related 

expenses, such as phone calls and shipping costs, that are reasonably incurred in carrying out 

the employee’s job. All additional costs must be pre-approved by the Department Director. 

The employee will establish an appropriate work environment within his or her home for work 

purposes. Livingston County will not be responsible for costs associated with the setup of the 

employee’s home office, such as remodeling, furniture or lighting, nor for repairs or modifications 

to the home office space.  

Security 

Consistent with Livingston County’s expectations of information security for employees working 

at the office, telecommuting employees will be expected to ensure the protection of private County 

information accessible from their home office. Steps include the use of locked file cabinets and 

desks, regular password maintenance, and any other measures appropriate for the job and the 

environment. 

Safety 

Employees are expected to maintain their home workspace in a safe manner, free from safety 

hazards.  Injuries sustained by the employee in a home office location and in conjunction with his 

or her regular work duties are normally covered by the company’s workers’ compensation policy. 
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Telecommuting employees are responsible for notifying the employer of such injuries as soon as 

practicable. The employee is liable for any injuries sustained by visitors to his or her home 

worksite. 

 

 

Time Worked 

Telecommuting employees who are not exempt from the overtime requirements of the Fair Labor 

Standards Act will be required to accurately record all hours worked using Livingston County’s 

time-keeping system. Hours worked in excess of those scheduled per day and per workweek 

require the advance approval of the telecommuter’s supervisor. Failure to comply with this 

requirement may result in disciplinary action up to and including discharge from employment. 

 

Dependent/Child Care 

The focus of the arrangement must remain on job performance and meeting business demands 

during normal business hours.  All telecommuting work arraignments must be agreed and 

determined between an employee and their department head. 
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Temporary Emergency Leave Policy 
Effective March 18, 2020 

 
 
A. In response to the COVID-19 outbreak and in consultation with the Livingston County Health 

Department, the Livingston County Board of Commissioners authorizes the County 
Administrator and Elected Officials, or their designees, to appropriately monitor and 
coordinate actions and implement measures to safeguard the welfare of its employees and 
residents while maintaining operations in an effective and efficient manner.     
 

B. Employees may be authorized upon request by the employee, a temporary emergency leave 
of up to three (3) days for any employee who reasonably believes he/she has been exposed 
or infected with COVID-19 to permit the employee an opportunity to contact his/her 
healthcare provider for examination, testing and treatment.   

 

C. During the first three (3) days of a temporary emergency leave absence, supervisors shall not 
require a healthcare provider’s note for employees who are sick with COVID-19 (coughing, 
fever, shortness of breath) to validate their illness as health care provider offices and medical 
facilities may be extremely busy and not able to provide such documentation in a timely way.   

 

D. An employee with COVID-19 must provide doctor’s certification clearing them to work in 
order to return.   

 

E. Employees may be instructed not to report if the employee is showing symptoms of COVID-
19 (coughing, fever, shortness of breath) until they are released by a healthcare provider.     

 

F. The temporary emergency leave may be extended for up to fourteen (14) calendar days if an 
employee's health care provider confirms that an employee has been infected with COVID-
19, is reasonably likely to spread COVID-19 to coworkers or customers through the 
performance of the employee's regular job duties, and/or is unable to perform the essential 
functions of his/her job without possible harm to himself/herself or others. 
 

G. If a member of a non-essential/non-critical position employee’s family is ill with the 
symptoms identified above, the employee may be authorized to not report and may be 
granted a temporary emergency leave to care for that family member until they are fever 
and/or symptom free as identified above.  

 
i. The definition of a family member in this policy is: 

 
1. Biological, adopted or foster child, stepchild or legal ward, or child 

to whom the employee stands in loco parentis 
2. Employee or their spouse's biological parent, foster parent, 
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stepparent, adoptive parent, or legal guardian 
3. An individual who stood in loco parentis to the employee when 

they were a minor child 
4. Employee's lawful spouse 
5. Grandparent or grandchild 
6. Biological, foster, or adopted sibling   

 
 
H. A full-time employee may use up to 80 hours of paid temporary emergency leave (pro-rated 

for part-time).    
 

I. Absences using temporary emergency leave will not be counted as an unscheduled absence. 
However, nothing shall alter or amend the current policy that both paid and unpaid leave for 
an otherwise qualifying reason will count toward FMLA time off pursuant to employer 
policies.  

 

J. If an employee believes their temporary emergency leave absence will exceed the allowable 
80 hours (pro-rated for part-time), the employee may request additional leave by providing 
verification from a health care provider to the Human Resources Director.  The Human 
Resources Director, in conjunction with the department head and public health department, 
determines whether or not additional hours of temporary emergency leave will be granted.  

 
K. During the COVID-19 outbreak, employees should undertake all recommended measures to 

address the nature of the disease.  This may include: 
 

1. Wash hands frequently.  
2. Avoid touching your nose, mouth and eyes.   
3. Frequently clean all work surfaces, telephones, and computer equipment.   
4. Limit guests in “employee only” areas. 
5. Refrain from using another employee’s phone, desk, office, or other work tools 

and equipment.   
6. Avoid contact with others (i.e., handshakes).  Wash hands after contact with 

others.   
7. Reduce face-to-face contact (e.g., conduct conference calls rather than traditional 

meetings).   
 



 

 

 

 

Circuit Court Judges 

Michael P. Hatty, Chief Judge 

Circuit and District Courts 

L. Suzanne Geddis 

Matthew J. McGivney 

 

 

 
Livingston County Trial Courts 

204 S. HIGHLANDER WAY, HOWELL, MI  48843 

 

Probate Court Judge 
Miriam A. Cavanaugh, Chief Judge 

 

District Court Judges 

Shauna N. Murphy 

Daniel B. Bain 
 

 

March 13, 2020 (updated 4.10.20) 

NOTICE OF COURTHOUSE VISITOR RESTRICTIONS 

Due to the recent declaration of a State of Emergency in Michigan declared by Governor 

Gretchen Whitmer regarding coronavirus known as COVID-19, effective immediately, 

individuals entering any Livingston County Courthouse must advise the Court Security Officer 

prior to entering the screening area if they meet any of the following criteria: 

• Persons who have traveled to a Country of widespread transmission as defined by 

the CDC.  See CDC website for a list of countries here: 

https://www.cdc.gov/coronavirus/2019-ncov/travelers/map-and-travel-

notices.html 

(This list may be updated as further guidance is received from the CDC.) 

• Persons who reside or have had close contact with someone who has been in one of 

the countries listed above within the last 14 days; 

• Persons who have traveled domestically within the United States where COVID-

19 has sustained widespread community transmission; 

• Persons who have been asked to self-quarantine by any doctor, hospital or health 

agency; 

• Persons who have been diagnosed with, or have had contact with, anyone who has 

been diagnosed with COVID-19; 

• Persons with fever, cough or shortness of breath. 

ANYONE ATTEMPTING TO ENTER IN VIOLATION OF THESE PROTOCOLS WILL 

BE DENIED ENTRY BY A COURT SECURITY OFFICER. 

These restrictions will remain in place temporarily until it is determined to be safe to remove 

them. People who think they may have been exposed to COVID-19 should contact their 

healthcare provider immediately. 

https://www.cdc.gov/coronavirus/2019-ncov/travelers/map-and-travel-notices.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/map-and-travel-notices.html


 

 

If you have a scheduled appointment or are otherwise required to appear at one of 

the courthouses in Livingston County, and you are unable to appear because of the 

restrictions listed, you should proceed as follows: 

 

• If you are represented by an attorney, please contact your attorney; 

• If you are an attorney and you are scheduled to appear in court 

before a judge, please contact that chambers directly (contact 

information may be found on the Court’s website); 

• If you are scheduled to meet with a District Court Probation 

Officer, please contact the Probation office at (517) 546-5950; 

• If you are a juror, please contact the Circuit Court Jury Clerk: (517) 

540-7530 or the District Court Jury Clerk at (517) 540-7666; 

• For District Court matters, please contact  the District Court 

Administrator, Marisa Lutz at (517) 540-7637; 

• For Juvenile or Probate Court matters, please contact the Juvenile & 

Probate Court Administrator, Debby Shaw at (517) 540-7739; 

• For Circuit Court or any other matters, please contact the Trial Court 

Administrator Roberta Sacharski at (517) 540-7814 
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APPENDIX E 
 

SIGNS FOR BUILDINGS 
 

Spectrum Health employer resources provided these signs: one that can be posted at building entrances and 
one illustrating COVID-19 symptoms and prevention measures, which can be posted inside work places. 
 
https://www.spectrumhealth.org/covid19/employer-resources 
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APPENDIX F 
 

OTHER RESOURCES 
 

Governor Whitmer’s Executive Order 2020-42: 
 
https://www.michigan.gov/whitmer/0,9309,7-387-90499_90705-525182--,00.html 
 
FAQs from Governor Whitmer on Executive Order 2020-42: 
 
https://www.michigan.gov/coronavirus/0,9753,7-406-98178_98455-525278--,00.html 
 
Helpful CDC Guidance:  
 
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html 
 
CDC Handwashing Fact Sheet:  
 
https://www.cdc.gov/handwashing/pdf/hand-sanitizer-factsheet.pdf 
 
CDC Fact Sheet and Poster on Preventing the Spread of Germs: 
 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf 
 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs-11x17-en.pdf 
 
CDC Fact Sheet on What to Do if You Are Sick: 
 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-nCoV-fact-sheet.pdf 
 
CDC Poster for Entrance Reminding Employees Not to Enter When Sick: 
 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stayhomefromwork.pdf 
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APPENDIX G 
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