
 

To: City of Adrian Staff Members 

From: Interim City Administrator Greg Elliott 

Re: Updated COVID-19 Preparedness and Response Plan, 8/14/20 

Please review the following revised COVID-19 policies. It is imperative that we 

acknowledge that COVID-19 is still present and we must take precautionary 

measures as part of each workday. Please be aware of these mandatory policies 

implemented to ensure a safe working environment:  

Social Distancing Measures 

-Maintain a minimum separation distance of 6 feet from co-workers and others. 

-Refrain from direct contact by eliminating handshakes and other personal 

contact. 

-In person meetings are permitted, provided that social distancing measures are 

followed. Virtual meetings are still encouraged whenever possible.   

-Business-related travel should be for essential matters only.  

Workplace Sanitation  

-Employees are requested to wash their hands regularly. 

-All employees shall wipe down and sanitize workspaces, door handles, desks, 

keyboards, surfaces, city vehicles, and other items a minimum of twice a day. 

Additionally, any areas contacted by members of the public should be sanitized 

after each visit. Please notify your department head if you are low on wipes or 

cleaning materials.  

Masks 

Excerpts from Governor Whitmer’s Executive Order 20-153:   

Acting under the Michigan Constitution of 1963 and Michigan law, I order the 

following:  



 1. Any individual who leaves their home or place of residence must wear a face 

covering over their nose and mouth:  

 a. When in any indoor public space;  

 b. When outdoors and unable to consistently maintain a distance of six feet or 

more from individuals who are not members of their household; and  

 c. When waiting for or riding on public transportation, while in a taxi or 

ridesharing vehicle, or when using a private car service as a means of hired 

transportation.  

 2. Although a face covering is strongly encouraged even for individuals not 

required to wear one, the requirement to wear a face covering does not apply to 

individuals who:  

 a. Are younger than five years old, (and, per guidance from the Centers for 

Disease Control and Prevention “CDC”, children under the age of two should not 

wear a mask); 

 b. Cannot medically tolerate a face covering;  

 c. Are eating or drinking while seated at a food service establishment;  

 d. Are exercising when wearing a face covering would interfere in the activity;  

 e. Are receiving a service for which temporary removal of the face covering is 

necessary;  

 f. Are entering a business or are receiving a service and are asked to temporarily 

remove a face covering for identification purposes;  

 g. Are communicating with someone who is deaf, deafblind, or hard of hearing 

and where the ability to see the mouth is essential to communication; 

 h. Are actively engaged in a public safety role, including but not limited to law 

enforcement, firefighters, or emergency medical personnel, and where wearing a 

mask would seriously interfere in the performance of their public safety 

responsibilities;  

i.  Are at a polling place for purposes of voting in an election; 

j.  Are officiating at a religious service; or  



k.  Are giving a speech for broadcast or an audience. 

In order to comply with this order, the following is required:  

-Employees must wear a mask in any public spaces within City Hall and city 

facilities. This includes hallways, common areas, and any space where six or more 

feet of separation from another employee cannot be consistently maintained. 

-Employees must wear a mask anytime they are interacting with a member of the 

public, even when a physical barrier exists between the employee and the public.  

-Employees must wear a mask whenever working in close proximity or meeting 

with other employees.  

-Employees working alone in private offices or workspaces not readily available 

for public access need not wear a mask, but must a put a mask on if those areas 

are visited by other employees or members of the public.  

-Executive Order 20-153 also prohibits service to customers, or allowance to enter 

the premises unless the customer is wearing a face mask. If a member of the 

public visits any of our customer service areas without a mask, please inform 

them that they cannot be served unless they wear a mask. If they still refuse to 

wear a mask, inform them of the alternate ways they can seek City services.  

Contact your Supervisor if you need assistance dealing with a customer.  Proper 

signage has been posted on the entrance to City Hall.  

We may not assume that an individual who is not wearing a mask is medically 

unable to wear one.  We can accept a person’s verbal representation that they 

are medically unable to wear a mask, but if uncomfortable with the social 

distancing options available, we may give them alternative options for seeking 

City services, if those are viable. 

Self-Monitoring 

-Until further notice, employees must self-monitor daily by asking themselves the 

following questions:  

*Are you experiencing a fever?  

*Have you been coughing? 

*Have you experienced shortness of breath in recent days? 



*Have you had a sore throat in recent days?  

*Have you had close contact with anyone who has been diagnosed with COVID-19 

in the last 14 days?  

Employees answering yes to any of these questions may not enter their work 

facility. Employees that have been in close contact (within six feet for at least 15 

minutes) with anyone who has been diagnosed with COVID-19, or with someone 

who displays one or more of the principal symptoms of COVID-19 in the last 14 

days may not enter their work facility and must disclose the situation to their 

department head. The City will follow the protocol established by Lenawee 

County Order 2020-13 in these situations. They are also encouraged to notify 

their health care professional for guidance.  

Sick Employees 

Under Executive Order 20-166, the following self-quarantine procedures are now 

required: 

-Employees showing any of the principal symptoms of COVID-19 must notify their 

Department Head, and stay home. Principal symptoms include fever, sore throat, 

a new uncontrolled cough that causes difficulty breathing, diarrhea, vomiting, 

abdominal pain, new onset of severe headache, and new loss of taste or smell. If 

symptoms develop during the work day, employees are required to notify their 

department head and go home.  

-Employees concerned about symptoms or illness should contact their primary 

health care physician’s office, another healthcare provider, or the health 

department for guidance.  

The City can assist any employee who wishes to take a COVID-19 test. If the test is 

negative and the employee is no longer showing symptoms, employees may 

return to work with a release provided by a healthcare provider.    

If you test positive for COVID-19, and/or display one or more of the principal 

symptoms of COVID-19…. 

You may return to work after ALL of the following conditions have been met: 

  10 days have passed since symptoms first appeared, or since you were 

swabbed for the test that yielded the positive result and 



 24 hours have passed since the resolution of fever without the use of fever-

reducing medications and  

 Principal symptoms of COVID-19 have improved. 

Note:  If your health care provider or health department recommends testing, 

they will let you know when you can resume being around others based on your 

test results.   

If you tested positive for COVID-19, but had no symptoms… 

If you continually have no symptoms, you may return to work after 10 days have 

passed since you were swabbed for the test that yielded the positive result.  

Note:  If your health care provider or health department recommended the 

testing, they will let you know when you can resume being around others based 

on your test results. 

 

If you have had close contact with an individual who tests positive for COVID-19 

or with an individual who displays one or more of the principal symptoms of 

COVID-19….  

(Close contact means within 6 feet for at least 15 minutes) 

You may return to work after the following conditions have been met: 

  14 days have passed since the last close contact with the sick or 

symptomatic individual or 

 The individual displaying the COVID-19 symptoms receives a negative 

COVID-19 test 

If an employee is diagnosed with COVID-19, the City of Adrian will immediately 

notify the local health department and any coworkers, contractors, or suppliers 

who have come into close contact with the person within 24 hours of being 

informed of the diagnosis. Employees will not be permitted to return until cleared 

by a medical professional or meeting the applicable criteria outlined herein.  

The office or work area of the infected employee will be closed off and the City 

will arrange for a deep cleaning and disinfecting of the area in accordance with 



CDC guidelines. Deep cleaning will be conducted by the City’s janitorial service or 

internal facilities staff.  

Supervisory Responsibilities 

Department heads are identified as supervisors tasked with reviewing COVID-19 

policies and reporting any issues that arise. Executive Order 2020-114 requires 

that a supervisor be on-site at all times when employees are present. When a 

department head is not onsite, they are required to identify a departmental co-

worker to serve in the supervisory role. Any concerns regarding workplace 

sanitization, sick employees, or any other COVID-19 related matters should be 

reported to the City Administrator by the departmental supervisor.  

Sick Leave 

Normal City sick leave policies resumed on Monday, June 15.  

In addition, under the Families First Coronavirus Response Act (FFCRA) we are 
required to provide employees with paid sick leave and expanded family and 
medical leave for specified reasons related to COVID-19.  These provisions will 
apply through December 31, 2020.  All employees must be provided with: 

 Two weeks (up to 80 hours or equivalent number of hours worked in a two 
week period if part-time) of emergency paid sick leave at the employee’s 
regular rate of pay when the employee is unable to work (including 
remotely) because of quarantine and/or experiencing COVID-19 symptoms 
or seeking a medical diagnosis  

 Two weeks (up to 80 hours or equivalent number of hours worked in a two 
week period if part-time) of emergency paid sick leave at two-thirds the 
employee’s regular rate of pay when the employee is unable to work 
(including remotely) because of the need to care for an individual subject to 
quarantine or care for a child (under 18 years of age) whose school or child 
care provider is closed or unavailable for reasons related to COVID-19  

 Up to 10 additional weeks of expanded family and medical leave at two-
thirds the employee’s regular rate of pay, for those employed at least 30 
days, when the employee is unable to work (including remotely) in order to 
care for a child whose school or child care provider is closed or unavailable 
due to COVID-19  

 



Please note:  This emergency paid sick leave is in addition to an employee’s 
regularly earned sick bank and is to be exhausted prior to use of accrued sick 
time. Leave under the FFCRA may only be taken once.  Payments made to 
employees for FFCRA leave are subject to capped amounts as defined in the Act.   
 
The FFCRA allows employers to exclude emergency responders from the paid 
leave and expanded family and medical leave.  The US Department of Labor 
issues guidance regarding the definition of “emergency responders”, and stated 
that it includes “military or national guard, law enforcement officers, 
correctional institution personnel, fire fighters, emergency medical services 
personnel, physicians, nurses, public health personnel, emergency medical 
technicians, paramedics, emergency management personnel, 911 operators, 
child welfare workers and service providers, public works personnel, and 
persons with skills or training in operating specialized equipment or other skills 
needed to provide aid in a declared emergency, as well as individuals who work 
for such facilities employing these individuals and whose work is necessary to 
maintain the operation of the facility.” 
 
In order to maintain sufficient staffing to provide critical and essential 
emergency response services, employees who are emergency responders, which 
includes all of the following employees, are excluded from coverage or 
application from the paid leave and expanded family and medical leave benefits 
under the FFCRA and/or from the definition of employee under the FFCRA: 
 

  Police & Fire 
o All staff (clerical and administrative positions are not excluded) 

  Public Works 
o All staff (clerical and administrative positions and not excluded) 

  Parks & Forestry 
o All staff (clerical and administrative positions are not excluded) 

 
If you have an employee who begins exhibiting signs of COVID-19 and is told to 
quarantine by a health care provider, or quarantine order; or who fits one of the 
categories listed above, please use the attached form to request leave under the 
Families First Coronavirus Response Act (FFCRA).  If the employee returns to work 
before the two weeks (or equivalent) are up, the time off is charged as FFCRA 
leave, and will not be taken from the employee’s sick leave bank.  If the employee 



is off work for a longer period of time, the first two weeks (or equivalent) will be 
charged as FFCRA leave, and the additional time off may be taken as 
sick/vacation/personal at the request of the employee.  If you wish to use leave as 
indicated in this policy, return the completed leave request form to the Human 
Resources Department.   
 
 
Working from Home 

Executive Order 20-110 requires that any work that can be done remotely must 

be performed remotely. Many of our tasks cannot be performed remotely, and it 

is important that staff be available in person to assist residents and others as 

needed. Working from home will be permitted, however, when the employee and 

department head identify tasks that can be completed remotely. Authorization 

for any employee to work from home must be granted by the department head. 

Department heads wishing to work from home must be authorized by the City 

Administrator.  

 

This continues to be a very fluid situation and we will monitor all developments 

and act accordingly. Personnel policies are subject to change at any time. Thank 

you.  

 


