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To:

Macomb Township Employees

From:

Human Resources Department

Date:

May 27, 2020

RE:
COVID-19 Training
___________________________________________________________________________
On May 18, 2020 Governor Gretchen Whitmer issued Executive Order No. 2020-91
Safeguards to protect Michigan’s workers from COVID-19 (the Order). The Order creates an
enforceable set of workplace standards that apply to all businesses across the state.
As outlined in Section 1 C of the Order, all businesses or operations that are permitted to
require their employees to leave their homes or residences for work are required provide
training to employees that covers, at a minimum:
1. Workplace infection-control practices.
2. The proper use of personal protective equipment.
3. Steps the employee must take to notify the business or operation symptoms of
COVID-19 or a suspected or confirmed diagnosis of COVID-19.
4. How to report unsafe working conditions
This Return to Work Training Manual will provide a series of instructions, illustrations and
safe-practice outlines in satisfaction of the mandated training requirements above. The
manual will be provided to all Macomb Township employees upon their return to the
workplace.
Employees should read through the manual entirely in order to best comply with the
Township’s guidelines for safely reopening. In addition to completion of the Employee
Certification of Lack of Exposure Form and Return to Work Questionnaire, employees will
be required to sign in acknowledgement of receipt of the Return to Work Training Manual. It
is recommended that employees store their copy of the manual at their personal workspace
for reference. Additional copies of the Manual are available through the Human Resources
Department or on the Employee Intranet.
Employees seeking additional training and/or resources should contact their Department
Head or a member of the Human Resources team.

WORKPLACE INFECTION CONTROL PRACTICES

Social Distancing
Employees shall comply with social distancing standards defined by the Centers for Disease Control and
Prevention (CDC). Social Distancing means keeping
space between yourself and others. Employees shall
stay at least six (6) feet away from other people and
shall not gather in groups where social distancing
standards cannot be satisfied.

Daily Screening for Employees
Employee temperatures will be checked prior to entering Township buildings. Employees must maintain social
distancing while waiting to have their temperature
checked at the start of their shift. In addition to temperature checks, employees will be asked to answer a questionnaire covering the symptoms and suspected or confirmed exposure to people with possible COVID-19 contact or infections.

Proper Workplace Hygiene Etiquette
Employees should wash hands regularly with soap and water
for at least 20 seconds and use alcohol-based hand sanitizers
when available. Employees should not use co-workers’ telephones, workspaces or other personal items. Employees
should disinfect their workspaces daily.

WORKPLACE INFECTION CONTROL PRACTICES

Facility Cleaning & Disinfection
Township Buildings will be disinfected each evening in
addition to twice-daily cleaning of frequently-touched
places and surfaces such as bathrooms, door handles,
and countertops. Employees should clean and disinfect
their workspaces daily.

Personal Protection Equipment (PPE)
Protective face masks will be provided to employees and
must be worn at all times when an employee is not at
his/her workstation or personal office. This Manual contains resources advising how to properly put on and take
off a disposable respirator as well as cloth face covering
do’s and don’ts.

PROPER USE OF PERSONAL PROTECTION EQUIPMENT

PROPER USE OF PERSONAL PROTECTION EQUIPMENT

REQUIRED STEPS FOR NOTIFICATION OF SYMPTOMS OR
SUSPECTED/CONFIRMED COVID-19 DIAGNOSIS

Symptoms
Township employees should familiarize
themselves with the symptoms for COVID19 for self-monitoring purposes. The Centers for Disease Control and Prevention
(“CDC”) describes symptoms for COVID-19
to include:

•
•
•
•
•
•
•
•

Cough
Shortness of breath or difficulty breathing
Fever
Chills
Muscle pain
Sore throat
New loss of taste or smell
Nausea, vomiting, or diarrhea

Employees must monitor themselves and self-report if they are
exposed to COVID-19 and/or are experiencing any symptoms. Any
employee who knowingly comes in contact with COVID-19 or is
experiencing COVID-19 symptoms must inform his/her Department
Head immediately.

HOW TO REPORT UNSAFE WORKING CONDITIONS

Employees have the right to safe and healthy workplaces. Macomb Township is committed to
maintaining a safe and healthy work environment for all employees. Employees are encouraged to escalate concerns regarding the safety of working conditions by following the procedure outlined below:

Any employee of Macomb Township who believes working conditions are
unsafe or unhealthful should report the conditions immediately to his or
her Department Head (verbally or in writing).

In the event an employee is uncomfortable reporting the conditions to his
or her Department Head or is not satisfied with the Department Head’s resolution, he or she should report the conditions (verbally or in writing) to
the Human Resources Director.

In the event an employee is uncomfortable reporting the conditions to his
or her Department Head or the Human Resources Director or is not satisfied with the resolution by either, he or she should report the conditions
(verbally or in writing) to the Township Supervisor.

ADDITIONAL RESOURCES

CDC.gov/coronavirus
The Centers for Disease
Control (CDC) website
provides frequently updated resources covering
various topics related to
COVID-19 including:


How to Protect Yourself

Township Website &
Employee Intranet
Employees can access
links to external COVID19 resources including
CDC YouTube videos
through the Human Resources page on the
Township Website.


Hand Washing



Daily Life & Coping



Social Distancing



Frequently Asked
Questions



Slow the Spread



Prevent COVID-19



Ulliance EAP
Macomb Township’s Employee Assistance Program (EAP), Ulliance,
offers a library of COVID19 resources for Macomb
Township Employees.
Here’s how to access the
resources:


Go to Ulliance.com



Select EAP Login



Sign in using the
Township’s name and
location



Select Go To Coronavirus Resource Center



View resources of your
choosing

Cleaning & Disinfecting
The Employee Intranet
houses Township-specific
COVID-19 updates including the Coronavirus Policy,
COVID-19 Toolkit and remote work assistance.

