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COVID-19 Preparedness & Response Plan 
for the Workplace 

 
Definitions 
 

• Close Contact: someone who was within 6ft of an infected person for at least 15 minutes 
starting from 2 days before illness onset (or for asymptomatic persons, 2 days prior to specimen 
collection) until the time the person is isolated. 
 

• COVID-19: coronavirus disease 2019, a severe acute respiratory disease characterized by 
symptoms including fever, cough, fatigue, and shortness of breath which may progress to 
pneumonia, multi-organ failure, & death. 
 

• Known Cases of COVID-19: persons who have been confirmed through diagnostic testing to 
have COVID-19. 
 

• Suspected Cases of COVID-19: persons who have symptoms of COVID-19 but have not been 
confirmed through diagnostic testing or person who have had close contact with a person who 
has been confirmed through diagnostic testing. 

 
General 
 
The following COVID-19 preparedness & response plan has been established for  the Lapeer County 
Intermediate School District (“District”) 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 
COVID-19. 
 
The Emergency Rules have general safeguards applicable for all workplaces and specific safeguards 
for certain industries. The Superintendent has read these emergency rules carefully, developed the 
safeguards appropriate to the District based on its type of business or operation, and has incorporated 
those safeguards into this COVID-19 preparedness and response plan. 
 
The Superintendent or his/her designee shall assign at least one worksite supervisor to each District 
building and/or worksite, who is charged with implementing, monitoring, and reporting on the COVID-19 
control strategies developed in the District’s COVID-19 Preparedness and Response Plan.  The 
worksite supervisor must remain on-site at all times when employees are present on-site. 
 
The plan will be made readily available to our employees and their representatives. The plan can be 
found in the Staff Information Center on the District website. 
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Exposure Determination 
 
The District will evaluate routine and reasonably anticipated tasks and procedures for all employees to 
determine whether there is actual or reasonably anticipated employee exposure to COVID-19.   The 
Superintendent or his/her designee will be responsible for seeing that exposure determination is 
performed. 
 
The District has determined that all jobs fall into the “Medium Exposure Risk” category as defined by 
the OSHA Guidance on Preparing Workplaces for COVID-19, which means these jobs require frequent 
and/or close contact with people who may be infected with COVID-19, but who are not known or 
suspected COVID-19 patients; in areas where there is ongoing community transmission, employees in 
this category may have contact with the general public; and in areas without ongoing community 
transmission, employees in this category may have frequent contact with travelers from areas with 
ongoing community transmission. 
 
Engineering Controls 
 
The District may implement feasible engineering controls (e.g. installing physical barriers such as clear 
plastic sneeze guards) to prevent employee exposure to COVID-19.  
  
The District will be responsible for seeing that the correct engineering controls are chosen, installed and 
maintained and serviced for effectiveness as often as required. 
 
Administrative Controls 
 
Administrative controls designed to minimize or eliminate employee exposure to COVID-19 should be 
selected, implemented, and maintained.  
 
Examples of administrative controls for medium risk employees may include: 
 

• Offering face masks to ill employees and customers to contain respiratory secretions until they 
are able leave the workplace (i.e., for medical evaluation/care or to return home); 
 

• Limiting the public’s access to the worksite, or restrict access to only certain workplace areas; 
and 

• Strategies to minimize face-to-face contact (e.g., phone-based communication, telework). 
 

Hand Hygiene  
 
The Superintendent or his/her designee will be responsible for seeing that adequate handwashing 
facilities are available in the workplace and that regular handwashing is required. Frequency of such 
handwashing will be determined in part by factors such as when and how often the employees’ hands 
are potentially exposed to COVID-19. When handwashing facilities are not available, the District shall 
provide employees with antiseptic hand sanitizers or towelettes. The District will provide time for 
employees to wash hands frequently and to use hand sanitizer. 



 
The District shall promote frequent and thorough hand washing, including by providing workers, 
customers, and worksite visitors with a place to wash their hands. If soap and running water are not 
immediately available, provide antiseptic hand sanitizers or alcohol-based hand towelettes containing at 
least 60 percent alcohol. 
 
Disinfection of Environmental Surfaces 
 
The District has increased workplace cleaning and disinfection to limit exposure to COVID-19, 
particularly on high-touch surfaces and shared equipment and products. 
 
Cleaning supplies will be available to employees at their worksites. 
 
The Superintendent or his/her designee will be responsible for seeing that environmental surfaces in the 
workplace are cleaned and disinfected. Frequency of such disinfection will be determined in part by 
factors such as when and how often the environmental surfaces are potentially exposed to COVID-19. 
When choosing cleaning chemicals, the District will consult information on Environmental Protection 
Agency (EPA)-approved disinfectant labels with claims against emerging viral pathogens. Products with 
EPA-approved emerging viral pathogens claims are expected to be effective against COVID-19 based 
on data for harder to kill viruses. The manufacturer’s instructions for use of all cleaning and disinfection 
products will be strictly adhered to. 
 
The District will perform enhanced cleaning and disinfection after persons confirmed to have COVID-19 
have been in a work area. In the interim, that work area will be temporarily closed, and employees will 
be sent home or relocated. The Superintendent or his/her designee will be responsible for seeing that 
this protocol is followed.  
 
Personal Protective Equipment 
 
Employees will be provided with personal protective equipment appropriate to the exposure risk 
associated with the job in accordance with OSHA guidance. 
 
All types of PPE are to be: 
 

• Selected based upon the hazard to the worker; 
• Consistently and properly worn when required; 
• Regularly inspected, maintained, and replaced, as necessary; and 
• Properly removed, cleaned, and stored or disposed of, as applicable, to avoid contamination of 

self, others, or the environment. 
 
Face Coverings 
 
Employees must wear face coverings when they cannot consistently maintain six (6) feet of separation 
from other individuals in the workplace. 
 



Employees must wear face shields when they cannot consistently maintain three (3) feet of separation 
from other individuals in the workplace. 
 
Social Distancing 
 
Employees and contractors who are in a District building or on District property shall maintain a distance 
of at least six (6) feet from one another to the maximum extent possible. 
 
To assist in this social distancing requirement, the District will use ground markings, signs, and physical 
barriers as appropriate and practicable. 
 
Screening Protocol  
 
Before or upon entering a District building or District property for work each day, each employee or 
contractor will be subjected to a self-screening protocol that includes a questionnaire covering whether 
the employee has symptoms of COVID-19 or has been in close contact with individuals who have tested 
positive for COVID-19 or who have symptoms of COVID-19. 
 
The District 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 location; 
 

• Sending known or suspected cases to a location (e.g., home) where they are self-isolating during 
their illness; and 
 

• Assigning known or suspected cases to work alone at the location where they are self-isolating 
during their illness. 
 

As required by law, the District shall maintain records of its compliance with the daily entry self-
screening protocol requirement by maintaining copies of the questionnaires completed by employees. 
These questionnaires will be maintained in a confidential paper and/or digital file, accessible only as 
needed by District staff to comply with this guideline. 
 
Employees have been directed to promptly report any signs and symptoms of COVID-19 to their 
supervisors before and during the work shift. The District has provided employees with instructions for 
how to make such a report to the employer. 
 
Protocol when Individual in the Workplace Identified as Positive for COVID-19 
 
Should the District become aware that an employee assigned to work on-site has tested positive for 
COVID-19, it will take the following steps:  
 



• If the employee is at work, the employee will be isolated from others and arrangements made for 
the employee to go home or receive medical care (as applicable) immediately. 
 

• The worksite where the employee is assigned will be temporarily closed. 
 
o All areas of the worksite where the employee works or travels will be disinfected and deep 

cleaned in accordance with guidance from the Centers for Disease Control and Prevention 
(the “CDC”). 
 

o Regular cleaning staff will perform the cleaning. 
 

• With 24 hours of receiving notice an employee has tested positive for COVID-19, the District will 
notify:  

 
o The local public health department; and 

 
o Any co-workers, contractors, or suppliers who may have come into contact with the person 

with a confirmed case of COVID-19. 
 

  The District shall maintain a record that it has complied with these notice requirements. 
 

• A co-worker, contractor, or supplier who has had close contact with the employee who tested 
positive for COVID-19 is prohibited from entering property owned, leased, or controlled by the 
District until fourteen (14) days have passed since the last close contact with the employee who 
tested positive for COVID-19. 
 

• An employee with a confirmed case of COVID-19 may return to the workplace only after they are 
no longer infectious according to the latest guidelines from the CDC. 

 
The District 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. 
 
Specific Requirements for Offices 
 

• While working in District offices, employees and contractors must wear face coverings in shared 
spaces, including restrooms and hallways, and during in-person meetings. 
 

• To assist employees and contractors in maintaining a distance of at least six (6) feet apart while 
working in District offices, the District will: 

 
o Provide visual indicators of appropriate spacing for employees outside the building in 

congested situations; 
 

o Spread out workstations and stagger workspace usage; 
 

o Restrict use of non-essential common space (e.g., cafeterias); 
 



o Provide visual cues to guide movement and activity (e.g., locking conference rooms); and 
 

o Prohibit social gatherings and meetings that do not allow for social distancing or that create 
unnecessary movement through the office. 

  
• All employees working in District offices shall be assigned a dedicated entry point to reduce 

congestion at the main entrance. 
 

• Water fountains may be turned off. 
 

• To maintain the cleanliness of the office environment, the District shall:  
 

o Provide disinfecting supplies and require employees to wipe down their workstations at least 
twice daily; 
 

o Post signs about the importance of personal hygiene; 
 

o Disinfect high-touch services; and 
 

o Minimize the shared use of items when possible. 
 

• All nonessential visitors are prohibited from entering District offices. 
 

• The District shall notify District employees or contractors working in a District office if the District 
learns that an individual with a confirmed case of COVID-19 has visited the office. 

 
Additional Safety Measures 
 

• Work-related travel for employees is restricted to essential travel only.  
 

• The District will promote remote work in accordance with District policies 3105 and 4105. 
 

• Employees are encouraged to use personal protection equipment and hand sanitizer on buses, if 
applicable. 
 

Training  
 
For employees working on-site in District buildings or on District property, the District shall provide 
training that covers: 
 

• The COVID-19 virus, i.e. how it is transmitted, distance it can travel in the air and on 
environmental surfaces; 

• Symptoms of COVID-19; 
• Workplace infection control practices; 



• Proper use of personal protective equipment;  
• Steps the employee must take to notify the business or operation of any symptoms of COVID19 

or a suspected or confirmed diagnosis of COVID-19; and  
• How to report unsafe working conditions.  

 
The District shall maintain a record that it has complied with these training requirements.  
 
Confidentiality 
 
The District will take reasonable precautions to protect health information pursuant to all applicable laws 
and statutes, including, but not limited to, the Americans with Disabilities Act (ADA), the Health 
Insurance Portability and Accountability Act of 1996 (HIPAA) and the Family Education Rights and 
Privacy Act of 1974 (FERPA). 
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