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Introduction
The following COVID-19 preparedness & response plan has been established for the City of
Royal Oak, in accordance with the requirements in the Michigan Department of Health and
Human Services (MDHHS) Epidemic Health Orders for COVID-19, the OSHA Guidance on
Preparing Workplaces for COVID-19, and the latest guidance from the US Centers for Disease
Control and Prevention (CDC). The purpose of this plan is to minimize or eliminate employee
exposure to SARS-CoV-2.
The plan, developed by a multi-departmental task force, describes specific changes to policies,
procedures, and workspace configurations that assist in minimizing or eliminating employee
exposure to SARS-CoV-2. Unless stated otherwise, these are applicable to all departments and
facilities. Separate, more detailed plans apply to the city’s police and fire departments and are
incorporated in this document as appendices.
Staff will regularly review this plan and amend it as necessary to satisfy public orders, revised
guidance, and employee concerns, and will be made readily available to employees, labor
unions, and the public.
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General
The MDHHS Health Orders (HOs), Occupational Safety and Health Administration (OSHA)
guidance, and Centers for Disease Control and Prevention (CDC) guidance for COVID-19 have
general safeguards applicable for all workplaces and specific safeguards for certain industries.
The Covid-19 response team has read these guidance documents carefully, found the
safeguards appropriate to the City of Royal Oak based on its type of business or operation, and
has incorporated those safeguards into this COVID-19 preparedness and response plan.

As the COVID-19 situation evolves, the HOs and CDC guidance are periodically updated. The
Royal Oak City Attorney will be responsible for visiting the HO webpage and CDC guidance
webpage regularly for the latest information and for revising the plan as necessary.

•
•

MDHHS Epidemic Health Orders
CDC guidance documents

A plan review team, as assigned below, will meet to review the Covid-19 control strategies
developed in the plan and advise on necessary changes. More frequent reviews and
modifications may be necessary as orders and guidance change. A team lead will be assigned
and be responsible for scheduling the regular review meetings.

Name
Aaron Filipski, Team Leader
Emily Dumas
Julie Lyons Bricker
Judy Davids
Dennis Van de Laar

Department
DPS
Library
City Manager’s Office
City Manager’s Office
Human Resources

The plan review team will meet as follows
•
•
•

Twice a month when the MI Safe Start Plan is in Phase 4
Once a month when the MI Safe Start Plan is in Phase 5
As necessary when the MI Safe Start Plan is in Phase 6

The plan will be made readily available to employees, labor unions, and the public at
www.romi.gov/covid-19.

The plan reflects the HOs and CDC guidance as of July 24, 2020.
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Exposure Control Plan
Exposure Determination
The City of Royal Oak has evaluated routine and reasonably anticipated tasks and procedures
for all employees to determine whether there is actual or reasonably anticipated employee
exposure to SARS-CoV-2 and has determined that its employees' jobs fall into only the lower
exposure and medium exposure risk categories as defined by the OSHA Guidance on
Preparing Workplaces for COVID-19:
•

•

Lower Exposure Risk Jobs. These jobs do not require contact with known or
suspected cases of COVID-19 nor frequent close contact (for example, within six feet)
with the general public. Workers in this category have minimal occupational contact with
the public and other coworkers. Examples are small offices, small manufacturing plants
(less than 10 employees), small construction operations (less than 10 employees), and
low-volume retail establishments, provided employees have infrequent close contact
with coworkers and the public.
Medium Exposure Risk Jobs. These jobs are those that require frequent or close
contact (for example, within six feet) with people who may be infected with SARS-CoV-2,
but who are not known or suspected COVID-19 patients. Examples are most jobs at
manufacturing plants, construction sites, schools, high-volume retail settings, and other
high-population-density work environments.

The City of Royal Oak has determined that among individual employees and job classifications,
most share qualifying factors for both lower and medium exposure categories. (See Appendix
F.) For purposes of designing and implementing this plan, all employees are considered
medium risk.

Engineering Controls
The City of Royal Oak has implemented feasible engineering controls to minimize or eliminate
employee exposure to SARS-CoV-2. Engineering controls involve isolating employees from
work-related hazards using physical barriers or other means that do not rely on employee
behavior. The engineering controls implemented include:
•

Install sneeze guards:
o

at all public-facing service counters

o

at greeter’s station

o

between employee workstations where 6’ of distance is not feasible

•

Temporarily reduce number of usable bathroom sinks and stalls

•

Temporarily disable hand dryers
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•

Increase ventilation/outdoor air, as feasible

•

Manage proper humidity, as feasible

•

HEPA filters in vacuums

•

Decommission spaces that are not needed (minimize cleaning requirements)

•

Increase filtration rating of HVAC filters (MERV-13+, as feasible)

•

Consider NPBI or UVC HVAC technologies to kill viruses, bacteria, mold, etc.

•

Prohibit personal fans

The Covid-19 review team will be responsible for seeing that the correct engineering controls
are chosen, installed, maintained for effectiveness, and serviced when necessary.

Administrative Controls
Administrative controls are workplace policies, procedures, and practices that minimize or
eliminate employee exposure to the hazard. The Covid-19 review team will be responsible for
seeing that appropriate administrative controls are chosen, implemented and maintained for
effectiveness.
The following administrative controls have been established for the City of Royal Oak and are
applicable to all facilities, departments, and employees unless otherwise stated in the attached
appendices.

Workplace Policies
•
•

•
•
•
•
•
•
•

When the state’s MI Safe Start Plan is in Phase 4, employees must wear a cloth face
covering at all times when indoors at city facilities.
When the state’s MI Safe Start Plan is in Phase 5, employees must wear a cloth face
covering at all times when indoors at city facilities; face coverings may be removed when
an employee is seated in his/her workspace.
Employees must self-screen daily and will not report to work if she/he meets any of the
criteria as described in health screening protocols.
Department heads should fully promote remote work (telecommuting) to the extent
possible.
Department heads should promote flexible work hours, staggered shifts, or alternating
days to minimize the number of employees in a facility at any one time.
Face-to-face meetings should be discouraged in favor of teleconferencing or other
communication methods.
Pursuant to applicable HOs, public meetings shall be conducted remotely.
Department heads will be flexible in the administration of sick leave policies in order to
discourage employees from coming to work when sick.
Visual cues, including signage and ground markings will be installed to prompt
employees to remain 6’ apart from others.
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Service Delivery
Departments should develop and encourage the use of alternate service delivery options
including:
•
•
•

Web-based form submittals
Curbside services/use of drop boxes
Virtual consultations

Visitor Policies
•
•

•
•

Visitors are required to wear a cloth face covering while in a city facility.
Any facility that is open to the public may not allow a customer who is not wearing a
mask to enter its premises or provide service to a customer who is not wearing a mask,
unless the person cannot medically tolerate a face covering or is otherwise exempt
under applicable executive orders Employees may not assume that a person who is not
wearing a mask is exempt, but may accept a customer’s verbal representation that they
are exempt.
Visitors must adhere to all other COVID-related protocols in place at each facility.
A mask is not required for persons who are at a polling place for purposes of voting in an
election.

Department-Specific Engineering and Administrative Controls
To the extent that any facility or department has specific exemptions or special circumstances
that require deviation from these engineering and administrative control guidelines, they are
described in Appendix D.

Personal Protective Equipment // Cleaning Supplies
Acquisition
The finance department will assist in the identification of approved vendors and oversee the
acquisition of personal protection equipment stock for city facilities.

Inventory / Maintenance
Personal protective equipment (PPE)/cleaning supplies will be supplied to all departments/
facilities, including face masks (per CDC guidelines), gloves, disinfectant, wipes for electronics,
paper towels and hand sanitizer. For special cleaning supply needs see Appendix A.
PPE supplies are to be stored in each department in an area designated by the department
head. Enough stock should be maintained to provide employees access to required supplies.
See Appendix A for staff members responsible for maintaining PPE for their department:
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Hygiene/Disinfection
Personal Responsibilities: Employees will be required to follow the How to Protect Yourself &
Others guidelines put forth by the Center for Disease Control, which includes information on
washing hands, avoiding close contact, cleaning and disinfecting surfaces and more.
Team Responsibilities: Each department will practice a ‘shared-duty’ approach to cleaning and
disinfecting high touch point areas such as tables, doorknobs, light switches, countertops,
handles and copiers.

Health Surveillance
Tracing
The human resources department will be responsible for tracing efforts of identified cases of
COVID-19 and associated contacts. The human resources director will provide guidance to
such individuals on how to effectively self-monitor, self-quarantine or self-isolate.
•

•

•

Self-monitoring is what you should do if you have been in the same vicinity, but not in
direct contact, with a person who has been diagnosed with COVID-19. It involves limiting
your interactions with others, taking your temperature regularly, and checking for
symptoms of respiratory illness, such as cough, fever and shortness of breath. You
should self-monitor for 14 days following the point at which you think you could have
been exposed.
Self-quarantining separates and restricts the movement of people who were exposed to
a contagious disease to see if they become sick. This should be done if you have been
in direct contact with someone who is infected. For example, if a person who has been
diagnosed with COVID-19 has coughed or sneezed near you, or you live with a person
who has been diagnosed, you should self-quarantine for 14 days.
Self-isolating separates sick people with a contagious disease from people who are not
sick. This is for people who have symptoms of COVID-19 or have been diagnosed. It
means staying indoors and completely avoiding contact with other people. If you live with
others, stay in a separate bedroom and use a different bathroom than others. You
should remain isolated for 14 days.

Source: Centers for Disease Control and Prevention

Record Keeping
The human resources department will be responsible for ensuring employees are vigilant in
COVID-19 symptom monitoring and maintain records of employee daily self-screening results.

Reporting Concerns
Employees can report workspace safety concerns anonymously using this form:
https://www.surveymonkey.com/r/HZXT7PL
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Personal Protective Equipment Inventory/Maintenance
The following are the designated staff members responsible for maintaining PPE for their
department”

Department

Name

Email

Phone

Assessor's Office
Attorney's Office
Engineering Division
Building Division

Cindy McNab
Lyndsy Madden
Jennifer Caudill
Jason Craig

cynthiam@romi.gov
maddenl@romi.gov
caudillJ@romi.gov
jasonc@romi.gov

248-246-3117
248-246-3245
248.246.3262
248 246 3225

City Clerk
City Manager
Farmers Market
Finance
Fire
Human Resources

Melanie Halas
Carol Schwanger
Shelly Mazur
Leah Motyka
EMS Coordinator Robert Larkins
Dennis Van de Laar

melanieh@romi.gov
CarolS@romi.gov
shellym@romi.gov
Leahm@romi.gov
LarkinsR@romi.gov
dennisvdl@romi.gov

248-246-3055
248-246-3202
248-885-1777
248-246-3036
248-246-3816
248-246-3070

IT
Library
Police
Public Service
Senior Center
Treasurer’s Office

Kay Kendall
Emily Dumas
DC Mike Frazier
Aaron Filipski
Paige Gembarski
Brenda Rose

kayk@romi.gov
emily@ropl.org
Mikef@romi.gov
aaronf@romi.gov
paigeg@romi.gov
roseb@romi.gov

248-246-3081
248-246-3716
248-246-3510
248-752-1862
248-246-3912
248-246-3145

WROK

Richard Wilson

RichardW@romi.gov

248-246-3041

Special Cleaning Supply Needs (This table excludes police and fire departments.)
Department
Assessor's Office
Attorney's Office
City Clerk
City Manager
Community Development
Farmers Market
Finance

Special PPE Need
•
•
•
•
•
•

None
None
Hand sanitizing stations for the public
None
None
None

•
•
•
•
•

Information Technology

•
•

Library
Public Service

•

None
Protective glasses
Windex or other glass cleaner with alcohol/ammonia
Portable vacuum cleaner with high suction power
Possibly an air ionizer/cleaner if City Hall wide air filtration is
determined to be insufficient
Compressed air
An area to clean out crevices in equipment such as keyboards and
inside computers
Masks for the public

•
•
•
•

None
Need cleaning company to disinfect rooms
Disposable bleach cloths for the coin area.
None

Human Resources

Senior Center
Treasurer’s Office
WROK
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Education
The human resources department requires all City of Royal Oak employees working at
municipal facilities open to the public be trained on COVID-19 exposure and prevention.
Although there is no OSHA standard that deals specifically with COVID-19, there are OSHA
standards that cover PPE and respiratory protection that employees should understand and
adhere to. Since non-adherence to these standards can result in an OSHA violation, it is critical
everyone understands their responsibilities in creating a safe work environment for all.
To fully understand why this COVID-19 Reopening Plan document exists and why employees
are expected to comply, training will be provided on the following:
•
•
•
•

What is COVID-19?
Recognizing the symptoms from mild to severe and what to do if someone has them
How COVID-19 is transmitted, including exposure factors and incubation period
How to do your part in limiting the spread of COVID-19 (and other respiratory airborne
illnesses)

Training
Employees will be required to watch a video
created by the MI Occupational Safety & Health
Administration (MIOSHA) on general workplace
guidelines and safety precautions. A reference
handout containing a lot of the same information
– compiled using information from the CDC,
OSHA and National Institute of Environmental
Health Sciences – will also be provided.

Testing
Employees will be asked to take a brief online test
to confirm and acknowledge they received,
reviewed and understand the material.
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Self-Screening
To reduce the opportunity for the spread of COVID-19, employees will use a screening tool to
respond to a series of questions about their health and exposure before entering city facilities.
Should an employee mark anything other than ‘None of these’ a warning will appear with the
following warning: PLEASE CONTACT YOUR SUPERVISOR OR HR AND DO NOT GO TO
YOUR WORKSTATION and instructions for when to return to work.
UPDATE: Please visit romi.gov/covidplan for instructions on how to use this tool and easy ways
to remember to self-screen.
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Employees will be reminded to selfscreen in a variety of ways,
including:
•
•

•

Signage at all points of
entry to city facilities
Employees can sign up for
daily email or text
reminders to self-screen
Reports will be generated
daily to identify noncompliance

Return to Work Policy
If an employee answers ‘yes’ to any of the self-screening questions, he/she CANNOT enter a
city facility and must follow the following guidelines for returning to work:
•

•

•

If an employee is displaying symptoms of COVID 19,
he/she cannot enter a city facility until he/she has not had
a fever for 72 hours (that is, three full days of no fever
without the use of medicine that reduces fever) and other
symptoms have improved and at least 10 days have
passed since the symptoms first appeared.
If an employee has travelled internationally, he/she
cannot enter a city facility until it has been at least 14
days since they have returned from their travels.
If an employee has been in contact with any person(s)
with a diagnosis of COVID-19, he/she cannot enter a city
facility until it has been at least 14 days since he/she had
contact with that person(s).
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Wear a Face Mask to Protect Others
To reduce the spread of COVID-19, the city will provide face masks to employees. Employees
may choose to wear a handmade cloth face covering using garments, scarves, bandanas, or
items made from t-shirts or other fabrics. For instructions on how to make your own face covering,
go to: https://www.youtube.com/watch?v=tPx1yqvJgf4
Handmade face coverings are reusable after proper washing.

How to Wear a Face Covering
•

•

•
•
•

Wear a face covering that covers your nose
and mouth to help protect others in case
you’re infected with COVID-19 but don’t have
symptoms
Wear a face covering in public settings when
around people who don’t live in your
household, especially when it may be difficult
for you to stay six feet apart
Wear a face covering correctly for maximum
protection
Don’t put the face covering around your neck
or up on your forehead
Don’t touch the face covering, and, if you do,
wash your hands or use hand sanitizer to
disinfect

Source: Centers for Disease Control and Prevention

Report a Concern
Employees can report workspace safety
concerns anonymously using this form:
https://www.surveymonkey.com/r/HZXT7PL
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Signage
Communication is very important, even more so during a health crisis. So that the city has a
consistent and professional message, a variety of signs have been created to guide the
public. The signs will be available from the City Hall print shop.

A

B

C

D

E

F

To order posters, contact Tom Nash in the print room at ThomasN@romi.gov and specify the
letter, e.g. ‘D’ for “This Entrance Closed,” and quantity of the posters you need.
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In times of crisis, the way we interact with our residents, businesses and visitors can have a
lingering impact on their sense of trust in our ability to serve them.
The City of Royal Oak is taking care to think creatively and add new tools to encourage stronger
ties while meeting our customers’ needs and expectations.

Customer Experience Hotline
The city will introduce a customer experience phoneline—248-246-3444—to assistant
customers with navigating this new era.
Reach us via phone to:
•

Schedule an appointment or learn how you can do it yourself

•

Find online forms

•

Get assistance with filling out online forms

•

Arrange for a curbside pickup

•

Learn how to sign up for electronic notifications

•

Share an issue or concern

Royal Oak Reopening Plan

Scheduling Appointments at City Hall
Meetings via phone or virtual platform are strongly encouraged wherever possible.
When an in-person service is required, an appointment is now required to limit the number of
people in City Hal at a given time.
Staff will be able to assist customers – or individuals can schedule their own appointments –
using Acuity Scheduling Software. (If you need assistance scheduling your appointment you can
call 248-246-3201.)

Step-by-Step Instructions for Scheduling an Appointment
1. To begin, go to romi.gov/visit and click on
the department to wish to visit.

2. A list of appointment types you can make will
appear. Click on the appointment type you wish
to schedule.

3. Click on the date you wish to visit…

4. … and the time.
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5. Type in your name and how we can
reach you.

6. You’ll receive confirmation! You can
cancel, reschedule or edit your information
at any time.

After you schedule your visit, you’ll receive an email regarding your appointment that may
include information such as what to bring or where to park. A member of staff may even call
you. We want your visit to be efficient and quick!
You’ll also receive reminders regarding your upcoming visit.

What to Expect if You Come to City Hall for an Appointment
•
•

•
•

•
•
•
•

In-person appointments will be made in 10- to 30-minute intervals, depending on the city
service
Visitors must enter via the main doors at east side of City Hall. All other doors entering
City Hall will be locked and used for exiting only. The front door is an ADA accessible
entrance.
Visitors will be required to sign into the building with a staff member in the lobby of City
Hall before proceeding to the scheduled appointment.
Only one constituent will be allowed in an office/department at one time. (Exceptions
may apply for constituents who require support or assistance, or if visiting City Hall with
another member of your household.)
Constituents and employees must always wear a face covering.
Plexiglass shields have been installed in all customer-facing offices in City Hall.
Common surfaces will be regularly cleaned and disinfected, including between
constituent appointments.
Walk-ins will be accommodated as the schedule permits.

Visitor Screening
Prior to interacting with staff, visitors will be asked the following screening questions:
1. Do you have any of the following symptoms today?
•
•
•

Fever of 100.4 degrees or higher
Cough (excluding chronic cough due to a medical reason other than COVID-19)
Shortness of breath
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2. Do you have at least two of the following symptoms today?
•
•
•
•
•
•
•

Chills
Repeated shaking with chills
Muscle pain
Headache
Sore throat
New loss of taste or smell
Extreme fatigue

•

Diarrhea (excluding diarrhea due to known medical reason)

3. Have you travelled internationally within the past 14 days?
4. Have you had any close contact in the last 14 days with someone with a diagnosis of COVID19?

Meeting Our Customers Where They Are
The city is expanding its digital delivery of services so that a trip to a city facility only occurs
when absolutely necessary.
Our ‘Oh, the Things You Can Do’ campaign highlights the list of services that can be performed
touch-free from your home or office. We believe online experiences will to grow in popularity
and continue to exist in the post COVID-19 era.

Apply

Make Payments

•

Boards and Committees Application

•

Traffic Ticket Payment

•

Film or Videotape Permit

•

Water Bill Payment

•

Livestock Application

•

Tax Bill Payment

•

Peddler’s Application

•

Request A Final Water Bill (Move In/Out)

Elections & Voting

Requests

•

Register to Vote

•

Birth Certificates

•

Voter Information

•

Death Certificates

•

Voting Absentee

•

Do Not Knock List

•

Dog Licenses

•

Dog Park Membership Renewal

Get Information
•

Engineering Permits Information

•

Property Information

•

Utility Information

•

Water Billing Information

•

Road Construction Updates

Other
•

Become A Vendor At The Royal Oak
Farmers Market

•

Estimate Your Taxes

•

Harvest Guide

•

Traffic Committee Requests
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Building Division
Social Distancing
•
•
•
•

Individual workspaces should not be an issue.
In those instances where staff members are sitting side-by-side we may need to provide
additional protective screens.
Some staff members will be able to continue to work from home allowing staff to rotate
those present in the office.
Some staff members that work primarily in the field - will be allowed to simply go home
and only come into the office as needed.

Meeting Procedures
•

Plan to limit all public access to the community development department. Everything
from staff meetings, to individual and group meetings can be done remotely.

Cleaning Procedures
•
•

•

Individual staff members will be responsible for cleaning of their workstations.
Those staff members that also work public counter areas will be required to wipe those
areas down periodically or whenever they believe it is necessary, because of public
interaction.
Common areas (printers, break area, tables) in the office will be wipe down/cleaned by
staff (rotating responsibility) on a daily basis.

Online Services Available
•
•

The only activity staff can't provide remotely or via mail is related to signatures that need
to be notarized.
We will implement a drive-thru/curbside pickup service.
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Engineering Division
Social Distancing
•
•
•
•

Individual workspaces should not be an issue.
In those instances where staff members are sitting side-by-side we may need to provide
additional protective screens.
Some staff members will be able to continue to work from home allowing staff to rotate
those present in the office.
Some staff members that work primarily in the field - will be allowed to simply go home
and only come into the office as needed.

Meeting Procedures
•
•
•
•
•

Zoom meetings to be held as much as possible.
Traffic Committee meetings to continue on Zoom.
Staff meetings are not being held every week, only as needed. Staff can meet in
commission chambers with masks and maintaining 6 feet separation.
Customers will be able to meet with us on an appointment basis only to avoid clusters of
people at the counter.
Any other meetings that have to be in person will be scheduled for the commission
chambers or Room 309 depending on the number of attendees to maintain at least 6foot separation.

Cleaning Procedures
•
•
•
•

Every morning, employees use disinfectant wipes for keyboard, mouse, phone, desk
surface, and any other hard surfaces in their personal work area.
Employees with office doors wipe doorknobs every morning.
Staff wipes light switches, microwave and coffee maker touch-points each morning
Staff wipes counter and counter keyboard / mouse
Staff washes hands or use hand sanitizer after performing morning disinfecting routine

Vehicle Policy
•

Currently no one share vehicles in this department.

Online Services Available
•
•
•
•

Engineering Permits – https://www.romi.gov/796/Permits
Applications via e-mail, payment via drop box
Utility Information – https://newtin.missdig.org/e-suite/eplan.html
Traffic Committee Requests – https://www.romi.gov/979/Traffic-Concerns
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Planning Division
Social Distancing
•
•
•
•

Individual workspaces should not be an issue.
In those instances where staff members are sitting side-by-side we may need to provide
additional protective screens.
Some staff members will be able to continue to work from home allowing staff to rotate
those present in the office.
Some staff members that work primarily in the field - will be allowed to simply go home
and only come into the office as needed.

Meeting Procedures
•

Plan to limit all public access to the community development department. Everything
from staff meetings, to individual and group meetings can be done remotely.

Cleaning Procedures
•
•

•

Individual staff members will be responsible for cleaning of their workstations.
Those staff members that also work public counter areas will be required to wipe those
areas down periodically or whenever they believe it is necessary, because of public
interaction.
Common areas (printers, break area, tables) in the office will be wipe down/cleaned by
staff (rotating responsibility) on a daily basis.

Online Services Available
•
•

The only activity staff can't provide remotely or via mail is related to signatures that need
to be notarized.
We will implement a drive-thru/curbside pickup service.
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Social Distancing
•
•
•

We currently have two full time people and one part time person working in our office.
We maintain a 10-foot distance between two of the desk areas, and use a staggered
schedule for the other two employees.
We are not open to the public during the week and have posted signage at all the doors
to call if you have an appointment.

Meeting Procedures
•
•

•
•
•
•

Face masks are required in the office during all appointments.
The only time the market employee has the need to meet with a client in person is when
we do a walkthrough of the facility. We book the market for wedding receptions, bar
mitzvahs and such and the client needs to see the space to do their preferred layout.
Being a 22,000 square foot building it is easier for us to maintain the social distancing
policy.
It is rare that a client needs to be in our office, and we disinfect if needed.
On weekends during scheduled market hours, all vendors and customers are told to
maintain social distancing, and face masks are required at all times.
We also place hand sanitizer at almost every booth.

Cleaning Procedures
•
•
•
•

We have hand sanitizer at every desk (and more) and it is used every half hour as a
minimum.
Every day the last employee to leave the office wipes down all surfaces, keyboards and
telephones with disinfectant.
In addition, the first employee to arrive in the morning also wipes down all surfaces,
keyboards and telephones.
We also wipe down any surfaces if we have a client in the office for an appointment, and
social distancing is also maintained.

Online Services Available
•

Floor plans are maintained online, and the majority of client meetings are done by
phone.
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Social Distancing
•

N/A

Meeting Procedures
•
•

Emergency services customers are met at the incident site with all personnel wearing
appropriate PPE.
Plans and deliveries can be dropped off and picked up without exposure, our service
window closes completely, and there is only one person in the office per day as our
normal model.

Cleaning/ Decon Procedures
PPE
•
•
•
•
•
•
•
•
•

N-95 Respirators:
N-95 respirators should be worn with a surgical procedure mask over the top of it to
protect against gross contaminants.
N-95 respirators should be discarded if one of the following conditions are met:
Following the use during aerosol generating procedures.
Contaminated with blood, respiratory or nasal secretions, or other bodily fluids from
patients.
Following close contact with any patient co-infected with an infectious disease requiring
contact precautions.
Becomes difficult to breathe through.
Shows any signs of integrity damage.
Do not use any cleaning solutions on the masks.

To doff the N-95 respirator do the following:
•
•
•
•
•

Using gloves, remove the surgical mask by pinching the corner and pulling away from
the face.
Pinch the front of the respirator and pull away from the face. If you plan on reusing the
respirator, don a pair of clean gloves prior to touching the mask.
Pull the mask off the head making sure not to make contact with the inside of the mask
with any exposed skin.
If reusing, place in NEW paper bag. If disposing of the mask, place with other used
PPE.
Remove gloves and discard.
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Gowns, Protective Eyewear, Boot Covers:
•

Gowns, protective eyewear, surgical mask, N-95 respirators and gloves are the
minimum PPE required for positive screened patients.

To doff your protective gear after exposure to a positive screened patient or after an aerosol
generating procedure, do the following:
•
•
•
•
•
•
•
•
•
•
•

Set up garbage bag outside of the ambulance by rolling the edges out to keep it open.
Grasp the front of the gown and pull away from the body tearing the ties. Assume the
inside of the gown is clean and the outside of the gown is dirty.
Place gown inside of bag touching the inside of gown only.
Remove gloves and place in bag.
Don new pair of gloves.
Remove protective eyewear and set aside for decontamination. Place in patient
compartment.
Remove surgical and N-95 mask per the instructions above.
Remove boot covers and place in bag (if wearing).
Remove gloves and place in bag.
Close bag, touching the outside only, and place in patient compartment.
Thoroughly wash hands with soap and water (preferred) or clean with hand sanitizer.

AT NO TIME SHOULD THERE BE ANY PPE WORN IN THE DRIVER AREA EXCEPT N-95
AND SAFETY GLASSES WHEN TRANSPORTING POSITIVE SCREENED PATIENT TO
HOSPITAL.

VEHICLE DECONTAMINATION
Decon Sprayer Solution Preparation:
A decon solution shall be prepared by mixing two Sani-Tabs tablets per gallon of warm water in
pump sprayer. Have solution sit for several minutes allowing tablets to thoroughly dissolve
before use. Use the cone setting on the sprayer nozzle. Do not add water to existing solution.
Empty residual solution out of sprayer and prepare a new batch. Do not use in driver
compartment.

Approved Decon Agents:
•
•
•

Purple top cleaning wipes
Citrus II Spray
Clorox Cleanup Spray (Blue Label)

Ambulance:
Morning Cleaning:
•

Open all doors to the patient compartment.
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•
•
•
•
•
•
•
•
•

Remove stretcher.
Clean any gross contamination (blood, etc) prior to using sprayer.
Using pump sprayer with Sani-Tabs solution, spray all surfaces of the ambulance and
stretcher.
Allow a minimum of 10 minutes of dwell time on the surface.
For best results, allow to air dry.
Clean the driver compartment points of contact with approved spray or wipe.
Wipe down the dashboard and console. Spray disinfectant on towel first and then wipe.
Do not spray directly on the dashboard, console, radio and other electronics.
Disinfect the steering wheel, door handles, and radio microphone.
Clean up loose trash.

After transport of COVID-19 negative screen patient:
Cleaning of ambulance shall be performed at hospital prior to returning to service.
•
•
•

Open all doors to the patient compartment
Clean any gross contamination using approved spray or wipe.
Clean all points of contact (handles, rails, stretcher, control panel) with approved
disinfecting agents.

After transport of COVID-19 positive screen patient:
•
•
•
•
•
•
•

Cleaning of ambulance shall be performed at hospital prior to returning to service.
Open all doors to the ambulance.
Clean any gross contamination using approved spray or wipe.
Use pump sprayer with Sani-Tabs solution and thoroughly wet all surfaces inside of the
patient compartment. Make sure to spray ceiling also.
Allow a minimum of 10 minutes of dwell time on the surface.
For best results, allow to air dry.
Clean the driver compartment points of contact with approved spray or wipe.

Engine:
Morning Cleaning:
•
•
•

•
•
•

Open all doors to the cab of the engine.
Remove any gross contamination.
Pump sprayer may be used on the floors, and interior door panels of the engine.
Thoroughly wet all surfaces and allow to sit for a minimum of 10 minutes. Allow to air
dry if possible.
Use approved spray or wipes to clean remaining touch points.
Wipe down the dashboard and doghouse. Spray disinfectant on towel first and then
wipe. Do not spray directly on the dashboard, radio and other electronics.
Disinfect the steering wheel, door handles, and radio microphone.

Online Services Available
Working to implement online forms.
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Social Distancing
•
•
•

Sworn officers assigned to patrol operations and investigations will continue to operate
under their normal leave days and assigned hours.
Non-sworn personnel will continue to report to work under their normal leave days and
hours.
All employees inside the police department shall attempt to maintain a distance of 6’ of
separation when moving and working around the department.

Meeting Procedures
•

•

•

Access to the Criminal Investigation Division (CID) shall be limited to the degree
possible. // shall be asked to provide a self-assessment with temperature check prior to
being allowed access to the CID. All person’s wishing to enter the CID shall wait in the
front lobby area and shall be asked to wear a mask. CID personnel shall maintain a high
level of personal hygiene after contact with subjects from outside the department.
Successful interrogations and interviews have been scientifically proven to be much less
effective when a barrier is present. Therefore, CID personnel shall weigh the need to
socially distance and/or place a barrier between themselves and the subject being
interviewed based upon the seriousness of the case and/or the importance of
information to be gleaned. This shall be handled on a case by case basis and at the
discretion of the detective.
The front lobby of the police building will have clearly marked areas for access for the
public while maintaining appropriate distancing space. Staff shall limit contact with
citizens in the lobby and ensure that they have used hand sanitizer that is provided in
the lobby. Until further notice, any records department business will be conducted at the
front desk, where there is a barrier already in place. No fingerprinting will be conducted
by records personnel.
All department personnel shall limit contact with subjects from outside the building to
only those necessary to complete their task.

Cleaning Procedures
•

•

•

•

•
•

It is recommended that officers utilize one uniform per day in order to properly clean and
launder uniforms on a consistent basis to ensure proper personal hygiene protocols are
followed.
It is recommended at a minimum that exterior body armor is laundered after your 5-day
tour of duty. This will need to be done at home following proper care and handling of the
material.
In the event of an exposure or suspected exposure with a COVID-19 patient, uniforms
can be placed in a sealed bio-hazard bag and secured for transport. The on-duty
supervisor shall be notified, who will then notify the Exposure Control Officer. Uniforms
may be properly cleaned utilizing the machines at ROFD Station #1.
In the event of an exposed person being transported in a patrol vehicle, the vehicle shall
be immediately taken out of service. The vehicle will be scheduled for “fogging”
sanitation as soon as practical.
Any jail cells occupied by an exposed person shall be taken out of service. The cell will
be scheduled for ‘fogging” sanitation as soon as practical.
Any area of the department which an exposed person has come into contact with shall
be sanitized immediately.
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•
•

The Exposure Control Officer shall ensure the Oakland County Health Department is
notified within 24 hours of a confirmed exposure.
Personnel shall be provided disinfecting wipes to maintain frequent disinfection of their
workspace. High use items such as telephones, computers, and keys in dispatch, shall
be, at a minimum, wiped down with disinfecting wipes at the beginning and end of each
shift.

Vehicle Policy
•

Signs shall be posted throughout the building as reminders of personal hygiene. A hand
sanitizer station shall be posted by the rear entrance of the building.

•

The police building “high touch areas” shall be sanitized at a minimum of once daily.
“Fogging” or other similar service shall be performed every 3 days in all departmental
spaces.

•

Officers assigned a patrol vehicle shall ensure high touch areas are wiped down with
disinfecting wipes, at a minimum, at the beginning and end of each shift.

•

All departmental workspaces and patrol vehicles will have available a supply of
disinfecting wipes and hand sanitizer.

Online Services Available
•

Most requests for information, and some police reports are processed remotely.
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Social Distancing
•
•
•
•
•
•

Employees are encouraged to maintain physical distance even when on break, as well
as before and after working hours
Employees are required to maintain physical distance when reporting to work, clocking
in, leaving work, and clocking out
Employees’ workstations are no fewer than six feet apart
ROPL may utilize flexible work hours, wherever possible, to limit the number of
employees simultaneously working on-site
Employees’ interactions with the general public are modified to allow for additional
physical space between parties
Non-essential travel is postponed or cancelled.

Meeting Procedures
•
•

Large gatherings are minimized whenever possible
Staff meetings are postponed, cancelled or held remotely

Cleaning Procedures
•
•
•
•
•
•
•
•
•
•
•
•

Cleaning workstations at the beginning and end of each shift
Avoiding, when possible, the use of other employees’ phones, desks, offices, or
other work tools and equipment
Frequently washing hands with soap and water for at least 20 seconds
Utilizing hand sanitizer when soap and water are unavailable
Avoiding touching their faces with unwashed hands
Avoiding handshakes or other physical contact
Avoiding close contact with sick people
Practicing respiratory etiquette, including covering coughs and sneezes
Immediately reporting unsafe or unsanitary conditions on ROPL premises
Complying with ROPL’s daily screening processes
Seeking medical attention and/or following medical advice if experiencing
COVID-19 symptoms
Complying with self-isolation or quarantine orders.

Online Services Available
•
•

All services provided online
Curbside pickup of materials
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Social Distancing & Mask Use
•

•

•
•

All Public Service and Recreation facilities will maintain a minimum 6' distance between
employee workstations by means of re-arranged office spaces, staggered schedules,
remote work arrangements, and modified protocols as appropriate to each work area.
Employees are required to wear masks:
o when he/she cannot maintain 6’ distance from another employee
o when traversing shared workspaces, hallways, and restrooms
o when occupying a vehicle with one or more additional passengers
Masks are not required when working outdoors, provided employees maintain
appropriate social distance.
Employees must wear masks when inside any home or business.

Meeting Procedures
•

Staff are encouraged to first use teleconferencing platforms to conduct meetings. Inperson meetings are discouraged but permitted provided that all participants abide by
applicable building protocols and can be conducted in a manner that permits a minimum
of 6' social distancing.

Cleaning Procedures
•

•

•
•

Each employee is responsible for cleaning and disinfecting his/her own workstation or
vehicle prior to the end of each shift, or, in the case of shared vehicles or workspaces,
prior to transferring to another employee.
Public-facing counters will be sprayed periodically throughout the day with surface
cleaner, with frequency depending on the volume of public traffic. This task will be
assigned to the employee providing service at the counter, or other designated
individual.
Responsibility for cleaning other shared areas and surfaces on a regular schedule will be
shared by all divisions, on a rotating basis.
Touch points on shared electronic equipment such as copiers will be cleaned regularly,
in accordance with manufacturer recommendations to avoid accidental damage.

Public Access
•

•

The Department of Public Services will remain closed to general walk-in public traffic
until further notice. Customer service staff will continue to be accessible via phone,
email, and web form submission.
Any business requiring on-site access can be scheduled through customer service staff.

Online Services Available
•
•
•
•
•

Report-a-Concern
Tree Inspection Requests
Recreation Program Registrations
Tree Purchases
Go to https://www.romi.gov/312/Public-Services to learn more
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Mahaney/Meininger Senior Center
Social Distancing
•
•
•
•

Two part-time employees have been moved to the front desk area, so that social
distancing between desks are further apart.
All desks will have plexiglass to protect staff
The front counter is completely surrounded with plexiglass, including between staff
members.
Staff that share a desk on opposite days have their own telephone receiver that they
swap out.

Meeting Procedures
•

Meetings to be done by phone.

Cleaning Procedures
•
•

Each member of the staff will be required to regularly clean and disinfect their own
workstations, and common work areas after they have used them.
Tabletops and chairs in the facility’s rooms will be added to the cleaning company’s
contract.

Online Services Available
•
•

Newsletter
Some virtual classes
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Assessor’s Office
Social Distancing
•
•
•

Front-line clerks will be at least 6' apart in their workstations.
Appraisers will be separated from clerks by two vacant (part-time currently vacant)
workstations and are in the field most days at alternating times.
Part-time appraiser works three days and sits at the rear apart from everyone.

Meetings
•
•
•

Meetings with residents, owners or their agents are rarely conducted.
When asked to meet, staff will be instructed to explain that due to circumstances it is
best to conduct discussion by phone, email or computer.
Meetings currently performed by Zoom will mostly likely continue in that format.

Cleaning
•
•
•

Staff will be directed to clean their immediate areas.
Clerks will be directed to wipe down the counter area as needed throughout the day.
Everyone will be directed to wipe down the printer/copier after use and every other
surface that they contact out of their own immediate areas.

Online Services Available
•

None
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City Attorney's Office
Social Distancing
•
•
•

Each of the three attorneys on staff has their own office.
The full-time administrative assistant and the part-time administrative assistant have
cubicles next to each other that will be within 6-feet
When part-time employee is present, that employee can use a workstation meant for an
intern or law clerk that is more than 6-feet away.

Meetings
•

Meetings will either be held remotely, in conference rooms at city hall while maintaining
social distancing, or in our individual offices with appropriate social distancing.

Cleaning
•
•

Each member of the staff will be required to regularly clean and disinfect their own
workstations, and common work areas after they have used them.
The full-time administrative assistant will be responsible for periodically cleaning
common work areas.

Online Services Available
None
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City Clerk
Social Distancing
•

To maintain social distancing, staff will need to use conference rooms through October
to process ballots.

Meeting Procedures
•

All meetings not related to election training will be held remotely using Zoom.

Cleaning Procedures
•

Each member of the staff will be required to regularly clean and disinfect their own
workstations, and common work areas after they have used them.

Online Services Available
•

All clerk services are offered digitally at https://www.romi.gov/155/City-Clerk
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Economic Development
Social Distancing
•

N/A : Staff working remotely

Meeting Procedures
•
•

All non-essential meetings will be held remotely.
Any in person meeting must be for an essential purpose.

Cleaning Procedures
•

N/A : Staff working remotely

Online Services Available
•

Available sites and economic and demographic data are posted at
www.romi.gov/business.
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Finance Department
Social Distancing
•
•

Employees will work an A/B schedule, coming in every other day. Those not in city hall
will continue to work remotely.
When in office, employees will maintain 6-foot social distancing requirement.

Meeting Procedures
•
•

We are using Zoom in certain areas of the department.
We continue to have written weekly status reports.

Cleaning Procedures
•
•
•

Each member of the staff will be required to regularly clean and disinfect their own
workstations, and common work areas after they have used them.
Use the gloves for mail, printing checks etc.
Doorknobs are disinfected a few times per day.

Online Services Available
•
•

Board meetings
Bid openings on Zoom.
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Human Resources Department
Social Distancing
•
•
•

Employees will automatically be seated more than 6 feet apart.
New higher dividing partitions should make it easier to maintain separation with visitors
to the office and our employees are *fixed* in position.
Will be able to limit daily on-site staffing to 50 percent; the remainder works from home
on rotating basis.

Meeting Procedures
•
•
•

Remote meetings will be done for anything from meetings with vendors, employees,
applicants, retirees, and misc.
For retirees, who may not have the ability to use more advanced remote meeting
software, staff can utilize simple phone conversations and regular mail.
Some confidential labor related meetings may occur in person with proper social
distancing and/or PPE - either between HR and employee, or HR and labor counsel.

Cleaning Procedures
•
•
•
•

Each member of the staff will be required to regularly clean and disinfect their own
workstations, and common work areas after they have used them.
Employees to maintain proper cleaning of their individual workspace.
Additionally, gloves could be used for common equipment such as the printer, or badge
production equipment.
Staff will be asked to clean common surfaces at least twice daily (mid-day and end of
business) using.

Online Services Available
•
•

Job postings, onboarding, (exit) interviews, benefits enrollment/changes/issue resolution,
payroll, labor questions, reporting of complaints, etc.
All services can be dealt with virtually with the exception of things such as responding to
subpoenas, research projects that require access to all the different personnel files, or
other documentation that is not currently digitized and requires a significant dive into
piles of paperwork.
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Information Technology
Social Distancing
•
•
•
•
•
•
•

Will continue work from home initiative with rotating staff working in the office weekly.
The print shop will have only one employee working in the print room.
Kay Kendall, Craig Dragna and Steve Cito will alternate working in the office weekly.
Michael McBain will only come into the office when necessary.
Mike Kirby will be in the office only as necessary, at least a couple times per week to
meet with staff.
Staff meetings will be held via Teams.
When there is a need to have multiple people in the IT room, we will make use of the
work bench area and only utilize alternating cubicles.

Meeting Procedures
•

None

Cleaning Procedures
•
•
•

The IT office will be secured with minimal, if any, employee foot traffic and no public
traffic.
With the planned rotation schedule, the employee working onsite will be responsible for
cleaning the office on Friday before leaving.
If an employee needs to come into the office outside of their scheduled rotation, they will
be expected to clean their own work area before departing for the day.

Online Services Available
•

None
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Treasury Department
Social Distancing
•
•
•
•
•

When in office, employees will maintain 6-foot social distancing requirement.
The office staging works optimally for us in that we have a couple of employees who
cannot wear a mask all day due to health issues.
The coin collection/bagging area is also 6 ft away from treasury staff desks, so
reasonable distancing is allowed.
The parking system coin collectors will wear masks in our office.
Water meter readers +/or service staff will wear masks.

Meeting Procedures
•

Everything from staff meetings, to individual and group meetings can be done remotely.

Cleaning Procedures
•
•
•

•

Treasury staff downloads the reading guns, and returns them to DPS staff, so increased
hand washing is done to compensate for this interaction.
Individual staff members will be responsible for cleaning of their workstations.
Those staff members that also work public counter areas will be required to wipe those
areas down periodically or whenever they believe it is necessary, because the public
interaction.
Common areas (printers, break area, tables) in the office will be wipe down/cleaned by
staff (rotating responsibility) daily.

Online Services Available
•

The only activity we can't provide remotely or via mail is related to signatures that need
to be notarized. We will implement a drive-thru/curbside pickup service.
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Social Distancing
•

Assistant works limited hours only.

•

Only one person at a time will work in the new control room

Meeting Procedures
•

All contact with vendors will be over phone or email.

•

All visitors will need to schedule an appointment to gain access to the WROK office.

•

Occasional productions will take us out of the office. Those productions will need to be
run with as minimal crew as possible and all equipment will need to be cleaned before
and after each production.

Cleaning Procedures
•
•

Equipment will be wiped down between users.
All high touch point surfaces will be cleaned frequently, including phones, control
surfaces and tables.

Online Services Available
•

All meetings are recorded on Zoom, however a live body does need to be here to run the
equipment.
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Essential
employees
only

Daily selfscreening
required for
employees

Virtual
meetings &
services only

Buildings
closed to the
public

Face masks
mandatory at
all times for
employees

As need staff
only / remote
work for all
others

Daily selfscreening
required for
employees

Virtual
meetings &
services only

Buildings
closed to the
public

Face masks
mandatory at
all times for
employees

As need staff
only / remote
work for all
others

Daily selfscreening
required for
employees

Virtual
meetings /
Curbside
services
permitted

Buildings
closed to the
public

Face masks
mandatory at
all times for
employees

As need staff
only / remote
work for all
others

Daily selfscreening
required for
employees

In-person
meetings &
services
permitted /
Appointments
recommended

All
employees
return

Screening no
longer
required

No
restrictions
on in-person
meetings &
services
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Buildings
open to the
public –
Masks
recommended
for visitors

Buildings
open –
masks not
required for
visitors

Face masks
not required
when
employees
seated at
workspace

Face masks
no longer
required for
employees
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Employment
Type

LOCATION

RISK

Full-Time

004 DPS BUILDING

L

Full-Time
Part-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Seasonal
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Part-Time

004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
017 CENTER ST PKG STR
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
017 CENTER ST PKG STR
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING

L
L
L
L
L
L
L
L
L
L
L
L
L
L
L
L
L
L
L
L

Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Part-Time

004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
012 M/M SENIOR
CENTER
012 M/M SENIOR
CENTER
004 DPS BUILDING
012 M/M SENIOR
CENTER
012 M/M SENIOR
CENTER
012 M/M SENIOR
CENTER
012 M/M SENIOR
CENTER
012 M/M SENIOR
CENTER
012 M/M SENIOR
CENTER
012 M/M SENIOR
CENTER

L
L
L
L
L
M

Department

Job Class Description

DPS

DPS
MOTOR
MOTOR
MOTOR
MOTOR
REC

AUTOMOTIVE MECHANIC
SUPERVISOR
BLDG MAINT REPAIRWORKER II
CLERK TYPIST
DIR OF RECREATION & PUBLIC SRV
DPS SUPERVISOR PUBLIC WORKS
DPS SUPERVISOR WATER
EQUIPMENT OPERATOR I
EQUIPMENT OPERATOR II
GARAGE SERVICEWORKER
LABORER PARKS & FORESTRY
MUNICIPAL CLERK III
PAINTING MACHINE OPERATOR
PARKING METER TECHNICIAN
PARKS MAINTENANCE WORKER
PARKS MAINTENANCE WORKER II
SEWER MAINTENANCE WORKER
SIGN TECHNICIAN
TRAFFIC SERVICE SUPERVISOR
TRUCK DRIVER
WATER MAINTENANCE WORKER
WATER MATERIALS SERVICE
ANALYST
WATER SERVICE WORKER
AUTOMOTIVE MECHANIC
EQUIPMENT REPAIRWORKER
INTERNAL AUDITOR BDGT ANALYST
PUBLIC SRVC FACILITY CUSTODIAN
PRESCHOOL AIDE

REC

PRESCHOOL INSTRUCTOR

Part-Time

REC
SR

Full-Time
Part-Time

SR

SUPERINTENDENT OF RECREATION
ADJ GENERATIONAL EXCH
COORDIN
BUILDING ATTENDANT

SR

CHEF/COOK - PART TIME

Part-Time

SR

CLERK TYPIST

Part-Time

SR

COORD/SR CITIZENS ACTIVITIES

Full-Time

SR

RECREATION AIDE - SR CENTER

Part-Time

SR

ROSES AIDE - SR CENTER

Part-Time

DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS
DPS

Part-Time
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M
L
M
M
M
M
M
M
M

SR

VAN DRIVER

Part-Time

WATER
WATER
WATER
WATER
WATER
WATER
WATER

BLDG MAINT REPAIRWORKER I
ELECTRICIAN
SEWER MAINTENANCE WORKER
SEWER MAINTENANCE WORKER II
WATER MAINTENANCE WORKER
WATER MAINTENANCE WORKER II
WATER SERVICE WORKER

Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time

012 M/M SENIOR
CENTER
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING
004 DPS BUILDING

M
L
L
L
L
L
L
L

This phasing plan subject to modifications based on relevant executive orders and CDC guidelines.
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