CITY OF NEWAYGO

POLICY AND PROCEDURES FOR
PANDEMIC RESPONSE
I.

PURPOSE
The purpose of this directive is to amend, modify and clarify departmental policy and
procedure concerning the City's Administration and DPW Department's response to
Pandemic Incidents. Information contained within this directive supplements formerly
published Departmental policy and procedure. If a conflict between this Directive and
Department policy or procedure exists, this Directive shall override previous direction.
Please note that per the OSHA document #3990-03 2020, the City Administration and DPW
Departments are considered low risk, while the City’s Police Department is considered
medium risk. The City’s Police Department, due to their risk factor, has a separate written
policy.
It is the policy of the City to protect its members as well as the citizens of the community.
In order to accomplish both missions, extraordinary measures must be enacted during times
of pandemic crisis.

II.

DIRECTIVE
A.
Pandemic information: It is important to understand the scope of disease and
the appropriate precautions and response via factual scientific, medical and reliable
information as opposed to non-credible information from unverified sources. The
following directive was developed, in-part, from information released by the Center for
Disease Control (CDC) and the Michigan Department of Health and Human Services
(MDHHS) and OSHA.
1.

What are the top key messages City personnel should know?
(a)

COVID-19 is a respiratory illness.

(b)

The virus causing COVID-19 is thought to spread mainly from personto-person via respiratory droplets among close contacts (within 6 feet).
Respiratory droplets are produced when an infected person coughs or
sneezes and can land in the mouths or noses, or possibly be inhaled into
the lungs, of people who are nearby.

(c)

Close contact includes:

(d)

1.

Being within approximately 6 feet or less of an individual with
COVID-19 for a prolonged time.

2.

Having direct contact with bodily fluids (such as blood, phlegm,
and respiratory droplets) from an individual with COVID-19.

What are the symptoms of COVID-19?
1.

Symptoms can include
and shortness breath.

fever,

cough,

difficulty breathing,

2.

Data suggests that symptoms may appear in as few as 2 days or as
long as 14 days, after exposure.

(e)

How do you protect yourself from exposure?
1.

If possible, maintain a distance of at least 6 feet.

2.

Practice proper hand hygiene. Wash your hands with soap and water
for at least 20 seconds. If soap and water are not readily available,
use an alcohol-based hand sanitizer with at least 60% alcohol.

3.

Do not touch your face with unwashed hands.

4.

When possible, ensure only trained personnel wearing appropriate
personal protective equipment (PPE) have contact with individuals
who have or may have COVID-19.
Learn your employer’s plan for exposure control.

5.
(f)

Recommended Personal Protective Equipment (PPE): If office staff or
DPW personnel MUST make contact with individuals confirmed or
suspected to have COVID-19, they should follow CDC’s guidance for
EMS. A different style of PPE may be necessary to perform operational
duties. These alternative styles (i.e. coveralls) must provide protection
that is at least as great as that provided by the minimum amount of PPE
recommended.

B.
Personal Protective
Equipment (PPE) & Supplies
1.

2.

Office staff and DPW personnel have available the following protective
equipment, located in the City Hall offices and DPW garage or issued directly
to the staff/personnel:
(a)

N95 masks or equivalent.

(b)

Nitrile gloves.

The Office staff and DPW personnel have also made available and issued the
following additional personal protective equipment:
(a)

Clorox/disinfectant wipes

(b)

Hand sanitizing gel

(c)

Bleach spray bottles

(d)

Disinfectant wipes for surfaces (not to be used as a personal care wipe)

3.

Initial issue and re-supply: Office staff and DPW personnel who have not
been issued the above equipment, or use the above equipment and are in
need of resupply, shall immediately notify their supervisors.

4.

Storage and supply: The City Hall office staff and DPW personnel is
maintaining a stock of resupply equipment. The City Clerk and DPW
Superintendent have been appointed the responsibility of maintaining the

supply and issuing PPE throughout the two departments upon request. Where
possible, when a pandemic is suspected or becomes known, extra supplies
should proactively be acquired.
5.

Use: Use of PPE is directed throughout this order. In addition, members of the
office staff and DPW departments are encouraged to use PPE at their discretion
while in the field and/or during their work hours. Members are cautioned that
supplies may be limited and are asked to use reasonable discretion when
determining use of PPE.

C. Communicable Diseases, Illness and Injury Prevention: Pandemic incidents elevate
the risk of exposure to City personnel. The following directives have been enacted to
minimize this risk:
1.

Exposure preparation: Members of these departments should immediately make
arrangements to accommodate isolation and quarantine from other household
members should they become exposed. The plan should also include
contingencies for quarantine of other family members should they become
exposed.

2.

Pre-shift screening: An Employee Entry Screening Questionnaire is attached as
Appendix A. A screening questionnaire must be completed BEFORE
employees enter the workplace. If an employee fails the screening process,
they will need to notify their Department Head/Supervisor or designated office
personnel and will not be allowed to come into the workplace. The employee’s
return to work will be based on the guidance from the District Health
Department #10; such requirements are explained in detail in the “Return to
Work Plan”, attached as Appendix B. The “Return to Work Plan” will be
revised as circumstances change, new knowledge becomes available, or new
guidance becomes available from the District Health Dept #10. Only if
exposure or suspected exposure exists, part of the screening process will be that
each employee will take their temperature at the beginning of every day. The
departments have been provided a temporal thermometer for this purpose.
(a)

The thermometer must be disinfected prior to each use per the
manufacturer's directions.
(b) Follow directions for use of thermometer
(c) If an employee has a fever and/or dry cough and/or shortness of breath
follow the procedures listed under “Positive Department pre-screening
survey”.

3.

Exposure Prevention and Mitigation:
(a)

Personal hygiene and safety practices:
1.

Office staff and DPW personnel will sanitize work stations, door
handles, light switches and offices at the beginning of each day.

2.

DPW personnel assigned personal communication devices will
sanitize at the beginning of each day.

3.

Frequently wash your hands with soap and water for at least 20
seconds.
(a)

When soap and running water are unavailable, use an alcoholbased hand rub with at least 60% alcohol.

(b)

Always wash hands that are visibly soiled.

4.

Avoid touching your eyes, nose, or mouth with unwashed hands.

5.

Avoid close contact with people who are sick.

6.

Office personnel will stay within their offices as much as possible,
keep the 6’ distance when talking and not share phones or computers,
especially at the front Utility Billing desk.

7.

City Hall and DPW offices will be closed to the public as directed by
the City Manager or Mayor.

8.

Employees may be asked to work away from the work place.
Employees may be directed to work from home or other suitable
remote location where possible in order to reduce risk of
illness/exposure to self or others. The action will aid in continuity of
operations.

9.

Employees may be directed to work different hours or different shifts
in order to reduce risk of illness exposure to self and/or others and to
maintain necessary organization operational capacity.

10. Meetings should be conducted virtually or via phone when possible.
11. No handshaking or embracing co-workers or visitors.
12. Masks worn throughout the day will be at the discretion of the
Department Head. Wearing in your own office will be at the
discretion of each employee and/or respective Department Head/
same goes if someone enters your office or workspace.
(b)

(c)

DPW Work Vehicles:
1.

Shared DPW vehicles will be disinfected at the beginning and end
of the employee’s day.

2.

DPW personnel who take home work vehicles are required to
disinfect their vehicles at the end of the day.

3.

Employees with take home vehicles may continue to take their
vehicles home. Those employees with take home vehicles that wish
to take further precautions may leave their assigned vehicles at the
department and drive their personal vehicles to and from work.

Social Distancing:

(e)

(f)

(g)

1.

All members of the Departments are directed to maintain a six foot
distance from co-workers and citizens when practicable.

2.

There is to be no more than one person in the City Manager’s
Office, Clerks Office, Treasurer’s Office, IT Admin office, DPW
Superintendents office, DPW lunch room or any smaller conference
room or various other office at one time.

3.

DPW personnel are to change out of their DPW uniforms at the end
of every day prior to going home. This does not apply to members
assigned to non-uniformed or civilian positions.

4.

Mitigation procedures may be started prior to the end of your day to
limit the amount of time spent at the department past the end of
your day.

Priority Incident Response for DPW: Calls for Service deemed a priority
(by nature or by a Supervisor) that requires a DPW response:
1.

Assisting other agencies/municipalities for emergency issues that
require more personnel then they have or the Police Department has
an emergency and needs assistance/barricades, etc.

2.

Calls for service regarding water issues/leaks, sewer lift station
issues, sewer backups and water main breaks.

3.

Calls requiring road closures for any reason.

4.

Calls involving immediate hazards.

Non-Priority Incident Response: Calls for service that may not require a
DPW response include:
1.

Leaf/brush pickup.

2.

Any non-emergency calls where there are no water/sewer issues.

3.

Sale or delivery of landscaping materials.

Leave Time
1.
Prior scheduled vacations and discretionary time off may be
immediately revoked under order of the department
manager/supervisor to limit travel and exposure to more people or
due to the need to provide essential services.

D. Work Related Illness and Injury Reporting/Post Exposure Guidelines: Office staff
and
DPW personnel who exhibit symptoms of illness, or reasonably believe they are infected
by or have been directly exposed to diseases causing a Pandemic Incident, are NOT TO
COME IN TO WORK and are required to immediately report the exposure to their
immediate supervisor.
1.

Suspected or actual exposure:

(a)

Members of the City Office or DPW Department who reasonably
suspect they have came into contact with an infected individual while
not at work shall contact their supervisor as soon as practicable in
order to facilitate work coverage. Under no circumstances should that
employee report to work or enter the City Hall offices or DPW
department prior to supervisor notification.

(b)

Positive Department Pre-Screening Survey: Members of the Department
with the following results shall be considered at risk for infection and
post exposure protocol shall be activated:

(c)

E.

1.

A temporal thermometer reading of 100.4 degrees Fahrenheit or
higher.

2.

Members experiencing a dry cough and shortness of breath at
resting heart rate.

Members of the either Department who reasonable suspect they have
came into direct contact with an infected individual while at work shall
immediately report the incident to their supervisor.
1.

Supervisors shall assess the circumstances involved in the incident
and determine if the post exposure protocol should be followed.

2.

Regardless of Supervisor’s determination, the incident will
be documented in accordance to the work related illness and injury
reporting policy and procedure, and the supervisors will be notified.

Post Exposure Protocol
1.

Initial post-exposure steps
(a)

Members will be directed to immediately report to their department heads
the incident. DPW personal will need to disrobe and place work clothing
AND PERSONALLY WORN EQUIPMENT (if applicable) into a bag.
Office staff will immediately leave the premise and go home.

(b)

DPW personnel must immediately change into their regular clothing.

(c) Any clothing and/or equipment will be taken by the DPW employee to
their personal vehicle and secured there.
(d)

The DPW employee will use a disinfectant wipe to open the vehicle and
sanitize the vehicle key which will then be given to the supervisor.

(e) Critical Incident Notification: Supervisors will insure the Chief of Police
and City Manager are notified.
2.

Equipment and Vehicle decontamination
(a)

3.

Supervisors will arrange for vehicle and equipment decontamination.

Long term post-exposure steps
(a)

Members of any department diagnosed as infected by a physician will be
contacted by the Human Resources Department. Employee benefits and

return to work process will be handled there. Employer will notify all
relevant personnel, including employees, customers, vendors, etc with
whom the diagnosed employee has come in close contact.
(b)

Employer should request all personnel who have been in close contact
with the employee to self-quarantine for 14 days.

(c)

Employer should notify all employees of the fact that an employee (who
shall remain anonymous) has tested positive for COVID-19. This
message shall include the following:

(d)

F.



Reminder to all employees of CDC and local health
department testing guidelines



Reminder to all employees of policies and procedures that
have been put in place to combat the spread of COVID-19.



Acknowledgement of the emotional impact this news and all
COVID-19 news is having on members of employer’s
organization, and encourage employees to contact their
supervisors with any questions or concerns.

Employer should arrange for a thorough cleaning of the areas of
employer’s facilities that the employee with a confirmed case inhabited.
Such cleaning should follow all applicable CDC guidelines and cleaning
standards.

Uniforms and Civilian Attire:
1. After each shift, DPW personnel are to report to the DPW locker room, remove
their work clothing/uniform and put on a change of clothes. DPW uniforms
needing cleaning will be washed/dried in the provided washer and dryer.
2. DPW personnel are to do this one hour before the end of their day.
3. DPW personnel should change into their regular attire at the end of each day.

III.

RE-OPEN PROCEDURE FOR NEWAYGO CITY FACILITIES-JUNE 15, 2020
A.
In order to accomplish the goal of keeping everyone as safe as possible, the
following measures will be instituted upon re-opening of City facilities to the public:
1. When possible, please continue to do business with the City via phone, mail,
electronically, or utilize the drop box
2. Distancing positions shall be placed on the floor at City Hall to help maintain
physical distancing

3. Chairs in City Hall Lobby will be positioned accordingly to help maintain
physical distancing
4. Public visitors must maintain six feet from others at all times
5. City employees will be required to wear face coverings when interactions with
public occur and physical distancing is not available
6. Hand Sanitizers will be available for public use at City Hall
7. Visitors are prohibited from entering work offices/spaces
8. CDC Health guidelines will be posted at entrances and the public board
9. Staff will clean all public areas numerous times during the day at City Hall
10. Should the City Hall Lobby become congested with a number of visitors, staff
will ask visitors to wait outside until a certain number of visitors leave the
building
11. Visitors may be asked to leave if they show signs of sickness
12. Public restrooms will not be available at this time
13. Department of Public Works will not enter homes at this time
14. City Board Meetings will be held via teleconference until State Executive Orders
allow indoor social gathering larger than 10
15. Loomis Lodge will not be rented until State Executive Orders allow indoor social
gatherings larger than 10
IV.

RE-OPEN PROCEDURE FOR THE STREAM-JUNE 15, 2020
A.
In order to accomplish the goal of keeping everyone as safe as possible, the
following measures will be instituted upon the re-opening of The Stream to non-members
1. Encourage all members and non-members to maintain physical distancing
2. Each member and non-member will be responsible to determine their individual
or business standard of safety according to CDC Guidelines
3. Stream staff will clean meeting rooms after each use
4. Stream staff will clean shared space areas numerous times throughout the day
5. Members and non-members may be asked to leave if they show signs of sickness

6. The Stream meeting rooms will not be rented until State Executive Orders allow
for indoor social gatherings greater than 10 people
7. CDC Health Guidelines will be posted at entrances

POLICY HISTORY:
Accepted: May 11, 2020
Revised June 11, 2020

APPENDIX A
City of Newaygo
Coronavirus Disease (COVID-19)
Employee Entry Screening Questionnaire
In the past twenty-four (24) hours, have you experienced:
Fever
New or worsening cough
Shortness of Breath
Sore Throat
Vomiting/Diarrhea

□ yes
□ yes
□ yes
□ yes
□ yes

□ no
□ no
□ no
□ no
□ no

Current Temperature:
If you answered “yes” to any of the symptoms listed above or your temperature is 100.4° or
higher, you need to notify your Department Head/Elected Official and may not come into work.
Employees should self-isolate at home and contact your primary care physician’s office for
direction. You will not be permitted into the workplace until:
 Both three (3) days have passed since symptoms have resolved and seven (7) days have
passed since symptoms first appeared or since they were swabbed for the test that
yielded the positive result; or
 They receive a negative COVID-19 test.
In the past 14 days, have you:
1. Had close contact (within approximately six (6) feet for a prolonged period of time
without PPE) with an individual diagnosed with COVID-19?
Yes
No
2. Engaged in domestic or international travel to places that have been identified by the
CDC as extremely high-risk area for contracting COVID-19:
Yes
No
3. Have you been directed or told by the local health department or your healthcare
provider to self-isolate or self-quarantine:
Yes
No
If you answered “yes” to questions 1 -3 above, contact your Department Head/Elected Official
and do not go into work. Self-quarantine at home for fourteen (14) days or as prescribed by
your healthcare provider.
I,
above to the best of my ability.
Employee Signature:

, truthfully attest that I have answered the questions

Date:

Time:

APPENDIX B
City of Newaygo
Coronavirus Disease (COVID-19)
Return to Work Plan
Employees who fail entrance screening will only be permitted to return to work under the following
circumstances.
Employees who display one or more of the principal symptoms of COVID-19 (fever, cough, shortness of breath,
sore throat or vomiting/diarrhea) will not be permitted to return to work until either:
 Both three (3) days have passed since their symptoms have resolved and seven (7) days have passed
since their symptoms first appeared or since they were swabbed for the test that yielded the positive
result; or
 They receive a negative COVID-19 test.
Employees who test positive for COVID-19 or display one or more of the principal symptoms of COVID-19
(fever, cough, shortness of breath, sore throat or vomiting/diarrhea) will not be permitted to return to work
until either:
 Both seven (7) days after symptoms first started and seventy-two (72) hours after a fever has resolved
without the use of fever-reducing medicines and symptoms have improved, whichever is longer; or
 They receive a negative COVID-19 test.
Employees who have been in “close contact” (being within approximately six (6) feet for a prolonged period of
time without PPE) with an individual who tests positive for COVID-19 will not be permitted to return to work
until either:
 Fourteen (14) days have passed since the last close contact with the sick individual; or
 The individual receives a negative COVID-19 test, whichever occurs first.
*The “close contact” rule does not apply to the following classes of workers: heath care professionals; workers
at a health care facility (including hospitals, surgical centers, health maintenance organizations, nursing homes,
hospice and veteran’s facilities); first responders (i.e. police officers, firefighters, paramedics); child protective
service employees; workers at child caring institutions, as defined in MCL 722.111; animal control officers and
workers at correctional facilities.
Employees who were notified they have been exposed to COVID-19 after interacting with a member of the
public, vendor, contractor, etc. may continue working under the following conditions:
 Self-monitor their symptoms; and
 Adhere to social distancing guidelines; and
 Wear a mask the entire day; and
 Regularly disinfect and clean their workspace
Employees who engage in domestic or international travel within the last fourteen (14) days to places that
have been identified by the Center for Disease Control as an extremely high-risk area for contacting COVID-19:
 May only continue to work via remotely, if available; and



Self-quarantine for fourteen (14) days

APPENDIX C
City of Newaygo
Coronavirus Disease (COVID-19)
FMLA Leave Expansion and Emergency Paid Sick Leave Policy
Purpose
To comply with the Families First Coronavirus Response Act and to assist employees affected by the
COVID-19 outbreak with job-protected leave and emergency paid sick leave. This policy will be in
effect immediately. City of Newaygo’s existing FMLA leave policy still applies to all other reasons for
leave outside of this policy.
Expanded FMLA Leave
Employee Eligibility
All employees who have been employed with the City of Newaygo for the past 12 consecutive
months.
Reason for Leave
Eligible employees who are unable to work due to a need to care for their child when the school or
place of care has been closed, or the regular childcare provided is unavailable due to a public health
emergency with respect to COVID-19.
“Child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person
standing in loco parentis, who is ~
(A) Under 18 years of age; or
(B) 18 years of age or older and incapable of self-care because of a mental or physical disability.
“Childcare provider” means a provider who receives compensation for providing childcare services on
a regular basis, including:
 A center-based childcare provider
 A group home childcare provider
 A family childcare provider (one individual who provides childcare services for fewer than 24
hours per day, as the sole caregiver, and in a private residence)
 Other licensed provider of childcare services for compensation
 A childcare provider that is 18 years of age or older who provides childcare services to
children who are either the grandchild, great grandchild, sibling (if such provider lives in a
separate residence), niece, or nephew of such provider, at the direction of the parent.
“School” means an elementary or secondary school.

Duration of Leave
Employees will have up to 12 weeks of leave to use for the purpose stated above. This time is
included in and not in addition to the total FMLA leave entitlement of 12 weeks in the 12-month
rolling period as determined by the employer.
For example, if an employee has already taken 6 weeks of FMLA leave, that employee would be
eligible for another 6 weeks of FMLA leave under this policy.
Pay During Leave
Leave will be unpaid for the first 10 calendar days of leave; however, employees may use any accrued
paid vacation, sick or personal leave during this time. The employee may also elect to use the paid
leave provided under the Emergency Paid Sick Leave Act, as further explained below. After the first
10 days, leave will be paid at two-thirds of an employee’s regular rate of pay for the number of hours
the employee would otherwise be scheduled to work. Pay will not exceed $200 per day and $10,000
in total. Any unused portion of this pay will not carry over to the next year.
For employees with varying hours, the method for computing the number of hours paid will be used:
 The average number of hours that the employee was scheduled per day over the 6-month
period ending on the date on which the employee takes leave, including hours for which the
employee took leave of any type.
Employee Status and Benefits During Leave
While an employee is on leave, the employer will continue the employee’s health benefits during the
leave period at the same level and under the same conditions as if the employee had continued to
work. While on paid leave, the employer will continue to make payroll deductions to collect the
employee’s share of the premium. During any unpaid portions of leave, the employee must continue
to make this payment per instructions from the HR department.
If the employee contributes to health insurance or has any voluntary payments, such as AFLAC or life
insurance, the employer will continue making payroll deductions while the employee is on paid leave.
During any portion of unpaid leave, the employee may request continuation of such benefits and pay
their portion of the premiums, or the employer may elect to maintain such benefits during the leave
and pay the employee’s share of the premium payments. If the employee does not continue these
payments, the employer may discontinue coverage during the leave. If the employer maintains
coverage, the employer may recover the costs incurred for paying the employee’s share of any
premiums, whether or not the employee returns to work.
Procedure for Requesting Leave
All employees requesting FMLA leave must provide written notice, where possible, of the need for
leave to their Department Head/Supervisor and Human Resources as soon as practicable. Verbal
notice will otherwise be accepted until a completed FMLA Expansion Act – Public Health Emergency
Leave Request form can be provided (Appendix D). Within five (5) business days after the employee
has provided this notice, Human Resources will complete and provide the employee with any
Department of Labor (DOL) required notices.

On a basis that does not discriminate against employees on FMLA leave, the employer may require an
employee on FMLA leave to report periodically on the employee’s status and intent to return to
work.
Employee Status After Leave
Generally, an employee who takes FMLA leave will be able to return to the same position or a
position with equivalent status, pay, benefits and other employment terms. The employer may
choose to exempt certain key employees from this requirement and not return them to the same or
similar position when doing so will cause substantial and grievous economic injury to the business
operations. Key employees will be given written notice at the time FMLA leave is requested of his or
her status as a key employee.
Emergency Paid Sick Leave
Eligibility
All full employees unable to work due to one of the following reasons for leave:
1. The employee is subject to a federal, state or local quarantine or isolation order related to
COVID-19.
2. The employee has been advised by a health care provider to self-quarantine due to concerns
related to COVID-19.
3. The employee is experiencing symptoms of COVID-19 and seeking a medical diagnosis.
4. The employee is caring for an individual who is subject to either number 1 or 2 above.
5. Them employee is caring for his or her child if the school or place of care of the child has been
closed, or the childcare provider of such child is unavailable, due to COVID-10 precautions.
6. The employee is experiencing any other substantially similar condition specified by the
secretary of health and human services in consultation with the secretary of the treasury and
secretary of labor.
“Child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person
standing in loco parentis, who is:
(A) Under 18 years of age; or
(B) 18 years of age or older and incapable of self-care because of a mental or physical disability.
Amount of Paid Sick Leave
All eligible full-time employees will have up to 80 hours of paid sick leave available to use for the
qualifying reasons above.
For employees with varying hours, one of two methods for computing the number of hours paid will
be used:
 The average number of hours that the employee was scheduled per day over the 6-month
period ending on the date on which the employee takes the leave, including hours for which
the employee took leave of any type.

Rate of Pay
Paid emergency sick leave will be paid at the employee’s regular rate of pay, or minimum wage,
whichever is greater, for leave taken for reasons 1-3 above. Employees taking leave for reasons
4-6 will be compensated at two-thirds their regular rate of pay, or minimum wage, whichever is
greater. Pay will not exceed:
o $511 per day and $5,110 in total for leave taken for reasons 1-3 above;
o $200 per day and $2,000 in total for leave taken for reasons 4-6 above.

Interaction with Other Paid Leave
The employee may6 use emergency paid sick leave under this policy before using any other accrued
paid time off for the qualifying reasons stated above.
Employees on expanded FMLA leave under this policy may use emergency paid sick leave during the
first 10 days of normally unpaid FMLA leave.
Procedure for Requesting Emergency Paid Sick Leave
Employees must notify their Department Head/Supervisor and Human Resources of the need and
specific reason for leave under this policy. Verbal notice will be accepted until a completed Paid Sick
Leave Act – Public Health Emergency Leave Request form can be provided (Appendix E).
Once emergency paid sick leave has begun, the employee and their Department Head/Supervisor
must determine reasonable procedures for the employee to report periodically on the employee’s
status and intent to continue to received paid sick time.
Carryover
Paid emergency sick leave under this policy will not be provided beyond 12/31/20. Any unused paid
sick leave will not carry over to the next year or be paid out to employees.
Job Protections
No employee who appropriately utilizes emergency paid sick leave under this policy will be
discharged, disciplined or discriminated against for work time missed due tot the leave.

APPENDIX D
City of Newaygo
Coronavirus Disease (COVID-19)
FMLA Expansion Act – Public Health Emergency Leave Request Form
Please complete this form to request Public health Emergency leave (PHEL) under the FMLA Expansion Act. Leave
will be granted and administered in accordance with the FMLA Expansion Act, the City of Newaygo FMLA
Expansion and Emergency Sick Leave Policy (Coronavirus) and the Newaygo County FMLA Policy.
Employee

Title

Supervisor

Date of Hire
Today’s Date

Reason for Leave:
I hereby truthfully attest that there is no other suitable person available to care for the
child/children under the age of 18 whose school (K-12) or childcare was closed because of the
COVID-19 public health emergency.
Provide names/ages of children and name of school or place of childcare as appropriate:

Date leave to start:
Date of anticipated return to work:
(max 12 weeks of leave – first 10 days unpaid or paid from accruals, thereafter pay by policy)

Signature of Employee/Representative

Date

Supervisor’s Signature

Date

Request for leave has been approved and is:
Approved; number of weeks approved:
Denied. If denied, reason:
Reviewed by:
Signature of HR Personnel

Date

APPENDIX E
City of Newaygo
Coronavirus Disease (COVID-19)
Emergency Paid Sick Leave Act – Public Health Emergency Leave Request Form
Please complete this form to request Public health Emergency leave (PHEL) under the Paid Sick Leave Act. Leave
will be granted and administered in accordance with the Paid Sick Leave Act, the City of Newaygo FMLA Expansion
and Emergency Sick Leave Policy (Coronavirus).
Employee

Title

Supervisor

Today’s Date

Reason for Leave:
I truthfully attest that I am unable to work because of the following reasons:
I am subject to a federal, state or local quarantine or isolation order related to COVID-19.
Issuing Government Agency:
I have been advised by a health care provider to self-quarantine due to concerns related to COVID-19
I am experiencing symptoms of COVID-19 and seeking a medical diagnosis. (A written document from
health
care provider may be required)
I am caring for an individual who is subject to either number 1 or 2 above.
Issuing Gov’t Agency or Health Care Provider:
I am caring for my child because their school or place of care of the child has been closed, or the childcare
provider of such child is unavailable, due to COVID-19 precautions.
Name of Child/Children:
Name of School/Place of Care:
I attest that there is no other suitable person available to care for the child/children listed
during the period of requested leave.
Employee Initials
Date
I am experiencing any other substantially similar condition specified by the Secretary of Health and
Human
Services in consultation with the Secretary of the Treasury and the Secretary of Labor.
Employee Name:
Date leave to start:

Today’s Date:
Date of anticipated return to work:

(max 80 hours of paid leave – thereafter pay by policy)

Signature of Employee/Representative

Date

Supervisor’s Signature

Date

Request for leave has been approved and is:
Approved; number of weeks approved:
Denied. If denied, reason:
Reviewed by:
Signature of HR Personnel

Date

