
 

 

 

 

 

City of Dowagiac 

COVID-19 Preparedness and Response Plan 

 

January 12, 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2 
 

Table of Contents 

 

Employee Exposure Determination      3 

Supervisors Appointed        3 

Training          4 

Self-Screening Protocol        4 

Quarantine Guidelines        5 

Health Department Flyer        6 

Separation Requirements        7 

Face Coverings         7 

Hand Washing         7 

Cleaning & Disinfecting        7 

Protocol for Confirmed COVID-19 case      8 

Business-Related Travel        8 

COVID-19 Safe Procedures Outside of Work     8 

City Hall Building Access        8 

Enforcement           8 

         

 

APPENDIX 

A. Departmental Policies 

 Police and Fire       9  

 DPS         11 

 Museum        13  

   

 

 

 

 

 



3 
 

 

COVID-19 Preparedness and Response Plan 

 

All employees must review this Plan carefully. Compliance is MANDATORY.  

Failure to follow the safety rules set forth in this Plan may result in discipline, up to 

and including termination of employment.  If you witness any unsafe condition, 

potential hazard, or violation of this Plan, you must report it immediately.  This Plan 

is in place until further notice and may be subject to change.  

Employee Exposure Determination 

The City of Dowagiac has determined that its employees’ jobs fall into the following 

exposure risk categories as defined by the OSHA Guidance on Preparing Workplaces 

for COVID-19: 

 Most employees, with the exception of police and fire department employees, 

hold “Lower Exposure Risk” jobs.  These jobs do not require contact with known or 

suspected cases of COVID-19 nor frequent close contact with (for example, within 

six (6) feet of) the general public for prolonged periods of time.  Workers in this 

category have minimal occupational contact with the public and other co-

workers.   

 Police and fire department personnel hold “High Exposure Risk” jobs that involve 

tasks with high potential for exposure to known or suspected sources of COVID-19.  

 

The administrative controls contained in this plan are designed to minimize or eliminate 

the risks of COVID-19 to these employees in the workplace. 

 

Supervisors Appointed  

Ensuring that the requirements in this plan are followed will be the responsibility of 

various Supervisors, appointed by the City Manager.  One Supervisor is appointed for 

each City location.  A log sheet will be completed by each of these Supervisors every 

week.   

24-Hour Services (Police and Fire):  Each Supervisor on shift will also serve as the COVID-

19 Supervisor 

City Hall Supervisor:  Sarah Nagy (Cornwell as back-up) 

DPW Supervisor:  Matt Stack (Tyrakowski or senior union as back-up) 

Museum Supervisor:  Steve Arseneau 

Downtown Supervisor:  Vickie Phillipson 
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Training  

Training on this policy will be offered to each City employee and will comprehensively 

include: 

1. Infection-control practices 

2. The appropriate use and location of personal protective equipment 

3. How to notify of suspected or confirmed case of COVID-19 

4. How to report unsafe working conditions 

 

Self-Screening Protocol  

Before starting in-person work each day, every employee must answer the following 

questions: 

 

(a) Do you have one or more of the following symptoms not explained by a 

known medical or physical condition: 

 

(i)  fever of 100.4 degrees F or above,  

(ii)   uncontrolled cough, or 

(iii) shortness of breath, difficulty breathing. 

 

or do you have two or more of the following not explained by a known 

medical or physical condition: 

 

(i)  abdominal pain, 

(ii)  diarrhea, 

(iii)  loss of smell or taste, 

(iv)  muscle aches, 

(v) severe headache, 

(vi) sore throat, or 

(vii) vomiting. 

 

(b) have you been in close physical contact with (within 6 feet of) someone for 

15 minutes or more within a 24 hour period within the past 14 days who has 

COVID-19 or who is displaying the symptoms described above. 

 

Any employee who answers “yes” to either of these questions may not work and must 

stay or go home and self-quarantine.  Supervisors must report this information to Human 

Resources immediately, but otherwise must keep the information strictly confidential.  
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Quarantine Guidelines 

 

POSITIVE TEST FOR COVID-19 

 

Regardless of vaccination status, if you have tested positive for COVID-19, you must: 

 Stay home for 5 days. 

If you have no symptoms or symptoms have resolved after 5 days, you can stop 

quarantining.   However, you must: 

 Continue to wear a mask at all times for an additional 5 days. 

 If you have a fever, or develop a fever, continue to stay home until you have been 

fever-free for 24 hours. 

 

 

EXPOSURE TO SOMEONE WITH COVID-19 

 

If you have been vaccinated fully within the last 6 months and/or have received your 

booster shot: 

 Wear a mask at all times for 10 days. 

 Test on day 5, if possible. 

 If you develop symptoms, get a test and stay home. 

If you were vaccinated over 6 months ago and are not boosted: 

 Stay home for 5 days. 

 Wear a mask at all times for an additional 5 days. 

 Test on day 5, if possible. 

 If you develop symptoms, get a test and stay home. 

 

 

 

 

 

 



If you:
   Completed the primary series of Pfizer or   
   Moderna vaccine over 6 months ago and   
   are not boosted
OR
   Completed the primary series of J&J over   
   2 months ago and are not boosted
OR
   Are unvaccinated

COVID-19 Isolation and

Quarantine Guidance

If you test positive for COVID-19 (Isolation)

Updated by CDC on 12/27/2021

Stay home for 5 days.
If you have no symptoms or your symptoms are resolving after 5
days, you can leave your house.
Continue to wear a mask around others for 5 additional days.
If you have a fever, continue to stay home until your fever resolves.

Everyone, regardless of vaccination status.

If you were exposed to someone with COVID-19 (Quarantine)

If you:
   Have been boosted
OR
   Completed the primary series of Pfizer or   
   Moderna vaccine within the last 6 months
OR
   Completed the primary series of J&J   
   vaccine within the last 2 months

Wear a mask around others for 10
days
Test on day 5, if possible.
If you develop symptoms get a
test and stay home.

Stay home for 5 days. After that
continue to wear a mask around
others for 5 additional days.
If you can’t quarantine you must
wear a mask for 10 days.
Test on day 5, if possible.
If you develop symptoms get a
test and stay home

Document date: 12/28/2021 

Source: https://www.cdc.gov/media/releases/2021/s1227-isolation-
quarantine-guidance.html

https://www.cdc.gov/media/releases/2021/s1227-isolation-quarantine-guidance.html
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Social Distancing Employees should try to maintain at least a 6-foot separation from 

others whenever possible.   

 

Face Coverings  All employees – whether fully vaccinated or not - are strongly 

encouraged to wear face coverings, especially when leaving a work station, walking 

through a communal area like a hallway, bathroom, or breakroom and all other times 

when a 6-foot distance cannot be consistently maintained. 

 

Hand Washing  

Employees are expected to wash their hands frequently throughout the day with soap 

and water for at least 20 seconds, including every time the employee: 

 Enters the worksite 

 Enters a breakroom area 

 Makes contact with any person  

 Coughs or sneezes; and they must also cough/sneeze with a tissue, then 

immediately dispose of the tissue 

 

In between hand washing, hand sanitizer should be used throughout the day. 

 

Cleaning & Disinfecting  

The cleaning company is currently cleaning City Hall according to COVID-19 

regulations.   In addition to this overall cleaning, each employee is responsible for daily 

cleaning tasks.  Cleaning products will be available to all employees.  These tasks 

include: 

 Using a disinfectant cloth to wipe down employee’s work station at least twice 

per day. 

 Using a disinfectant cloth to wipe down communally touched items like door 

handles, light switches, printers/copiers, vehicles, etc. several times per day. 

 Bathrooms:  Each bathroom at each facility will now serve one person at a time.  

Doors must be locked behind each user to prevent entrance.   After using the 

bathroom, employee must spray Lysol on each item touched, wash hands 

thoroughly, and use a paper towel to open the door to exit. 

 Breakrooms:  Breakrooms shall occupy no more than two employees at one time 

and shall only be used to store or prepare food.   Lunches must be eaten at 

other locations.   For example, personal work stations, outdoors, an unused 

conference room, etc.   If eating in a communal area, employee must use a 

disinfectant cloth to wipe down areas used before leaving. 
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Protocol for Confirmed COVID-19 case  

If an employee has a confirmed positive test result, the local health department will be 

notified and an effort will be made to notify all individuals that came into close physical 

contact with the employee within 2 days before the employee tested positive.  The City 

treats all employee medical information as confidential and will not identify the 

employee by name unless otherwise required by law.  When a COVID-19 case is  

confirmed, some or all of the worksite may be closed so that additional deep cleaning 

can take place.   

 

Business-related Travel  

All non-essential business-related travel is suspended until further notice.   If travel is 

essential, the City Manager must be consulted and grant permission for the travel to 

take place. 

 

COVID-19 Safe Procedures Outside of Work 

All employees are encouraged to follow COVID-19 safe practices outside of the work 

place on their personal time.  Wearing masks in public, washing hands frequently, not 

touching ones face, only going into public when necessary, and encouraging their 

immediate family to do the same are part of these safe practices.   

 

City Hall Building Access 

City Hall currently has limited hours during which the public may enter.  Outside of those 

hours, no one is allowed in the buildings with the exception of current employees.  This 

will include former employees, retirees, friends, and family members of current or past 

employees.  The only outside access to each department will be in the course of 

necessary projects or departmental operations.  In all cases, department supervisors 

shall be charged with determining when non-departmental personnel are necessary to 

operations. 

 

Enforcement 

Employees are expected to follow the safe practices written in this Plan and to 

promptly and accurately report all violations to the City Manager.   No employee will 

be retaliated against for reporting an alleged violation in good faith.  Understandably, 

these are new and unusual practices and good habits will have to be built.   Supervisors 

are responsible for reminding employees in their department to follow the practices 

within this document.    However, if an employee is blatantly or repeatedly violating 

these practices, the employee is subject to discipline up to and including dismissal.  



9 
 

Appendix B:   Departmental Policies (These Policies supplement the City’s COVID-19 

Preparedness and Response Plan, which applies to all employees).  

 

DOWAGIAC POLICE AND FIRE DEPARTMENT 

 

COVID-19 Department Response Plan Policy 

 

 

The novel coronavirus (COVID-19) is a respiratory disease that can result in serious illness or 

death.  It is caused by a new strain of coronavirus not previously identified in humans and easily 

spread from person to person.  There is currently no approved vaccine or antiviral treatment for 

this disease.  

 

SUPERVISION: 

 

Supervisors will be identified as the shift supervisor for each shift.  During times when more than 

one command officer is working, the highest ranking member of the department will be the 

supervisor, or the person that is designated as the supervisor by the highest ranking member.   

 

Designated supervisors shall be responsible for making sure all of the requirements of this policy 

are completed and enforced.   

 

BUILDING ACCESS: 

 

At both the police and fire departments, no one is allowed in the buildings with the exception of 

current employees.  This will include former employees, retirees, friends, and family members of 

current or past employees.  The only outside access to each department will be in the course of 

investigative or department operations such as computer services.   Department supervisors shall 

be charged with determining when non-departmental personnel are necessary to operations. 

 

EMPLOYEE SCREENING: 

 

Each employee entering the police and fire departments will be required to complete a 

screening upon initially entering the building of each office.  This screening will consist of a 

temperature check, and answering all questions on the Employee Health Screening Form.  The 

supervisor will be responsible for seeing that the screening is completed and documented on 

the form provided.    

 

 

SEPARATION REQUIREMENTS:  

 

All employees are expected to maintain at least a 6-foot separation from others whenever 

possible.  When inside of the police department office, employees will work in separate offices.  

One will work from the station in the Sergeant office while the other will work from a station in the 

squad room.  If three officers are working, only two will be allowed in the squad room with the 6-

foot separation requirement met.  Officers will work from opposite work stations farthest apart 
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from each other.  If consultation or conversation much occur, officers will do so while 

maintaining the 6-foot separation distance.   

 

Due to the size of the break room in the police department no more than one employee is 

allowed in the break room at a time.  If for some reason more than one employee is needed the 

employees shall wear a mask.  Officers are encouraged to work from the squad car as much as 

possible.   

 

At the fire department firefighters will work in separate work stations or offices whenever possible.  

Only one firefighter will be allowed at the office workstation at a time.  If consultation or 

conversation is required, firefighters will do so while maintaining the 6-foot separation distance.   

 

PERSONAL PROTECTIVE EQUIPMENT: 

 

The police and fire departments will provide masks, gloves, and face shields for employee use 

during work situations.  There is a supply of homemade, surgical, and N95 masks available.  The 

N95 masks are only to be used during times when a COVID-19 situation is suspected or 

confirmed.  Face shields and gloves should be worn during these times as well.  All other times 

the others masks provided should be utilized.   

 

CLEANING: 

 

In addition to cleaning specified in the City of Dowagiac Policy, officers will clean/sanitize their 

squad car at the beginning and end of each shift working.  Officers and firefighters will also be 

responsible for cleaning their personal work stations several times throughout each shift worked.   
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DPS COVID PROTOCOLS 

  

  

These protocols are mandatory, not optional.  Failure to follow and/or enforce them is subject to 

accountability, discipline, and immediate revision of the protocols.  

  

These protocols are subject to change as necessary based on emergency orders and 

compliance.  

  

The following measures have been implemented in order to reduce the potential for exposure:  

  

 If you arrive to work early, you must stay in your vehicle until 5 minutes before your 

scheduled start time. 

 A form provided by HR must be completed daily before work commences. 

o The following will ensure/verify that the form has been completed and instructions 

followed: 

 DPW Crew: Matt Stack (Chad Alternate, Senior Union Second Alternate) 

 We have two groups: Group 1 starts @7:30am and leaves @3:30pm; Group 2 starts @8am 

and leaves @4pm.  These groups are based on Seniority.  Group 1 must have tasks 

assigned and be in motion by 7:45am.  This will allow time for Group 2 to enter and clock-

in between 7:55am and 8am. 

 Take turns clocking-in to prevent congregating at the time-clock. 

 Group 1 and Group 2 must take separate lunches, and NOT overlap.  Chairs have been 

removed from the break area to allow for NO MORE THAN 4 employees to eat at the 

same time while maintaining 6’ distancing, marked by the green dots to also allow for 6’ 

distancing from the timeclock.  You may also eat in your personal vehicle, outside, or 

other alternate area. 

 We will assign as many tasks as possible that can be completed independently, or at a 

minimum allow for proper social distancing.   

 Sanitization checklists have been developed and must be followed, completed, initialed, 

and submitted each day with timesheets. 

 Maintain social distancing to the best of your ability (6-feet apart and no congregating). 

 Unless an emergency, every employee required to work outside of the building must 

drive a separate vehicle.  If an emergency, both employees must done face coverings 

while in the vehicle. 

 Use phone, cell phones, face-time, e-mail, etc. to conduct business and/or assist each 

other (try to minimize visits to city hall, limiting visits to Matt/Pat, unless absolutely 

necessary). 

 When entering City Hall, face coverings must be worn.    

 FOLLOW THE City COVID-19 Preparedness and Response Plan 
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Dowagiac Area History Museum COVID-19 Addendum 

The Dowagiac Area History Museum will follow the City of Dowagiac COVID-19 Plan and 

guidelines from the State of Michigan. Because of unique circumstances of its business type, the 

museum will also take the following precautions to keep patrons, volunteers and the museum 

director as safe as possible when open to the public: 

 

1. Staffing: The museum has one paid full-time staff member with a walled office and he will 

serve as the supervisor in implementing the COVID-19 Plan.  

2. Volunteers: During COVID-19 emergency periods, volunteers will not be helping to staff 

the museum. 

3. Number of visitors: There will be a maximum of 10 visitors allowed in the museum at one 

time. During COVID-19 emergency periods, the museum will be open by appointment 

only. 

4. Social Distancing: Visitors will be notified that they are to maintain social distancing of 6 

feet from visitors outside of their immediate group.  

5. Hand sanitation stations: The museum will provide hand-sanitizer stations on each floor of 

the museum for patrons and staff. 

6. Cleaning: Museum Director will do additional cleaning of frequently touched surfaces 

after visitation. Primary targets will be door handles, bathrooms, elevator buttons and 

staircase handrails. Museum’s cleaner will do deeper cleaning two times per week. The 

museum’s water fountain will be unplugged.  

7. Masks: Masks for visitors will be mandatory and visitors will fill out the health screening 

form (provided by the City of Dowagiac).  

8. Exhibits: The museum will remove from the exhibit floors or block access to hands-on 

exhibits. 

9. Signage: The museum will have signs alerting the public to masks requirement, social 

distancing rules and other aspects of this policy.  

*The City reserves the right to close the museum and limit on-site staffing during COVID-19 

emergency periods. During those times, the museum director will work remotely with a limited 

on-site schedule.  

 

 

 

 

 




