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Disclaimer regarding Executive Orders and Michigan Department of Health and Human Services
(MDHHS) Emergency Orders:
At the time this plan was drafted the Executive Orders and MDHHS Emergency Orders herein referenced
were believed to be current; however, revisions are likely to be made to each order. When an Executive
Order is referenced in this plan and it is found that a newer, substantially similar Executive Order was issued;
then the newest order will prevail.
Berrien County COVID-19 Preparedness and Response Plan and COVID-19 Coordinator:
Berrien County has prepared the following COVID-19 Preparedness and Response Plan (“Plan”) to
provide guidance to County leaders and employees for more fully returning to work in the face of the
ongoing COVID-19 crisis through protocols that are consistent with relevant state and local orders related
to COVID-19 and provide a framework for safely and efficiently re-opening the County offices to most
employees and the general public.
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The County Administrator serves as the COVID-19 Workplace Coordinator. As such, the County
Administrator will update this Plan as needed and communicate important messages to employees and
the general public. Additionally, the County Administrator will work with Department Heads/Elected
Officials to maintain adequate staffing levels to perform essential functions and identify alternate supply
chains for critical goods and services in the event of disruption.
This Plan will remain in effect until further notice and may be updated as this situation evolves or as state
or local orders related to COVID-19 are issued or amended. If you have any questions or concerns about
this Plan please contact the County Administrator. To report potential unsafe working conditions, please
contact the Personnel Department.
County Board of Commissioner Approval:
Berrien County Government’s COVID-19 Preparedness and Response Plan is subject to frequent changes
and modification; nevertheless, it requires County Board of Commissioner approval. The Board of
Commissioners recognizes that the implementation of this plan and subsequent changes cannot be
delayed in every case until the Board has had an opportunity to take formal action.
1. INTRODUCTION
Since March 24, 2020, Governor Gretchen Whitmer has issued seven (7) Executive Orders (2020-21, 202042, 2020-59, 2020-70, 2020-77, 2020-96, 2020-100) restricting the activities of Michigan residents, businesses
and government concerning COVID-19, with the most recent order expiring Friday, June 12, 2020. Each
Order prohibits businesses or operations to operate a business or conduct operations that require workers
to leave their homes except to the extent those workers are necessary to sustain or protect life (i.e., critical
infrastructure workers) or to conduct minimum basic operations. Appendix A contains a list of critical
infrastructure workers as described by the U.S. Cybersecurity and Infrastructure Security Agency in its August
18, 2020 guidance. On October 2, 2020, the Michigan Supreme Court issued an opinion invalidating the
majority of Governor Whitmer’s executive orders issued after April 30, 2020. On October 5, 2020, the
Michigan Department of Health and Human Services (MDHHS) issued Emergency Order under MCL
333.2253 – Gathering Prohibition and Mask Order. The order provides limitations on indoor gatherings and
requires face coverings for certain events and was set to expire on October 30, 2020. On October 14, 2020,
MIOSHA filed Emergency Rules on COVID-19. On October 29, 2020, the MDHHS issued Emergency Order
under MCL 333.2253 – Gatherings and Face Mask Order that went into effect on November 2, 2020 until
rescinded. The order provides limitations on indoor gatherings and requires face coverings for certain
events.
“Critical infrastructure workers” or those required to conduct minimum basic operations may perform inperson activities so long as any in-person work is performed consistently with the social distancing and
mitigation measures required under any relevant executive order or public health order. Businesses,
operations, and government agencies that remain open for in-person work must, at a minimum:
a. Develop a COVID-19 preparedness and response plan, consistent with
recommendations in Guidance on Preparing Workplaces for COVID-19, developed by
the Occupational Health and Safety Administration and available here. Such plan must
be available at company headquarters or the worksite.
b. Restrict the number of workers present on premises to no more than is strictly necessary
to perform permitted in-person work.
c. Promote remote work to the fullest extent possible.
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d. Keep workers and patrons who are on premises at least six feet from one another to the
maximum extent possible.
e. Increase standards of facility cleaning and disinfection to limit worker and patron exposure
to COVID-19, as well as adopting protocols to clean and disinfect in the event of a positive
COVID-19 case in the workplace.
f.

Adopt policies to prevent workers from entering the premises if they display respiratory
symptoms or have had contact with a person with a confirmed diagnosis of COVID-19.

g. Adopt any other social distancing practices and mitigation measures recommended by the
CDC.
h. Businesses or operations whose in-person work is permitted must also:
i. Prohibit gatherings of any size in which people cannot maintain six feet of
distance from one another.
ii. Limit in-person interaction with clients and patrons to the maximum extent
possible, and barring any such interaction in which people cannot maintain six
feet of distance from one another.
iii. Provide personal protective equipment such as gloves, goggles, face shields,
and face masks as appropriate for the activity being performed.
iv. Adopt protocols to limit the sharing of tools and equipment to the maximum
extent possible and to ensure frequent and thorough cleaning of tools,
equipment, and frequently touched surfaces.

2. WORKERS NECESSARY TO PERFORM INFRASTRUCTURE FUNCTIONS OR CONDUCT MINIMUM BASIC
OPERATIONS
Government activities are encouraged to be conducted remotely whenever possible. However, In-person
government activities are permitted when they are deemed necessary and when:
a. They are performed by critical infrastructure workers, including but not limited to workers in
law enforcement, public safety, and first responders as defined in U.S. Cybersecurity and
Infrastructure Security Agency in its August 18, 2020 guidance (Appendix A).
b. They are necessary to support the activities of workers described in Appendix A or to enable
transactions that support businesses or operations that employ such workers.
c. They involve public transit, trash pick-up and disposal (including recycling and composting),
the management and oversight of elections, and the maintenance of safe and sanitary
public parks so as to allow for outdoor activity.
d. For purposes of this order, necessary government activities include minimum basic
operations, as described in section 4(b) of this order. Workers performing such activities need
not be designated.
e. Any in-person government activities must be performed consistently with the social
distancing practices and other mitigation measures to protect workers and patrons.
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Based on these criteria, all functions of Berrien County government are determined to be necessary and
all employees are deemed “critical”, recognizing, however, that not every worker may be necessary on
any particular day to perform these critical functions and maintain minimum basic operations. Berrien
County countywide elected officials (to include Judges as represented by the Chief Judge), and other
department heads in consultation with the County Administrator, are responsible for determining the
number of employees required to work “on site” on a given day, how “in-person work” is performed in
accordance with this Plan, and which employees (if any) may work remotely. The daily status of each
employee will be provided to County HR on the “Employee Status Log” (Appendix “B”) at the same time
as biweekly payroll is submitted.
3. PHASE I PROTECTIVE POSTURE OVERVIEW: COUNTY OPEN--COUNTY BUILDINGS CLOSED
County operations are currently under “Phase I Protective Posture” (Phase I). This phase was initially
described in the Administrator’s Memorandum dated March 23, 2020 (Appendix “C”). In Phase I all County
Facilities are closed to the public except for narrowly defined operations of selected departments. Should
a conflict arise between the initial March 23rd Memorandum and these instructions, this Plan will prevail.
During this period we will implement the physical and social distancing changes, and practice those habits
that will permit a rapid execution of the “Phase II Protective Posture” (Phase II). Phase II begins when the
public is allowed access to County facilities.
4. PROTECTIVE SAFETY MEASURES DURING THE PERIOD WHEN COUNTY BUILDINGS ARE CLOSED TO THE PUBLIC
(PHASE I)
a. Sick Leave
Employees are permitted to take paid leave consistent with the Families First Coronavirus Response Act
and Berrien County collective bargaining agreements and policies. Any onsite employee who appears to
have a respiratory illness or symptoms consistent with COVID-19 will be separated from other employees
and sent home and that individual’s status reported to HR in accordance with Appendix “E” “COVID-19
Instructions for Department Heads and Supervisors”.
b. Employee Screening by Department Head
Department heads will ensure that employees reporting to work in Phase I are screened prior to removing
their face covering. A sample Employee Entry Screening Questionnaire is attached as Appendix E. While
a department head signature is encouraged, it is not required during Phase I.
Some department heads may prefer to use the COVID symptom checker used at the Health
Department and provided by Lakeland. It can be found at the following website:
https://covid19symptomchecker.spectrumhealth.org/home
Employees complete the survey on their phone and show a time stamped green check mark to “pass” the
screening process. Another symbol appears if they report any symptoms so further assessment can be
done.
There is no plan in place during Phase I for designating a screener at the employee/public entrances.
Departments must be prepared to take temperatures upon request or need. Any individual taking
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employee temperatures will be required to wear appropriate personal protective equipment. If an
employee fails the screening process, he or she should be sent home and the matter reported to Personnel
Department with Appendix “E” COVID-19 Instructions for Department Heads and Supervisors”.
If trained personnel are identified and other legal barriers overcome, during Phase II access to all County
facilities may be limited to selected entrances where there will be a screener who will check all visitors and
employees. This person will also ensure that a face covering is being worn.
c.

“Enclosed Public Space

Current CDC guidance and the MDHHS Emergency Order (Gatherings and Face Masks) that went into on
November 2, 2020, requires face coverings will be worn in enclosed public spaces. Unless further
information is received, “enclosed public spaces” are those areas identified with the following sign.

Note: These and all other signs identified in Appendix F are available from the Logistics
Coordinator for Administration (para 4e below) Installation by departments is limited to using
only masking/painters tape on non-painted surfaces. Other installation will be done by
Buildings & Grounds personnel.
The officials designated below will make the decision of what is “enclosed public space”, but at a minimum,
this designation is to be used in all areas frequented by the public (entrances, restrooms, break rooms,
common hallways, stairwells, and elevators) and in constricted areas that may see little public traffic but
are traversed by employees (narrow corridors and stair wells).
Since everyone must wear a face covering (visitor and employee) in these “enclosed public spaces”, it is
recommended that the designation be used only to the degree demanded by public safety.


Berrien County Trial Court.
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o

o

St. Joseph and Niles Courthouses (does not apply to offices under the immediate
control of the County Clerk, County Prosecutor, Building & Grounds Offices, or
Information Systems Offices).
Juvenile Center



Berrien County Sheriff
o Jail
o 2100 E. Empire (does not apply to Motor Pool, Printing, 911 Dispatch, and
Records)
o Substation offices
o Building #2



County Health Officer
o Napier Health Department to include Conference Rooms
o Niles Health Department
o Three Oaks Health Department



County Administrator
o Administration Building (except for the offices under immediate control of
County Clerk, County Treasurer, Register of Deeds, and County Drain
Commissioner).
o Berrien County Animal Control
o Non-Sheriff departments at 2100 E. Empire.
o St. Joseph and Niles Courthouse offices of Building and Grounds, Information
Systems, and Public Defender.
o All other County facilities (Parks, Road Department, etc.)

d. Personal Protective Equipment
Berrien County shall provide and make available to all employees personal protective equipment (PPE)
such as gloves, goggles, face shields, and face masks, as appropriate for the activity being performed by
the individual. Employees are authorized to provide their own homemade face coverings and gloves if
preferred.
Any employee able to medically1 tolerate a face covering, must wear a covering over his or her nose and
mouth when:

1



Not able to maintain required social distancing (6’) from any employee or visitor. This
includes but is not limited to breakrooms, meeting rooms, and narrow corridors.



Entering another department’s workspace;



Any meeting, even if social distancing is possible, with persons (employees or visitors) who
are not regular occupants of that particular workspace/facility.

Any employee medically unable to tolerate a face covering must provide a doctor’s written authorization for this exemption to HR.
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Face shields and face masks will be issued to employees conducting employee screening or are required
to work within 6’ directly to the front of someone without the benefit of a more permanent shield. Unless
otherwise required, surgical-type masks will be issued in lieu of N95-style.
Gloves will be worn when opening mail, handling cash, etc.
e. Funding/Logistics/Supply.
The Sheriff, Health Officer, and County Administration have been provided funding in order to requisition
the PPE, Screening, and sanitation supplies necessary for the County.
Other departments may use their current budgeted funds for required supplies; but there is no general
commitment that these costs will be reimbursed by County contingency funds. Each departments is asked
to track these expenses. If reimbursement from the State or Federal Government comes available, these
records will be essential.
As an alternative, it is recommended that departments (other than those under the Sheriff and Health
Officer) request supplies, equipment, and COVID-19 related vendor services from the Logistics Coordinator
for Administration at kfedison@berriencounty.org with a copy going to the Administrator. In most cases
these expenses will have no impact on the department’s 2020 budget.
During Phases I and II, the County will attempt to maintain a bulk supply of the following items for distribution
upon request:







Surgical and field expedient face coverings
N95 Masks (restricted distribution)
Face shields
Gloves
Sanitizing spray and wipes
Signage

Note: Supplies provided by the Logistics Coordinator (Admin) are intended for internal use only and
not for distribution to non-County agencies. While visitors are responsible for having face coverings
when entering County facilities (particularly during Phase II), when it is in the interest of the County
to provide such protection, surgical masks may be provided at no charge.
f.

Enhanced Social Distancing

Supervisors will direct employees to perform their work in such a way so as to reasonably avoid coming
within six feet of other individuals. Where possible, employees may be relocated or provided additional
resources in order to avoid shared use of offices, desks, telephones, and tools/equipment. The number of
employees permitted in any break room or lunch room shall be limited to ensure social distancing
restrictions can be followed. Employees should remain in their assigned work areas as much as possible.
Employees whose job duties regularly require them to be within six feet of members of the public will be
provided with appropriate personal protective equipment or physical barriers commensurate with their
level of risk of exposure to COVID-19.
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g. Office Improvements to Enhance Employee Protection
Departments may submit requests for office re-arranging for which the cost is negligible (<$500) to
Superintendent, Building & Grounds via the work order system. He will address these as time and manpower
permit. More substantial alterations must be submitted to the County Administrator for review.
Buildings & Grounds has installed permanent plexiglass shields in front of those customer counters where no
protection currently exists. They are also installing customer markers on the floors to assist in maintaining
social distancing.
h. Remote Work
As determined by the department head and consistent with County telework capabilities, all employees
whose job duties allow to them telework, will work remotely.
i.

Hygiene

Employees are encouraged to resist touching common places in the buildings. An example of these would
be the railings along stairwells. While employees opening mail and handling cash are directed to wear
gloves, other employees who may come in contact with these should also be sanitizing the area and
washing their hands frequently. Employees are instructed to wash their hands frequently, to cover their
coughs and sneezes with tissue, and to avoid touching their faces. Employees will be provided with access
to places to frequently wash hands or to access hand sanitizer. Employees will also be provided sanitizing
tissues and places to properly dispose of them. Signs regarding proper hand washing methods will be
posted in all restrooms (Appendix F). Hand shaking is also prohibited to ensure good hand hygiene.
j.

Cleaning and Disinfecting

While the Building & Grounds Department will continue to provide the cleaning and disinfecting of
common areas, each department will be responsible for the cleaning and disinfecting of surfaces,
equipment, and other elements of the work environment using appropriate disinfectants. Departments
may establish their own protocols for this cleaning (e.g. “at midday” or “after a counter or desk has been
used by a visitor”).
Departments should initially use any cleaning supplies they currently have available. Future requests for
disinfectant, sanitizer, etc. can be sent to the Logistics Coordinator. Employees will be provided with access
to disposable disinfectant wipes so that any commonly used surfaces can be wiped down before each
use. In the event that an employee that has been in the workplace in the past 14 days tests positive for
COVID-19, County Administration will be informed immediately for further instructions.
k. Tools and Equipment
Berrien County limits the sharing of tools and equipment among employees. Should any sharing of tools
be required, employees must either wear gloves, or disinfect and clean each tool or piece of equipment
following their use of same and before any other employee uses the tool or piece of equipment.
l.

Visitors while County Buildings are Closed to the Public

During Phase I, with the exception of persons authorized by the Trial Court and those with appointments
authorized by Countywide elected officials, no visitors, to include vendors, are allowed into the Buildings.
Vendors must be determined critical to maintaining a County essential function. The department
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authorizing a non-employee entrance to a County facility will be responsible for insuring that he/she is
screened prior to entering the building and is wearing a face mask at all times, and that areas of physical
contact are sanitized upon their departure.
Under no circumstances are children allowed in County facilities while they are closed to the public.
Note: During Phase I or II, if any visitor does not have a face covering and refuses to wear one
provided, he/she will be refused entry. If he/she insists on access then normal security protocols will
be followed by County staff.
5. COUNTY PHASE II PROTECTIVE POSTURE OVERVIEW: COUNTY OPEN--COUNTY BUILDINGS REOPENED TO
THE PUBLIC.
County operations are currently at “Berrien County Phase I Protective Posture” (County Phase I). When
operations the transitions back to “Berrien County Phase II Protective Posture” (County Buildings Reopen to
the Public), the County will adhere to the following general protocols:


Implement and maintain the protective safety measures consistent with recommendations in
Guidance on Preparing Workplaces for COVID-19, developed by the Occupational Health and
Safety Administration;



Provide COVID-19 safety training and designate worksite supervisors;



Conduct daily self-screening protocols; and,



Provide face coverings and cleaning supplies to employees and require coverings to be worn
when employees cannot consistently maintain six feet of separation.

Effective upon the receipt of this Revised Berrien County COVID-19 Preparedness and Response Plan,
departments should be making every reasonable preparation and implementing procedures as if Phase II
were already in place and the public again had free access to our facilities. Most of the plans and
procedures of the County Phase I Protective Posture Plan will continue into Phase II.
6. PROTECTIVE SAFETY MEASURES TO BE IMPLEMENTED UPON RECEIPT IN ANTICIPATION OF WHEN COUNTY
BUILDINGS ARE OPEN TO THE PUBLIC (PHASE II)
a. Sick Leave
Employees are permitted to take paid leave consistent with the Families First Coronavirus Response Act and
Berrien County collective bargaining agreements and policies. Any onsite employee who appears to have
a respiratory illness or symptoms consistent with COVID-19 will be separated from other employees and sent
home and that individual’s status reported to HR in accordance with Appendix “E” “COVID-19 Instructions
for Department Heads and Supervisors”. This form can be found on the County Intranet under “News &
Information”.
b. Worksite Supervisors
At least one supervisor must be tasked with overseeing compliance with workplace plans. The Sheriff,
Register of Deeds, Drain Commissioner, Treasurer, Clerk, Prosecutor, Chief Judge/Trial Court Administrator,
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Chairman of the Board of Commissioners/County Administrator are designated Worksite Supervisors unless
delegated in writing to a subordinate supervisor. Please send a copy of that delegation to the County
Administrator in his role as Berrien County’s COVID-19 Coordinator.
The County Administrator does hereby designate the following individuals to oversee compliance with
this plan in their department areas as worksite supervisors:
Tiffany Peterson, Animal Control
Lex Winans, GIS/Land Description
Juli Corcoran, Printing and Binding
Chris Hartman, Micro-film/Records
Tod Rainey, Motor Pool
Doug James, Financial Services
Shelley Jasper, HR
Annette Krieger, Administration
Brian Bailey (T), Parks
Lee Lull, Veterans
Caitlin Sampsell, 911
Dan Fette, Community Development
Jason Latham, Roads
Chris Swihart, I/S
Warren Parrish, Equalization
Todd Johnson, B&G
Paul Jancha, Public Defender
Nicki, Britten, Health Department
c. Employee Screening by Department Head
Department heads will ensure that employees complete a self-screening protocol before reporting to
work. A sample Employee Entry Screening Questionnaire is attached as Appendix E and is available in
quantity. Employees will give the form to their worksite supervisor (or place it in a designation location)
upon arriving at work.
Some department heads may prefer to use the COVID symptom checker used at the Health
Department and provided by Lakeland (or a similar application). This one can be found at the following
website and under “News & Information” on the County Intranet as “COVID-19 Symptom checker.
https://covid19symptomchecker.spectrumhealth.org/home
Employees complete the survey on their phone before entering a County facility, and show the time
stamped green check mark to “pass” the screening process with their worksite supervisor.
Whether done by written questionnaire or an application, any employee who does not pass the prescreening must remain outside the County buildings until cleared by his/her supervisor to enter.
Any employee who has duties which require him/her to go to other County facilities should be provided a
“Covid-19 Screening Completed” pass to carry for that day (Appendix G). Without this, anyone not
normally assigned to a given facility (either with or without “fob” access) will be expected to go through
the visitor screening process for that facility.
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As an additional precaution, each department will designate at least one person who has the PPE,
equipment (i.e. touchless thermometer) and training in order to provide additional screening upon request,
or to check any (or all) employees upon entering the workspace.
As a side note, for purposes of this plan, non-county workers who are currently assigned to work in our
facilities (e.g. DOC) must either conform with the standard as described in this plan, or be treated as visitors
(below).
d. Visitors to County Buildings upon re-opening to public.
All visitors, clients, vendors, and those County employees who do not have a valid “Covid-19 Screening
Completed” pass, will wear face covering, sanitize their hands, and be screened at the door to all County
facilities. While it is preferred that this screening occurs outside by a properly protected, trained screener,
if visitor traffic is expected to be light, the departments may determine alternate means to accomplish this
task using existing resources2.
Each County facility is assigned to a single department, as shown below, for visitor screening purposes.
Location

Department Responsible for
Screening

St. Joseph Courthouse (West Entrance)
Niles Courthouse (Main Entrance)
Public Defender Annex (Edgewater)
Public Defender Office (Church St.)
Jail (Main Entrance)
Administration Building (North Entrance)
Health Department-Napier (Main)
Health Department-Niles) (North Ent)
Health Dept. (only) Three Oaks Bldg.
Conference Center (Napier)
2100 Empire (Public Entrance—Records)
2100 Empire (Motor Pool)
2100 EOC/Road Patrol
Road Department (Yore)
Road Department Garages
Parks (Love Creek Nature Center)
Parks (Madeline Bertrand Lodge)

Trial Court
Trial Court
Public Defender
Public Defender
Sheriff Department
Administration
Heath Dept.
Health Dept.
Health Dept.
Health Dept.
Records
Motor Pool
Sheriff Department
Road Department
Garage Foremen
Parks
Parks

Employees conducting screening will be required to be trained in the screening process, the use of the
touchless thermometer, and wear appropriate personnel protective equipment (PPE).
All County buildings will have exterior signage prominently displayed instructing visitors to stop, conduct a
self-screen, and put on a face covering before entering any County building (Appendix F). Free standing
sanitizing stations will be provided by Building and Grounds. Visitors without face coverings may be
provided one if it is in the best interest of the County to do so.

2

Departments may request additional resources in accordance with normal County procedures.
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Note: If any visitor does not have a face covering and refuses to wear one if provided by the
County, he/she will be refused entry unless they can provide some evidence of a medical condition
that would be exacerbated by a face covering. If he/she insists on access then normal security
protocols will be followed by County staff.
e. “Enclosed Public Space
Current CDC guidance and the MDHHS Emergency Order (Gatherings and Face Masks) that went into on
November 2, 2020, requires face coverings will be worn in enclosed public spaces. Unless further
information is received, “enclosed public spaces” are those areas identified with the following sign.

Note: These and all other signs identified in Appendix F are available from the Logistics Coordinator
for Administration (para 4e below). Installation by departments is limited to using only
masking/painters tape on non-painted surfaces. Other installation will be done by Buildings &
Grounds personnel.
The Department Heads/COVID-19 Worksite Supervisors of the departments listed below, will make the
decision of what is “enclosed public space”, but at a minimum, this designation is to be used in all areas
frequented by the public (entrances, restrooms, break rooms, common hallways, stairwells, and elevators)
and in constricted areas that may see little public traffic but are traversed by employees (narrow corridors
and stair wells). Since everyone must wear a face covering (visitor and employee) in these “enclosed
public spaces”, it is recommended that the designation be used only to the degree demanded by public
safety. (These designations are unchanged from Phase I)


Berrien County Trial Court.
o St. Joseph and Niles Courthouses (does not apply to offices under the immediate
control of the County Clerk, County Prosecutor, Building & Grounds Offices, or
Information Systems Offices).
o Juvenile Center
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Berrien County Sheriff
o Jail
o 2100 E. Empire (does not apply to Motor Pool, Printing, 911 Dispatch, and
Records)
o Substation offices
o Building #2



County Health Officer
o Napier Health Department to include Conference Rooms for Health Dept.
events. (Note: all other events are the responsibility of the hosting department.)
o Niles Health Department
o Three Oaks Health Department



County Administrator
o Administration Building (except for the offices under immediate control of
County Clerk, County Treasurer, Register of Deeds, and County Drain
Commissioner).
o Berrien County Animal Control
o Non-Sheriff departments at 2100 E. Empire.
o St. Joseph and Niles Courthouse offices of Building and Grounds, Information
Systems, and Public Defender.
o All other County facilities (Parks, Road Department, etc.)

In lieu of marking areas that are only used sparingly, effort may be made to identify these and mark
them off as non-accessible to the public. An example could be the area in the old portion of the South
County Courthouse from Health Dept. restrooms to “middle door”.
f.

Personal Protective Equipment

Berrien County shall provide and make available to all employees personal protective equipment (PPE)
such as gloves, goggles, face shields, and face masks, as appropriate for the activity being performed by
the individual. Employees are authorized to provide their own homemade face coverings and gloves if
preferred.
Any employee able to medically3 tolerate a face covering, must wear a covering over his or her nose and
mouth when:

3



Not able to maintain required social distancing (6’) from any employee or visitor. This
includes but is not limited to breakrooms, meeting rooms, and narrow corridors.



Entering another department’s workspace;



Any meeting, even if social distancing is possible, with persons (employees or visitors) who
are not regular occupants of that particular workspace/facility.

Any employee medically unable to tolerate a face covering must provide a doctor’s written authorization for this exemption to HR.
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Face shields and face masks will be issued to employees conducting employee screening or are required
to work within 6’ directly to the front of someone without the benefit of a more permanent shield. Unless
otherwise required, surgical-type masks will be issued in lieu of N95-style.
Gloves will be worn when opening mail, handling cash, etc.
g. Funding/Logistics/Supply.
The Sheriff, Health Officer, and County Administration have been provided funding in order to requisition
the PPE, Screening, and sanitation supplies necessary for the County.
Other departments may use their current budgeted funds for required supplies; but there is no general
commitment that these costs will be reimbursed by County contingency funds. Each departments is asked
to track these expenses. If reimbursement from the State or Federal Government comes available, these
records will be essential.
As an alternative, it is recommended that departments (other than those under the Sheriff and Health
Officer) request supplies, equipment, and COVID-19 related vendor services from the Logistics Coordinator
for Administration at kfedison@berriencounty.org with a copy going to the Administrator,
wwolf@berriencounty.org. A COVID-19 Resource Request Form can also be found under “News &
Information” on the County Intranet. In most cases these expenses will have no impact on the department’s
2020 budget.
During Phase II, the County will attempt to maintain a bulk supply of the following items for distribution upon
request:







Surgical and field expedient face coverings
N95 Masks (restricted distribution)
Face shields
Gloves
Sanitizing spray and wipes
Signage

Note: Supplies provided by the Logistics Coordinator (Admin) are intended for internal use only and not
for distribution to non-County agencies. While visitors are responsible for having face coverings when
entering County facilities, when it is in the interest of the County to provide such protection, surgical-type
masks may be provided at no charge.
h. Enhanced Social Distancing
Supervisors will direct employees to perform their work in such a way so as to reasonably avoid coming
within six feet of other individuals. Where possible, employees may be relocated or provided additional
resources in order to avoid shared use of offices, desks, telephones, and tools/equipment. The number of
employees permitted in any break room or lunch room shall be limited to ensure social distancing
restrictions can be followed. Employees should remain in their assigned work areas as much as possible.
Employees whose job duties regularly require them to be within six feet of members of the public will be
provided with appropriate personal protective equipment or physical barriers commensurate with their
level of risk of exposure to COVID-19.
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i.

Office Improvements to Enhance Employee Protection

Buildings & Grounds has installed permanent plexiglass shields in front of those customer counters where no
protection currently exists, and markers on the floors to assist in maintaining social distancing. Should
additional shields or floor markings be required, please submit via the work order application.
j.

Remote Work

All employees whose job duties allow to them telework, may continue to work remotely as determined by
their department head and consistent with County telework capabilities.
k. Hygiene
Employees are encouraged to resist touching common places in the buildings. An example of these would
be the railings along stairwells. While employees opening mail and handling cash are directed to wear
gloves, other employees who may come in contact with these should also be sanitizing the area and
washing their hands frequently. Employees are instructed to wash their hands frequently, to cover their
coughs and sneezes with tissue, and to avoid touching their faces. Employees will be provided with access
to places to frequently wash hands or to access hand sanitizer. Employees will also be provided sanitizing
tissues and places to properly dispose of them. Signs regarding proper hand washing methods will be
posted in all restrooms (Appendix F). Hand shaking is also prohibited to ensure good hand hygiene.
l.

Cleaning and Disinfecting

While the Building & Grounds Department will continue to provide the cleaning and disinfecting of
common areas, each department will be responsible for the cleaning and disinfecting of surfaces,
equipment, and other elements of the work environment using appropriate disinfectants. Departments
may establish their own protocols for this cleaning (e.g. “at midday” or “after a counter or desk has been
used by a visitor”).
Departments should initially use any cleaning supplies they currently have available. Future requests for
disinfectant, sanitizer, etc. can be sent to the Logistics Coordinator. Employees will be provided with access
to disposable disinfectant wipes so that any commonly used surfaces can be wiped down before each
use. In the event that an employee that has been in the workplace in the past 14 days tests positive for
COVID-19, County Administration will be informed immediately for further instructions.
Building and Grounds will attempt to sanitize busy “common” areas at least once during the workday.
m. Tools and Equipment
Berrien County limits the sharing of tools and equipment among employees. Should any sharing of tools
be required, employees must either wear gloves, or disinfect and clean each tool or piece of equipment
following their use of same and before any other employee uses the tool or piece of equipment.
n. Employee Travel
Employee travel is to be restricted to absolutely mission essential purposes only. Any employee who travels
privately or professionally to an area significantly threatened by the COVID-19 virus must be prepared to
enter self-imposed quarantine upon his/her return for 14 days if directed by HR after consulting with the
Health Department.
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o. Training
Worksite supervisors must insure that each employee is properly trained in the symptoms of COVID-19, the
proper use of PPE, and in sanitization of their workspace. The training below is available on the County
Intranet at http://intranet.berriencounty.org/
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APPENDIX A
CRITICAL INFRASTRUCTURE WORKERS
Consistent with August 18, 2020, CISA guidance document (Version 4.0: Guidance on the Essential
Critical Infrastructure Workforce: Ensuring Community and National Resilience in COVID-19
Response), critical infrastructure workers include some workers in each of the following sectors:

a. Health care and public health.
b. Law enforcement, public safety, and other first responders.
c. Education.
d. Food and agriculture.
e. Energy.
f.

Water and wastewater.

g. Transportation and logistics.
h. Public works and infrastructure support services.
i.

Communications and information technology.

j.

Other community- or government-based operations and essential functions.

k. Critical manufacturing.
l.

Hazardous materials.

m. Financial services.
n. Chemical.
o. Defense industrial base.
p. Commercial facilities.
q. Residential/shelter facilities, housing and real estate and related services.
r.

Hygiene products and services.
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APPENDIX B
EXAMPLE OF EMPLOYEE STATUS LOG
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APPENDIX C
ADMINISTRATOR’S MEMORANDUM DATED MARCH 23, 2020
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APPENDIX D
COVID-19 INSTRUCTIONS FOR DEPARTMENT HEADS AND SUPERVISORS
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APPENDIX E
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APPENDIX F
SIGNAGE”).
1. Facility Exterior (Phase I Only)
During this Phase I, a standard sign such as this will be prominently displayed at the Visitor
Entrance on all County Facilities. (Note: these signs will be replaced with a different version
when the County enters the “Phase II Protective Posture”).

2. Enclosed Public Space (Phase I and II)
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3. Hygiene. All restrooms (Phase I and II)

4. Facility Exterior (Phase II Only)
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During this Phase II, two versions of a similar sign will be prominently displayed at the Visitor
Entrance to all County Facilities. One version, like below, is for the Court Facilities.

This version is for the exterior doors on all other facilities.
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5. Social Distancing Sign.
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6. Parks Department Signage.
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APPENDIX G
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