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INTRODUCTION 
In order to respond to the novel coronavirus (“COVID-19”), we the City of Mason have prepared the following 
COVID-19 Preparedness and Response Plan (“Plan”).  This Plan may be updated as this situation evolves or as state 
or local orders, or federal guidance, related to COVID-19 are issued or amended. 
 

I. GENERAL OVERVIEW  
The following COVID-19 Preparedness and Response Plan has been established for the City of Mason in 
accordance with the guidance concerning employee safety and health, and all requirements therein are in 
accordance with Guidance on Preparing Workplaces for COVID-19, developed by the Occupational Health and 
Safety Administration (OSHA).   

II.  OSHA EMPLOYER INTERVENTIONS   
Under the OSH Act, employers are responsible for providing a safe and healthy workplace free from recognized hazards 

likely to cause death or serious physical harm.  The following multi-layered interventions have been determined by 
OSHA to protect unvaccinated and otherwise at-risk workers and mitigate the spread of COVID-19: 

1. Facilitate employees getting vaccinated.   

Employees have been provided priority access to the vaccine with paid time off if the employee elected 
to get the vaccine when first available to them.  Employees now have general access and are 
encouraged to get the vaccine and any appropriate boosters.  

2. Instruct any workers who are infected, unvaccinated workers who have had close contact with someone 
who tested positive, and all workers with COVID-19 symptoms to stay home from work to prevent or 
reduce the risk of transmission of the virus that causes COVID-19.  

Employees are required, or are subject to discipline, to self-report immediately if they have tested positive 
for COVID-19 or have been exposed to someone who has tested positive for COVID-19.   Employees are 
also required to self-screen for symptoms prior to coming to work and to stay home if they are 
experiencing any COVID-19 symptoms. 

Self- Screen Symptom Reference: Appendix A- Ingham County Health Department Workplace Guidance  

3. Implement physical distancing in all communal work areas for unvaccinated and otherwise at-risk 
workers.  

City of Mason has implemented social distancing in workspaces as well as installing transparent shields in 
some areas.  Employees are discouraged from using other workers’ phones, desks, offices or other work 
tools and equipment when possible.  If not sharing such items or spaces is not possible, then workers 
should wipe down any and all items and spaces prior to sharing it with another worker.  Where social 
distancing or transparent shields cannot be implemented, masks are required to be worn if the City is 
currently requiring the wearing of mask based on spread, percentage of positive cases and hospitalization 
rates.  City of Mason also allows remote work to employees whose position allows this by approval of the 
Supervisor and the City Manager. 

References:  

• Appendix B - Ingham County Health Department Mask Guidance  
 

http://www.mason.mi.us/
https://www.osha.gov/laws-regs/oshact/section5-duties
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/testing-non-healthcare-workplaces.html
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4. Provide workers with face coverings or surgical masks, as appropriate, unless their work task requires 
a respirator or other PPE.   

City of Mason has purchased and supplied appropriate PPE (i.e., masks, shields, gloves, etc.)  to all 
employees in accordance with OSHA and the CDC recommendations.    Masks are required to be worn by 
all unvaccinated employees in shared spaces and all employees regardless of their immunity status if the 
City is currently requiring the wearing of masks based on spread, percentage of positive cases and 
hospitalization rates.  Employees are not required to wear masks if they are working outdoors or at their 
workspaces as long as proper social distancing and barriers can be maintained.   

References:  

• Appendix B - Ingham County Health Department Mask Guidance  
 

5. Educate and train workers on your COVID-19 policies and procedures using accessible formats and 
in languages they understand.  

City of Mason required all current employee and requires all new employees to watch a COVID-19 Policies 

and Procedures video.  All employees must sign an acknowledgement form stating they attended this 

training.  In addition, the City of Mason provides at a minimum quarterly update through ALL employee 

meetings on COVID-19 policy updates and changes. 

6. Suggest or require that unvaccinated customers, visitors, or guests wear face coverings in public-facing 
workplaces such as retail establishments, and that all customers, visitors, or guests wear face coverings 
in public, indoor settings in areas of substantial or high transmission.  

City of Mason will post a sign on all public entrances noting that masks are recommended for visitors 
regardless of their immunity status due to the virus risk level if the City is currently requiring the wearing 
of masks based on spread, percentage of positive cases and hospitalization rates. 

References:  

• Appendix B - Ingham County Health Department Mask Guidance  

• Appendix C- Sample Notice  
 

7. Maintain Ventilation Systems.   

City of Mason maintains all ventilations systems and conducts regularly scheduled maintenance.   

8. Perform routine cleaning and disinfection.  

City of Mason facilities are cleaned regularly.  Employees are responsible for cleaning their own 
designated workspaces daily. According to OSHA, SARS-CoV-2, the virus that causes COVID-19, is highly 
infectious and spreads from person to person, including through aerosol transmission of particles 
produced when an infected person exhales, talks, vocalizes, sneezes, or coughs. COVID-19 is less 
commonly transmitted when people touch a contaminated object and then touch their eyes, nose, or 
mouth.  However, as precaution, enhanced cleaning and disinfection shall be performed after persons 
suspected or confirmed to have COVID-19 have been in the workplace.  The following methods will be 
used for enhanced cleaning and disinfection:  The work area and/or vehicle will be thoroughly sanitized 
through fuming/bombing and deep cleaned using EPA-approved disinfectants. 

 
9. Record and report COVID-19 infections and deaths:   

City of Mason promptly reports any positive COVID-19 cases through the Ingham County Health Departments 
website.  The also understands that any work related to deaths are required to be reported under OSHA.   

http://www.mason.mi.us/
https://www.cdc.gov/mmwr/volumes/69/wr/mm6949e2.htm
https://www.osha.gov/laws-regs/standardinterpretations/2010-04-28
https://covid.cdc.gov/covid-data-tracker/#county-view
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10. Implement protections from retaliation and set up an anonymous process for workers to voice concerns 
about COVID-19-related hazards:  

City of Mason has provided education and training to all employees on how and where they can report 

concerns about COVID-19 hazards.  The City of Mason is aware it cannot retaliate against any employee for 

reporting a safe work environment, including related to COVID- 19.   Employees have been provided training 

on how they can report an unsafe work environment.   

11. Follow other applicable mandatory OSHA standards:  

City of Mason adheres to all mandatory OSHA Standards related to specific job functions. Departments 

are responsible for training and implementing those additional standards directly with their team.  

 

III.  PROMPT IDENTIFICATION AND ISOLATION 
OF SICK INDIVIDUALS 
Self-Monitoring for Symptoms 
Employees are required to self-monitor for signs and symptoms of COVID-19, if they suspect possible exposure.  
Employees are also required to self-screen for symptoms prior to coming to work and throughout the workday.  
They are required stay or go home if they are experiencing any COVID-19 symptoms. 

The City will reference to the Ingham County Health Department Workplace Guidance to determine whether the 
employee is required to stay home or not and appropriate notification of other employees.   

Symptom, Isolation and Quarantine Reference: Appendix A- Ingham County Health Department Workplace 
Guidance  

IV.  ADDITIONAL WORKPLACE PROTECTIONS 
Engineering Controls 
City of Mason may implement the following engineering controls: 

• Installing physical barriers, such as clear plastic sneeze guards. 

• Roping off certain areas to discourage public entering 
 
Administrative Controls 
City of Mason will review and implement necessary administrative controls as appropriate and has implemented 
the following administrative controls: 

• Limiting customers’ and the public’s access to the worksite and restricting access to only certain workplace 
areas. 

• Minimize face-to-face contact by providing a drive-up space for the police department, phone-based 
communication, tele-meetings, encouraging online, phone or drop box payments for utility bills) 

• Allowing employees to not have the City Custodian clean their designated work area by placing a “Do Not 
Clean” sign on their office door or cubicle (employee is still responsible for cleaning their own work area). 

• All non-essential business travel must be approved by the Department Head and City Manager. 
 
Workplace Coordinator 
City of Mason has designed Supervisors at each worksite to be the Workplace Coordinator.  Supervisors will be 
responsible for maintaining the COVID-19 control strategies developed under this COVID-19 Preparedness and 
Response Plan.   
 

http://www.mason.mi.us/
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V.  EMPLOYEE CLASSIFICATIONS 
OSHA has divided job tasks into four exposure levels:  very high, high, medium, and lower risk.  City of Mason has 
evaluated employee risk levels and has determined that we have employees in the following risk categories: 
 

• All City of Mason Employees including, Police Officers, Corporal, Sergeants, and Police Chief, Fire Chief 
and On-Call Firefighters:  While performing their daily routine activities the immediate health risk is low. 
 

We will implement appropriate protections based on each job classification’s risk level.   
 

VI. EMERGENCY COMMUNICATION PLAN 
City Manager is the Public Information and Communication officer, and all communications will be funneled 
through the City Manager’s office. 
  

VII.  BUSINESS CONTINUITY PLANS 
The COVID-19 Workplace Coordinator will: (1) work with management to cross-train employees to perform 
essential functions so the workplace can operate even if key employees are absent; (2) identify alternate supply 
chains for critical goods and services in the event of disruption; and (3) develop an emergency communication 
plan to communicate important messages to employees and constituents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Resources: More Questions? Please Contact our Customer Service Desk at 517.676.9155 or info@mason.mi.us. 

http://www.mason.mi.us/
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APPENDICES 
APPENDIX A 

INGHAM COUNTY COVID-19 WORKPLACE GUIDANCE 
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APPENDIX B 

COVID-19 TRANSMISSION LEVELS & MASK GUIDANCE 
 

 
 

Risk Level Site Link:  https://www.mistartmap.info/cdc-indicators?area=county%3Aingham 

http://www.mason.mi.us/
https://www.mistartmap.info/cdc-indicators?area=county%3Aingham
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APPENDIX C 

SAMPLE SIGNS FOR BUILDINGS 
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APPENDIX D 

OTHER RESOURCES 
 

Occupational Safety and Health Administration website: www.osha.gov  
 
Centers for Disease Control and Prevention website: www.cdc.gov 
 
National Institute for Occupational Safety and Health website: www.cdc.gov/niosh 
 
Helpful CDC Guidance:  
 
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html 
 
CDC Handwashing Fact Sheet:  
 
https://www.cdc.gov/handwashing/pdf/hand-sanitizer-factsheet.pdf 
 
CDC Fact Sheet and Poster on Preventing the Spread of Germs: 
 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf 
 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs-11x17-en.pdf 
 
CDC Fact Sheet on What to Do if You Are Sick: 
 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-nCoV-fact-sheet.pdf 
 
CDC Poster for Entrance Reminding Employees Not to Enter When Sick: 
 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stayhomefromwork.pdf 
 
CDC Guidance on Reopening Businesses: 
 
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html 

  

http://www.mason.mi.us/
http://www.osha.gov/
http://www.cdc.gov/
http://www.cdc.gov/niosh
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://www.cdc.gov/handwashing/pdf/hand-sanitizer-factsheet.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs-11x17-en.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-nCoV-fact-sheet.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stayhomefromwork.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html
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APPENDIX E 

CITY OF MASON 
COVID-19 PREPAREDNESS AND RESPONSE PLAN 

 
Certification by Responsible Public Official 

 
 
This is to certify that I have reviewed the City of Mason’s COVID-19 Preparedness and Response Plan attached 
hereto and to the best of my knowledge and belief:  
 

The plan is consistent with the guidance from U. S. Department of Labor, Occupational Health and Safety 
Administration publication OSHA 3990-03-2020, Guidance on Preparing Workplaces for COVID -19 and 
any other issued orders prior to date of update.  
 

1.) The plan is available on the City of Mason’s website www.mason.mi.us and at each City of Mason facility 
where in-person operations take place during the COVID-19 emergency.  

 
I declare that the foregoing is true and correct.  

 

Municipality/Entity: City of Mason 

 
 
Signature:  ______________________________ 
 
Name of Official: Deborah Stuart 
 
Title:   City Manager 
 
Date:   February 22, 2022 
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