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COVID-19 Preparedness and Response Plan  

In accordance with MDHHS Executive Order, Bacon Memorial District Library (“BMDL”) 

institutes this COVID-19 Preparedness and Response Plan (“Plan”).  A copy of this Plan will be 

readily available to employees, and patrons via the BMDL website, internal network, and by 

hardcopies located in BMDL.     

BMDL aims to protect its workforce by enacting all appropriate prevention efforts.  BMDL is 

continually monitoring guidance from local, state, and federal health officials and implementing 

workplace and Plan modifications where appropriate.   

Employees with questions are encouraged to contact the Library Director.  

1. Prevention Efforts and Workplace Controls   

BMDL abides by the social distancing protocols and other safety measures recommended by 

the CDC, OSHA, and public health department.  The following measures are taken to ensure 

the safety of BMDL employees, visitors, and patrons, as well as to curtail the spread of COVID-

19.  

Signage 

Signs are posted at each public entrance of BMDL to inform all employees, patrons, and visitors 

that: 

a. They may not enter the building or the facility if they: 

(i) Have any symptoms of fever, cough, shortness of breath, sore throat, diarrhea, 

loss of smell or taste, or any flu-like symptoms; or 

(ii) Have been in contact with someone diagnosed with COVID -19 or someone who 

has developed one or more symptoms of COVID-19 within the past 14 days. 

b. They must comply with BMDL safety measures, policies, and directions once they enter 

the buildings or the facility, including but not limited to wearing a face covering. 

Measures to Protect the Health of Employees, Patrons, and Others 

The following measures are adopted to prevent BMDL employees and patrons from exposure to 

COVID-19:  

 Employees who can carry out their work duties from home are instructed to do so. 

 All employees have been directed to not to come to work if sick. 

 Symptoms checks are being conducted before anybody may enter BMDL. 

 All employees are offered, at no-cost, a cloth face covering to be used at work.  All staff 

must wear a face covering when working with the public or around coworkers.  

Employees not interacting with the public still must wear a face covering when other 

people are nearby, or when they’re in areas that the public regularly visits. This is to 

avoid the spread of respiratory droplets in areas where the public may come at some 

point. 
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 Non-essential business travel is postponed or cancelled.    

 Any visitors or patrons entering BMDL are requested to wear a face covering.  Services 

may be denied to anyone not wearing a face covering.  The face covering must cover a 

person’s nose and mouth. 

 The Library is not currently charging overdue fines.  Patrons can also renew items by 

logging in to their library account at baconlibrary.org or by calling the library at 734-246-

8357. Individuals wishing to return items may do so at our exterior drop box located at 

our Vinewood entrance.  

 Curbside service, both walk-up and to cars, is available for patrons to pick up items. 

 In-person browsing appointments are limited to a 30 minute time period.    

 Books and media items will be quarantined for 72 hours after they have been returned 

before they are re-shelved. 

 Where possible, increasing ventilation rates and circulation throughout premises.  

Measures to Ensure Social Distancing and Prevent Unnecessary Contact 

The following measures are implemented to ensure safe social distancing between individuals 

and prevent unnecessary contact on BMDL premise: 

 Large gatherings are minimized whenever possible. 

 The number of individuals (visitors, patrons, and employees) in BMDL is limited to 29 at 

any one time, which allows for visitors, customers, or employees to easily maintain at 

least a six-foot distance from one another at all practicable times.   

 Staff meetings are canceled for the time being and written information will be distributed 

in their place.  

 Employees are required to maintain at least six feet distance from patrons and from 

each other, except employees may momentarily come closer when necessary to accept 

payment, deliver goods or services, or otherwise necessary. 

 Signs are placed outside BMDL reminding people to be at least six feet apart, including 

when in line. 

 Tape or other markings are placed at least six feet apart in customer service line areas 

inside BMDL and on walkways at public entrances with signs directing employees, 

visitors, and customers to use the marking to maintain distance. 

 All seating for public use and work stations are separated no fewer than six feet apart. 

 Access to some previously open areas will be restricted so BMDL can control spaces 

that remain open to the public.  There will be no public access to the Bacon House or the 

book sale room.  Patrons will also now have to request a key to use the public 

restrooms. Areas where library staff interacts with the general public will be modified to 

allow for additional physical space between parties. Sneeze guards have been installed 

at the circulation desk and patrons are expected to stand behind them to receive service.  

Measures to Enhance Hygiene and Cleanliness  

In addition, BMDL is instituting the following measures to increase cleanliness and sanitization 

in BMDL:   
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 Increase the frequency of cleaning and disinfecting from once a day to as needed, 

focusing on high-touch surfaces and common areas, such as hallways, break rooms, 

kitchens, public restrooms, library tables, elevator buttons, handrails, tables, faucets, 

doorknobs, and shared keyboards. Increased frequency of cleaning and disinfecting with 

attention to these areas helps remove bacteria and viruses, including COVID-19. 

 Hand sanitizer, soap and water, or effective disinfectant is available to employees and 
the public at or near the entrance of the facility, at reference desks, checkout counters, 
and throughout the facility for immediately use after people have direct interactions. 

 Disinfectant and related supplies are available to all employees at the following location: 

the Janitor’s Closet. 

 Employees are allowed to take frequent breaks to wash their hands. 

 Employees are assigned to disinfect items touched or used by customers or visitors 

(e.g., public computers) frequently, preferably after each use.  

Employees are expected to minimize COVID-19 exposure by:   

 Cleaning work stations at the beginning and end of each shift   

 Avoiding, when possible, the use of other employees’ phones, desks, offices, or other 
work tools and equipment  

 Frequently washing hands with soap and water for at least 20 seconds each time the 
employee: 

o Enters the kitchen/break room area 
o Touches or makes contact with a surface that was not disinfected 
o Makes contact with any person (employee or otherwise) 
o Touches or makes contact with any dollar bills or coins or credit cards (including 

those on their own person) 
o Coughs or sneezes; and they must also cough/sneeze with a tissue, then 

immediately dispose of the tissue 
 

 Utilizing hand sanitizer when soap and water are unavailable.  

 Avoiding touching their faces with unwashed hands. 

 Practicing social distancing – Each employees must at all time try to keep at least 6 feet 
from any other person on BMDL premise.  

 Practicing respiratory etiquette, including covering coughs and sneezes.  

 Immediately reporting unsafe or unsanitary conditions, potential hazards, or violations of 
BMDL safety rules and policies, including this Plan, on BMDL premises.  

 Using a face covering when having contact during their shift with the public or other 
employees, when other people are nearby or when in areas that the public regularly 
visits. 

 Complying with BMDL’s daily screening processes.   

 Seeking medical attention and/or following medical advice if experiencing COVID-19 
symptoms. 

 Complying with all BMDL rules and guidelines, as well as any applicable federal, state, 
and local laws and directives regarding workplace safety.  
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2.  Identification and Isolation of Sick and/or Exposed Employees  

Risk and exposure determinations are made without regard to employees’ protected 

characteristics, as defined by local, state, and federal law.  

Any health-related information and documentation gathered from employees is maintained 

confidentially and in compliance with state and federal law.  All medical documentation is stored 

separate from employees’ personnel documentation.     

Employees’ Self-Monitoring  

The following employees should not report to work and, upon notification to BMDL, will be 

removed from the regular work schedule:  

 Employees who display COVID-19 symptoms, such as fever, cough, shortness of 

breath, sore throat, new loss of smell or taste, and/or gastrointestinal problems, including 

nausea, diarrhea, and vomiting, whether or not accompanied by a formal COVID-19 

diagnosis;  

 Employees who, in the last 14 days, have had close contact with and/or live with any 

person having a confirmed COVID-19 diagnosis; and   

 Employees who, in the last 14 days, have had close contact with and/or live with any 

person displaying COVID-19 symptoms, such as fever, cough, shortness of breath, sore 

throat, new loss of smell or taste, and/or gastrointestinal problems, including nausea, 

diarrhea, and vomiting.  

Such employees may only resume in-person work upon meeting all return-to-work 

requirements, defined below.     

Daily Screenings  

To prevent the spread of COVID-19 and reduce the potential risk of exposure, BMDL screens 

employees on a daily basis.    

When arriving at BMDL premises, each employee should report to the patron entrance off the 

back parking lot, at all times maintaining a social distance of at least six feet from any other 

person, and complete the following daily screening procedures 

The employee will be asked the following questions before entering the worksite:  

1. Are you currently suffering from any of the following symptoms – fever (100.4 

degrees F or 38 degrees C or higher) or, cough, shortness of breath, sore throat, 

new loss of smell or taste, and/or gastrointestinal problems, including nausea, 

diarrhea, and vomiting?   

2. Do you live with, or have you had close contact with, someone in the last 14 days 

diagnosed with or displaying the symptoms of COVID-19?  

3. Have you traveled via airplane internationally or domestically in the last 14 days?    
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The employee’s temperature will be taken using a touchless thermometer to determine if 

he or she has a fever. 

If the assessment concludes that the employee may be exhibiting any symptoms or otherwise 

may pose a health risk, the employee will be asked to leave the premises, minimize interactions 

with others, and contact a healthcare professional for further instructions. Such employees may 

only resume in-person work upon meeting all return-to-work requirements, defined below.     

Employees who develop symptoms during their shift must immediately report to their supervisor 

and/or the Library Director.    

Measures upon Notification of Employee’s COVID-19 Diagnosis and/or Symptoms in the 

Workplace   

An employee with a COVID-19 diagnosis or who displays symptoms consistent with COVID-19 

and has frequented BMDL premises within the past 14 days must:  

 If the employee is present at the workplace, immediately leave the worksite, go home, 

and minimize interactions with others 

 Notify their immediate supervisor or the Library Director, informing them of the condition 

and locations the employee has frequented 

 Contact health care providers for guidance on appropriate action to take 

 Contact their supervisor or the Library Director upon receipt of diagnostic results as soon 

as possible  

In response to a confirmed diagnosis or display of COVID-19 symptoms of an employee in the 

workplace, BMDL will:  

 Close the building and shut down operations until it is safe to re-open. 

 Within 24 hours, contact all individuals within the potentially impacted area or having 

close contact with the diagnosed/symptomatic employee and inform them of the concern 

of a potential exposure, while maintaining the privacy and anonymity of the employee 

who is suspected of having or is diagnosed with COVID-19 

 Remove all employees who worked in sustained, close proximity to the 

diagnosed/symptomatic employee from the worksite and ask them to self-quarantine for 

at least 14 days; however, should these exposed employees later develop COVID-19 

symptoms and/or receive a confirmed diagnosis, they may not report onsite until all 

return-to-work requirements are met 

 Within 24 hours, notify local health department 

 Conduct deep cleaning of the diagnosed/symptomatic employee’s workstation, as well 

as those common areas potentially impacted area.  
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Return-to-Work Requirements   

Employees who were themselves diagnosed with COVID-19 may only return to work upon 

confirmation of the cessation of symptoms and contagiousness, proof of which may be acquired 

via the test-based strategy or the non-test-based strategy.  

The test-based strategy is preferred but relies upon the availability of testing supplies and 

laboratory capacity.  Under this strategy, employees may discontinue isolation and return to 

work upon achieving the following conditions:  

 Resolution of fever without the use of fever-reducing medications;   

 Improvement in respiratory symptoms (e.g., cough, shortness of breath); and 

 Negative results of an FDA Emergency Use Authorized molecular assay for COVID-19 

from two consecutive nasopharyngeal swab specimens collected at least 24 hours apart.   

Under the non-test-based strategy, employees may discontinue isolation and return to work 

upon achieving the following conditions:   

 At least 3 days (72 hours) have passed since recovery defined as resolution of fever 

without the use of fever-reducing medications; 

 Improvement in respiratory symptoms (e.g., cough, shortness of breath); and   

 At least 10 days have passed since symptoms first appeared.    

Employees who came into close contact with, or live with, an individual with a confirmed 

diagnosis or symptoms may return to work after either 14 days have passed since the last close 

contact with the diagnosed/symptomatic individual, or the diagnosed/symptomatic individual 

receives a negative COVID-19 test.   

Employees are typically required to submit a release to return to work from a healthcare 

provider; however, given the current stressors on the healthcare system, BMDL may accept 

written statements from employees confirming all the factors supporting their release.     

Workplace Flexibilities and Potential Benefits for Employees Affected by COVID-19  

Employees may be permitted to utilize available paid-time off provided under BMDL policy 

concurrently with or to supplement any approved leave.     

FFCRA  

Type of Leaves under FFCRA 

Employees may qualify for two different types of paid leave under the Families First Coronavirus 

Response Act (“FFCRA”).     

Emergency Paid Sick Leave 
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Under the Emergency Paid Sick Leave Act (“EPSLA”), employees may seek up to two weeks 

(i.e., 10 business days) of paid leave if the employee is unable to work or unable to work 

remotely for the following reasons:  

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 is seeking a medical 

diagnosis; 

4. The employee is caring for an individual who is subject to a quarantine or isolation order 

or advised to self-quarantine by a health care provider due to concerns related to 

COVID-19; 

5. The employee is caring for a son or daughter whose school or childcare provider is 

closed or unavailable due to COVID-19 precautions; and 

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 the Secretary of Labor.   

The maximum hours of leave under EPSLA are detail as follows: 

 For a full-time employee, the maximum hours of leave under EPSLA is 80 hours.  

 For a part-time employee who consistently works a set schedule of less than 40 hours 

per week , the maximum hours of leave under EPSLA is equal to the number of hours 

that the employee works in a two-week period.  

 For part-time employees who works a variable schedule per week, the maximum hours 

of  leave under EPSLA is determined using a six-month average to calculate the 

average daily hours and the part-time employee may take paid sick leave for this 

number of hours per day for up to a two-week period,  

 

Employees will receive payment for leave under EPSLA as follows:   

 Leave for reasons 1, 2, and 3, above, is paid at the employee’s regular rate of pay, 

capped at $511/day and $5,110 in the aggregate (over a 2-week period).   

 Leave for reasons 4, 5, and 6, above, is paid at a rate equivalent to two-thirds of an 

employee’s regular rate of pay or minimum wage, whichever is greater, capped at 

$200/day and $2,000 in the aggregate (over a 2-week period).     

Employees are required to follow guidelines established by the public health officials and health 

care providers, as well as the BMDL policies and instructions before returning to work from 

leave under EPSLA. 

Emergency Family and Medical Leave  

The following employees are eligible for Emergency Family and Medical Leave (EFML): 
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 Full-time and part-time employees who have been on BMDL’s payroll for 30 days, prior 

to taking the leave. 

 Employees who: 

o were laid off or terminated on or after March 1, 2020, 

o had worked for BMDL for at least 30 of the last 60 calendar days, and 

o were later rehired or reemployed by the BMDL.  

 

Under the Emergency Family and Medical Leave Expansion Act (EFMLA), eligible employees 

may seek up to twelve weeks of leave if they are unable to work or telework because they need 

to care for a son or daughter whose school or childcare provider is closed or unavailable due to 

COVID-19. 

 Son or daughter includes a biological, adopted, or foster child, a stepchild, a legal ward, 

or a child of a person standing in loco parentis who is either: 

o Under 18 years of age, or 

o 18 years of age or older and incapable of self-care because of a mental or 

physical disability. 

 

Eligible employees are entitled to up to 12 workweeks of leave under EFMLA until December 

31, 2020.  This is a combination of unpaid and paid leave: 

 The first two weeks is unpaid. However, the employee may elect to take either paid sick 

leave or paid leave provided by BMDL that can be used to care for a child whose school 

is closed during this period. 

 The remaining ten weeks of leave are paid at a rate equivalent to two-thirds of an 

employee’s regular rate of pay or minimum wage, whichever is greater, capped at 

$200/day or $10,000 total. 

The amount of leave under EFMLA is calculated as follows: 

 For employees with regular scheduled work hours: the number of scheduled hours on 

each day the employee is taking in leave.  

 For employees whose schedule varies: the average number of hours the employee is 

scheduled to work per workday (not calendar days), including any time on leave, for the 

six-month period ending on the first day of EFMLA or the employment period (for 

employees who were employed for less than six months).  

 

An employee's leave under EFMLA counts toward an employee's unpaid FMLA leave during the 

same FMLA 12-month period. Similarly, if an employee has used unpaid FMLA leave for 

another qualifying reason during the FMLA 12-month period, the entitlement to leave under 

EFMLA is reduced by the amount of used FMLA leave. 

Notifying BMDL of the Need for FFCRA Leave 

Employees must provide notice for FFCRA leave as follows: 
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 For foreseeable leave taken to care for a child whose school is closed or child care is 

unavailable, notice must be provided as soon as practicable.   

 In all other cases, notice is required after the first workday that leave is taken.  

 

A request form indicating the specific qualifying reason and date of requested leave should be 

filled out, but notice may be provided orally. If an employee is incapacitated, the employee’s 

representative should give verbal notice as soon as possible.  

An employee must provide sufficient information regarding the reason for an absence for BMDL 

to know that protection and benefits may exist under this policy.  For example, calling in “sick” 

does not qualify as adequate notice. 

Substantiating Documentation 

All employees taking FFCRA leave must provide documentation with: 

a. The employee’s name; 

b. The dates of the requested leave; 

c. The qualifying reason for leave; and 

d. A statement that the employee cannot work (including telework) because of the qualified 

reason. 

 

Depending on specific reason for taking leave, an employee is required to provide additional 

documentation to BMDL: 

 An employee needing paid sick leave because he or she is subject to a government–

issued quarantine or isolation order must provide the name of the government entity that 

issued the order. 

 An employee needing paid sick leave because he or she has been advised by a 

healthcare provider to self-quarantine due to COVID-19 concerns must provide the 

name of the health care provider who gave the self-quarantine advice. 

 An employee needing paid sick leave because he or she is caring for an individual who 

is subject to a quarantine or isolation order or is medically advised to self-quarantine due 

to COVID-19 must provide either: 

o the name of the government entity that issue the order, or  

o the name of the health care provider who advised the individual to self-

quarantine. 

 An employee needing paid sick leave or expanded family and medical leave to care for a 

child whose school, care place, or care provider is unavailable because of COVID-19 

related reasons must provide all of the following: 

o The name of the son or daughter being cared for, 

o The name of the school, place of care, or child care provider that has closed or 

become unavailable, and 

o A representation that no other suitable person will be caring for the son or 

daughter during the period the employee needs leave.  
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The employee may be requested to provide additional material as necessary for BMDL to 

support a request for tax credits pursuant to the FFCRA.  BMDL also reserves the right to 

request additional documentation where there is reason to believe an employee has fraudulently 

obtained leave or paid benefits.  If fraud is substantiated it may result in termination. 

Insurance Benefit Continuation during FFCRA Leave 

Coverage under group health insurance will continue while on leave, but employees must 

continue to pay their portion of the premium. Other employment benefits, such as group life 

insurance, and AD&D, will also be continued during the leave, as long as the employee 

continues to pay any required contribution. Payment arrangements will be discussed with 

individuals upon their request for leave. 

Intermittent Leave 

For employees working on the premises, intermittent leave will only be permitted for the 

qualifying reason related to caring for their child whose school or place of care is closed, or 

childcare provider is unavailable, and only if BMDL agrees to the schedule.  

For employees working remotely, intermittent leave will be permitted if the employee is unable 

to work his or her normal schedule of hours because of a qualifying reason. BMDL and the 

employee will come to an agreement on a schedule that provides for the least amount of 

disruption to an employee’s job.  

Rights Upon Return from FFCRA Leave 

An employee who takes leave under this policy may be reinstated to the same job or an 

equivalent position upon completion of the leave. If an individual has exhausted all leave under 

this policy and is still unable to return to work, the situation will be reviewed on a case-by-case 

basis to determine what rights and protections might exist. 

The law provides that an employee has no greater rights upon a return from leave than the 

individual would have had if s/he had continued to work. Therefore, an employee may be 

affected by a layoff, reorganization, furlough, change in job duties or other change in 

employment if the action would have occurred had the employee remained actively at work.  

Under the EFMLA portion of FFCRA, employers with less than 25 employees are excluded from 

restoring the employee to his or her previous position if ALL four of the following hardship 

conditions exist: 

 The position no longer exists due to economic or operating conditions that affect 

employment and due to COVID-19 related reasons during the period of the leave; 

 The employer made reasonable efforts to restore the employee to the same or an 

equivalent position; 

 The employer makes reasonable efforts to contact the employee if an equivalent position 

becomes available; and 
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 The employer continues to make reasonable efforts to contact the employee for one 

year beginning either on the date the leave related to COVID-19 reasons concludes or 

the date 12 weeks after the leave began, whichever is earlier.) 

 

No Retaliation or Discrimination 

BMDL prohibits any form of retaliation or discrimination against an employee for attempting to 

use or using paid FFCRA under this policy, and for any other reason prohibited by applicable 

law.  

Any employee who believes he or she has been discriminated or retaliated against or otherwise 

subjected to conduct that violates this Policy must promptly speak to, write, or otherwise contact 

the Library Director.    

Executive Order 2020-36  

Employees who require leave beyond the EPSLA because of their own COVID-19 

diagnosis/symptoms, or because they have had close contact or live with an individual with a 

COVID-19 diagnosis/symptoms, may be eligible for unpaid leave under Executive Order 2020-

36 until permitted thereunder to return to work.  

Unemployment Compensation Benefits   

Under Michigan Governor’s Executive Orders and the federal CARES Act, unemployment 

compensation benefits are expanded in terms of eligibility, amount, and duration.   

Employees who are unable to report to work for reasons related to COVID-19 may be eligible 

for unemployment benefits.  Please contact the Library Director for information on 

unemployment compensation benefits. 

FMLA and ADA  

Employees may be entitled to unpaid leave under the Family and Medical Leave Act (“FMLA”) if 

their absence is related to their own serious health condition or that of a family member.  

COVID-19 may constitute a serious health condition where “complications arise.”    

BMDL is also mindful of its obligations under the Americans with Disabilities Act (“ADA”).  

Specifically, if an employee requests an accommodation because of a condition that may be 

complicated by COVID-19 (e.g., cystic fibrosis, emphysema, COPD), then BMDL engages in the 

interactive process to provide a reasonable accommodation.  This may mean allowing the 

employee to work remotely (if reasonable) or work an alternative schedule.  

Plan Updates and Expiration  

This Plan responds to the COVID-19 outbreak.  As this pandemic progresses, BMDL will update 

this Plan and its corresponding processes.  
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This Plan will expire upon conclusion of its need, as determined by BMDL and in accordance 

with guidance from local, state, and federal health officials 

 

 


