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Overview 

Employee’s Health and Safety is always a number one goal for the City of Saginaw. The 
purpose of this manual is to provide training and guidance on health and safety workplace 
practices regarding COVID-19. 

This manual is applicable to all City of Saginaw employees. In addition, other City of Saginaw 
departments and/or divisions may also have additional COVID-19 Health and Safety training 
manuals related to their specific areas of operation. 

Employees will be required to review this COVID-19 Training Manual and sign the attached 
“Acknowledgement and Understanding” indicating they have received the manual and reviewed 
the manual. 

If an employee has any questions at all regarding this manual, they can submit them to both the 
Human Resources Department and their immediate supervisors. 

Further, upon request, individual or group training of this manual may be arranged. 

Employees with questions are encouraged to contact Human Resources via phone at (989)759-
1570 and/or email at HumanResources@Saginaw-mi.com. 
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Symptoms of COVID-19 

People with COVID-19 have had a wide range of symptoms reported – ranging from mild 
symptoms to severe illness. Symptoms may appear 2-14 days after exposure to the 
virus. People with these symptoms may have COVID-19: 

 Fever or chills 
 Cough 
 Shortness of breath or difficulty breathing 
 Fatigue 
 Muscle or body aches 
 Headache 
 New loss of taste or smell 
 Sore throat 
 Congestion or runny nose 
 Nausea or vomiting 
 Diarrhea 

This list does not include all possible symptoms. CDC will continue to update this list as we 
learn more about COVID-19. 

How COVID-19 is Spread 

There are several avenues that COVID-19 will spread: 

 Person to Person Spread 
 Exposure to respiratory droplets from someone who is infected (cough, sneeze or just 

simple breathing) 
 People without symptoms are able to spread the virus (asymptomatic) 
 Touching Contaminated Surfaces and then touching eyes, nose or mouth 

Workplace Infection-Control Practices 

Prevention Efforts and Workplace Infection Controls 

a. Social Distancing 

Critical and essential infrastructure workers performing necessary work and workers performing 
resumed activities are directed to report on-site. For such workers, the City abides by the 
recommended social distancing and other safety measures and establishes the following: 

 Large gatherings should be minimized whenever possible; staff meetings should be 
postponed, cancelled or held remotely or otherwise with the use of virtual tools; 
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 Employees are encouraged to maintain physical distance of at least six (6) feet, even 
when on break, as well as before and after working hours; 

 Employees are required to maintain physical distance of at least six (6) feet, when 
reporting to work, clocking in, leaving work, and clocking out; 

 Employees must wear face coverings when employees cannot consistently maintain six 
feet of separation from other individuals and face shields when employees cannot 
consistently maintain three (3) feet from others; 

 The City may utilize flexible work hours, if necessary, to limit the number of employees 
simultaneously working on-site; 

 Employees’ interactions with the general public will be modified to allow for additional 
physical space between parties; 

 Non-essential travel is postponed or cancelled; 
 Work from home arrangements may be considered where management deems 

appropriate; 
 Employees must submit to a daily self-screening protocol 
 Contractors will be screened by facility staff or designee prior to entering city buildings. 

Other measures may be imposed depending on the employee’s job classification, and as 
required or recommended by federal, state, or local authorities. 

b. Cleansing 

The City provides employees with non-medical grade face coverings, disposable gloves, face 
shields upon request and Plexiglas counter shields 

In addition, the City provides the following cleanliness measures: 

 Performing daily and routine environmental cleaning and disinfection, especially of 
common areas; 

 Where available, providing hand sanitizer and disinfectant wipes in work areas. 

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; 
 Utilizing hand sanitizer when soap and water are unavailable; 
 Avoiding touching their faces with unwashed hands; 
 Avoiding handshakes or other physical contact; 
 Avoiding close contact with sick people; 
 Practicing respiratory etiquette, including covering coughs and sneezes; 
 Immediately reporting unsafe or unsanitary conditions on the City premises; 
 Complying with the City’s daily screening processes; 
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 Seeking medical attention and/or following medical advice if experiencing COVID-19 
symptoms; and 

 Complying with self-isolation or quarantine orders. 

Hand Washing 

Follow these Five Steps to Wash Your Hands the Right Way 

Washing your hands is easy, and it’s one of the most effective ways to prevent the spread of 
germs. Clean hands can stop germs from spreading from one person to another and throughout 
an entire community—from your home and workplace to childcare facilities and hospitals. 

Follow these five steps every time: 

1. Wet your hands with clean, running water (warm or cold), turn off the tap, and apply 
soap. 

2. Lather your hands by rubbing them together with the soap. Lather the backs of your 
hands, between your fingers, and under your nails. 

3. Scrub your hands for at least 20 seconds. Need a timer? Hum the “Happy Birthday” song 
from beginning to end twice. 

4. Rinse your hands well under clean, running water. 
5. Dry your hands using a clean towel or air dry them. 

Use Hand Sanitizer When You Can’t Use Soap and Water 

You can use an alcohol-based hand sanitizer that contains at least 60% alcohol if soap and water 
are not available. 

Washing hands with soap and water is the best way to get rid of germs in most situations. If soap 
and water are not readily available, you can use an alcohol-based hand sanitizer that contains at 
least 60% alcohol. You can tell if the sanitizer contains at least 60% alcohol by looking at the 
product label. 

Sanitizers can quickly reduce the number of germs on hands in many situations. However, 

 Sanitizers do not get rid of all types of germs. 
 Hand sanitizers may not be as effective when hands are visibly dirty or greasy. 
 Hand sanitizers might not remove harmful chemicals from hands like pesticides and 

heavy metals. 
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Caution! Swallowing alcohol-based hand sanitizers can cause alcohol poisoning if more than a 
couple of mouthfuls are swallowed. 

How to use hand sanitizer 

 Apply the gel product to the palm of one hand (read the label to learn the correct 
amount). 

 Rub your hands together. 
 Rub the gel over all the surfaces of your hands and fingers until your hands are dry. This 

should take around 20 seconds. 

Proper use of Personal Protective Equipment 

The City will provide Personal Protective Equipment (PPE’s) or Face Coverings such as a non-
medical face mask. 

Wear your Face Covering Correctly 

 Wash your hands before putting on your face covering 
 Put it over your nose and mouth and secure it under your chin 
 Try to fit it snugly against the sides of your face 
 Make sure you can breathe easily 

Take Off Your Cloth Face Covering Carefully, When You’re Home 

 Untie the strings behind your head or stretch the ear loops 
 Handle only by the ear loops or ties 
 Fold outside corners together 
 Place covering in the washing machine 
 Be careful not to touch your eyes, nose, and mouth when removing and wash hands 

immediately after removing. 

Use the Face Covering to Protect Others 

 Wear a face covering to protect others in case you’re infected but don’t have symptoms 
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 Keep the covering on your face when working within six foot from coworkers or the 
public or when other safety equipment is not available such as Plexiglas shields, unless 
you are medically unable to wear the mask 

 Don’t put the covering around your neck or up on your forehead 
 Don’t touch the face covering, and, if you do, wash your hands 

What if you have Symptoms or test Positive for COVID-19 

Steps an employee must take to notify the City if you have any COVID-19 Symptoms and/or test 
positive for COVID-19. 

Do Not Report to Work if you have Symptoms and/or test positive for COVID-19 

The following employees should not report to work and, upon notification to the City, will be 
removed from the worksite: 

Employees who display COVID-19 symptoms whether or not accompanied by a formal 
COVID-19 diagnosis, such as 
 Fever or chills 
 Cough 
 Shortness of breath or difficulty breathing 
 Fatigue 
 Muscle or body aches 
 Headache 
 New loss of taste or smell 
 Sore throat 
 Congestion or runny nose 
 Nausea or vomiting 
 Diarrhea 

What happens if there is a confirmed case of COVID-19 

In response to a confirmed diagnosis or display of COVID-19 symptoms, the City will: 

 Inform all employees that may have had close contact of 6 foot or less for a period of 15 
minutes or more; 

 Notify the public health department; 
 Keep confidential the identity of the diagnosed/symptomatic employee (however, the 

City may identify the individual to public health authorities as required by law); and 
 Conduct deep cleaning of the diagnosed/symptomatic employee’s workstation, as well as 

those common areas potentially infected by the employee. 
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Employees who worked in close proximity to the diagnosed/symptomatic employee(6 foot or 
less for a period of 15 minutes or more) are also removed from the worksite for at least 10 days 
or 7 days if a negative COVID test is obtained after close contact; 

However, should these exposed employees later develop COVID-19 symptoms and/or receive a 
confirmed diagnosis, they may not report to work until all return-to-work requirements are met, 
as defined below. 

Daily Screenings 

To prevent the spread of COVID-19 and reduce the potential risk of exposure, employees will be 
screened on a daily basis as they report to work. 

Screening may be done in one of the following methods: 

1. Self-Screening – In this manner, the employee is required to review the COVID-19 
Daily Screening Questions outlined below. If the employee answers yes to any of the 
questions, they are to notify their supervisor immediately. 

2. Supervisor Screening – An Employees supervisor may be designated to do COVID-19 
Daily Screening Questions outlined below. If the employee answers yes to any of the 
questions, the Supervisor must notify Human Resources immediately. 

3. Self-Screening and Supervisor Screening- This method involves both the employee 
doing a self-screening and the supervisor assisting with the screening such as taking the 
employee’s temperature with a touchless thermometer. 

Employees are asked the following “COVID-19 Daily Screening Questions”: 

1. Are you currently suffering from any of the following symptoms? 
 Fever or chills 
 Cough 
 Shortness of breath or difficulty breathing 
 Fatigue 
 Muscle or body aches 
 Headache 
 New loss of taste or smell 
 Sore throat 
 Congestion or runny nose 
 Nausea or vomiting 
 Diarrhea 

If a touchless thermometer is available, temperature checks are performed. 

a. If yes, access is denied, and employee is advised to self-isolate/self-quarantine at 
home, until employee is permitted to return to work as defined below. 
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2. Have you lived with, or had close contact with, someone in the last 14 days diagnosed 
with or displaying the symptoms of COVID-19? 

a. If yes, access is denied, and employee is advised to self-isolate/self-quarantine at 
home, until at least 10 days or 7 days if a negative COVID test is obtained after 
the close contact. 

3. Have you travelled via airplane nationally or internationally in the last 14 days? 

a. If yes, employee must be monitored for 15 days for COVID symptoms and follow 
all COVID-19 protocols such as mask wearing, social distancing and daily 
screening. 

Employees who develop symptoms during their shift must immediately report to their supervisor 
and/or Human Resources and leave the work site. 

Return-to-Work Requirements 

1. Employees who themselves have symptoms as listed above under sections COVID-19 
Symptoms of COVID-19 and/or has tested positive for COVID-19 may only return to 
work upon the following conditions: 

A. 10 days since symptoms first appeared and 
B. 24 hours with no fever without the use of fever-reducing medications and 
C. Other symptoms of COVID-19 are improving* 

*Loss of taste and smell may persist for weeks or months after recovery and need not delay the 
end of isolation 

2. Have you had Close Contact with someone who has COVID-19? 

A. Employees who came into close contact with, or live with, an individual with a 
confirmed diagnosis or symptoms must quarantine. 

B. Such employees may only resume in-person work after 10 days from last close 
contact with the person that has COVID-19 or 7 days if a negative COVID test is 
obtained after the close contact. 

How to Report Unsafe working conditions 

Employees concerned with unsafe work conditions may report them to their immediate 
supervisor or the Human Resources Department at HumanResources@Sagianaw-mi.com or call 
(989)759-1570. 
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Appendix A 

Employee Acknowledgement and Understanding 
Of the City of Saginaw COVID-19 Training Manual 

Employee Name:___________________________________________ 

I acknowledge that I am in receipt of the City of Saginaw COVID-19 Training 
Manual and understand that it is my responsibility to read and review this manual. 

I also understand that if I have questions regarding any section of this manual, I 
can request answers from my immediate supervisor or the City of Saginaw Human 
Resources Department. 

This City of Saginaw COVID-19 Training Manual was received by me on 

Date 

Employee Signature_______________________________________________ 
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