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OVERVIEW 
 

This fluid plan serves as a guide for the Michigan Department of Licensing and Regulatory 

Affairs (LARA) to return staff to in-person job duties after providing for exposure control to 

protect staff and visitors from COVID-19. Staff and visitor safety and well-being is of the utmost 

importance.  As new information becomes available, our department strategy will be updated 

to reflect any orders, requirements, and guidance.  The implementation of this plan is in 

collaboration with bureaus, staff, and building management.  The success of this plan involves 

the participation and cooperation of leadership, management, employees, customers, and 

visitors.  

 

This plan follows current direction and recommendations from: 

• Centers for Disease Control and Prevention (CDC) 

• Michigan Department of Technology, Management, and Budget (DTMB)  

• Michigan Occupational Safety and Health Administration (MIOSHA)  

• Michigan Department of Health and Human Services (DHHS) 

 

In response to the COVID-19 pandemic, LARA transitioned staff out of the office to a remote 

work setting. 99% of LARA employees were working remotely, including those that had an 

Official Workstation (OWS) assignment previous to the pandemic (25% of LARA employees).  

Roughly twenty employees reported to their respective buildings on a full-time basis due to the 

nature of their duties.  LARA successfully implemented virtual call centers, virtual board and 

commission meetings, virtual and telephonic hearings, and has continued the day-to-day 

operations of the department.  Please view LARA’s accomplishments while working remotely in 

Appendix F. 

 

LARA is proud of the work our public servants completed remotely throughout the pandemic 

and expects productivity levels to remain consistent as staff return to in-office work or 

memorialize their remote work status.  
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PHASING STAFF BACK TO IN-PERSON WORK 
  

Beginning July 12, 2021, a maximum of 25% of LARA employees (391) will be permitted to 

return to in-office work.  These employees include those who need to be in office to complete 

their job duties, those who prefer to work in office, and those who direct supervisors feel would 

work better in an office environment.  

 

Beginning May 1, 2022 , LARA employees may  return to the office, or continue to work 

remotely (either hybrid or full-time) with a memorialized Remote Work Plan and Remote Work 

Agreement.  Those documents are available in Appendix E.  

 

Employees who are permitted to work remotely full-time will still be able to work in-office on 

an “as needed” basis and managers will have the authority to require remote staff to work in-

office.  For more information, please review the LARA Remote Work Policy in Appendix D. 

 

The department goal will be to safely and successfully meet our customers’ needs while 

balancing our employees’ duties with in-person work and continued telework. 

 

All staff will be screened prior to in-person work daily by swiping their employee access cards to 

enter state-owned buildings, attesting the information on the COVID-19 Health Screening 

Entrance Requirement document as true.  Employees will also complete the COVID-19 Screen 

App questions when signing in on any state-owned computer or smart device.  

 

BUILDINGS AND EQUIPMENT 
 

LARA is responsible for cleaning printer/copy machines and other major office equipment.  

Employees should disinfect all parts of the machine by using sanitizing wipes on surfaces and 

touch screens before and after each use. 

 

Staff are responsible for disinfecting their workspace twice daily which includes disinfecting: 

▪ Computer/laptop 

▪ Keyboard and mouse 

▪ Desktop surface 
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▪ Chair arms/handles, seat and back 

▪ Pens, pencils, phone chargers, etc. 

 

If staff are sharing workspace they should disinfect their workspace before and after usage. 

 

DTMB facilities will monitor air quality and exchange in DTMB-managed buildings.  Please see 

the Safely Returning DTMB Employees to the Workplace  for additional cleaning, ventilation 

and state vehicle protocols. 

 

LARA will follow any additional guidelines established by the landlord in leased spaces. If there 

are questions or concerns about a non-DTMB managed or leased space, please reach out to 

Jamie Cutler/Property Management.  For a complete list of LARA locations, please see Appendix 

B. 

 

Each bureau with field staff has developed guidance for in-person work that is applicable for 

their respective professions, industries, and assignments.  Bureau-specific plans can be found 

by visiting: LARA Safe Restart Plan . 

 

IN-PERSON HEARINGS 
 

Beginning September 7, 2021, and as set forth in Administrative Standard 2022-1, the Michigan 

Office of Administrative Hearings and Rules (MOAHR) will schedule all proceedings, including 

pre-hearing conferences and hearings, to be conducted remotely, with a party’s request for an 

in-person proceeding to be considered on a case-by-case basis and granted only upon: (i) a 

reasonable, good cause showing of accessibility limitations, specific evidentiary issues, or other 

unique circumstances; and (ii) all parties’ agreement to comply with specific in-person hearing 

requirements, which are contained in this standard.   

 
IN-PERSON BOARD AND COMMISSION MEETINGS 
 

LARA is home to 60 boards and commissions consisting of 645 members.  At the expiration of 

any local states of emergency allowing hearings to be held by electronic means, or if there are 

no local states of emergency declared in the geographic area the meeting is to be held, all 

board and commission meetings will need to be held in-person and allow members of the 

https://www.michigan.gov/ose/-/media/Project/Websites/ose/Agency-COVID-Plans/DTMB-COVID19-Preparedness--Response-Plan.pdf?rev=3a2df867a0f044d2bf2d614c978fe3f8&hash=BCD2AB2452454A3BF468C28B93DE5F7E
https://stateofmichigan.sharepoint.com/teams/insidelara/work_/Pages/safe-restart.aspx
https://stateofmichigan.sharepoint.com/teams/insidelara/work_/Pages/safe-restart.aspx
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public to participate in-person.  As such, the Michigan Public Service Commission returned to 

in-person meetings on July 2.  All other LARA boards and commissions returned to in-person 

meetings as of July 13, 2021. 

 

The following agencies and bureaus support the boards and commissions in LARA: 

▪ Bureau of Construction Codes (BCC) 

▪ Bureau of Community and Health Systems (BCHS) 

▪ Bureau of Fire Services (BFS) 

▪ Bureau of Professional Licensing (BPL) 

▪ Corporations, Securities and Commercial Licensing (CSCL) 

▪ Finance and Administrative Support (FAS) 

▪ Michigan Indigent Defense Commission (MIDC) 

▪ Michigan Liquor Control Commission (MLCC) 

▪ Michigan Public Service Commission (MPSC) 

▪ Cannabis Regulatory Agency (CRA) 

 
Any meeting participants will have access to restrooms on the same floor where their 

respective meeting is held.  Participants will not be allowed to move in-between floors in a 

state office building without a staff escort. 

 

Building Visitors 
 

Security procedures in each building remain in effect. All visitors, including hearing and meeting 

attendees, will need an employee escort to and from their building destination.  All employees 

and visitors are expected to have their identification (State of Michigan badge or visitor badge) 

visible while in any LARA building. 

 

Building visitors must perform a self-screening, provide contact information, and may wear a 

mask and social distance if they are able to.  These requirements do not apply to individuals 

entering the building to attend a public board or commission meeting per the Open Meetings 

Act (OMA).  
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COVID-19 PREPAREDNESS & RESPONSE PLAN 
 
General 
 

The Michigan Department of Licensing and Regulatory Affairs (LARA) has developed this 

COronaVIrus Disease 2019 (COVID-19) Preparedness and Response Plan in accordance with the 

Centers for Disease Control and Prevention's (CDC) latest guidance and the MIOSHA General 

Duty Clause, which requires the employer to furnish each employee with “a place of 

employment that is free from recognized hazards…” 

 

The purpose of this plan is to eliminate or minimize potential exposure to and the transmission 

of COVID-19 in the workplace based on CDC guidance.  All employees are responsible for 

complying with all applicable aspects of this plan.  This COVID-19 Preparedness and Response 

Plan is readily available to employees via the LARA intranet site and upon request. Questions 

about this plan should be directed to the LARA Human Resources Director, Margie Holben, or 

the Agency Safety Coordinator. 

 

Exposure Determination 
 

The Department of Licensing and Regulatory Affairs has evaluated routine and reasonably 

anticipated tasks and procedures for all employees to determine whether there is actual or 

reasonably anticipated employee exposure to COVID-19.  The Department of Licensing and 

Regulatory Affairs has determined that all office positions, jobs, or tasks fall into the medium or 

lower (caution) exposure risk levels.  This determination is consistent with the U.S. Department 

of Labor’s Occupational Safety and Health Administration (OSHA) Hazard Recognition/Clarifying 

Risk of Worker Exposure to COVID-19. 

▪ Very High Risk 

o Jobs with a very high potential for exposure to known or suspected sources of 

COVID-19 during specific medical, postmortem, or laboratory procedures.  

o This category includes healthcare, laboratory, morgue employees during specific 

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-nCoV%2Findex.html&data=04%7C01%7CCARROLLT%40michigan.gov%7C2f617e6f4f5642a5a93a08d877598a44%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637390573735090414%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=1W5Czs6IpDPMy0ceYBjXv5Yd4TDyuwyQiyrB8FQghi4%3D&reserved=0
http://www.legislature.mi.gov/(S(g1chdyelhkhcsr55245brtaa))/documents/mcl/pdf/mcl-Act-154-of-1974.pdf
http://www.legislature.mi.gov/(S(g1chdyelhkhcsr55245brtaa))/documents/mcl/pdf/mcl-Act-154-of-1974.pdf
https://www.michigan.gov/documents/ose/Safety_Coordinators_495431_7.pdf?20150728101743
https://www.osha.gov/coronavirus/hazards
https://www.osha.gov/coronavirus/hazards
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procedures. 

▪ LARA does not have any very high-risk employees. 

 

▪ High Risk 

o Jobs with high potential exposure to known or suspected sources of COVID-19. 

o Could include licensed health care professionals, medical first responders, 

nursing home employees, law enforcement, correctional officers, or mortuary 

workers. 

▪ Nurse Consultants, Healthcare Surveyors, Environmental Sanitarians, Fire 

Safety Inspectors, Nutrition Food Management Consultants and Lab 

Evaluation Specialists. 

▪ Sources of exposure includes customers and the public. 

▪ Per the CDC, fully vaccinated employees (non-healthcare workers) likely fall 

into the lower COVID risk level. 

 

▪ Medium Risk 

o Jobs that require either frequent close contact (within 6 feet for a total of 15 

minutes or more over a 24-hour period) or sustained close contact with other 

people in areas with community transmission. Because any given person may be 

an asymptomatic carrier, workers’ exposure risks may increase when they have 

repeated, prolonged contact with other people in these situations, particularly 

where physical distancing and other infection prevention measures may not be 

possible or are not robustly implemented and consistently followed. 

▪ Inspectors, Regulation Agents, Child Care Consultants, Construction staff, 

Adult Foster Care Consultants, Camp Consultants, Mailroom Staff and 

Revenue Services staff/cashiers, MOAHR staff conducting in-person hearings, 

Board and Commission support staff conducting in-person meetings, OPLA 

staff attending legislative meetings and committee testimony. 

▪ Sources of exposure include the public, customers, visitors, and co-workers. 

▪ Per the CDC, fully vaccinated employees (non-healthcare workers) likely fall 

into the lower COVID risk level. 

 

▪ Lower (caution) Risk 

o Jobs that do not require close contact (within 6 feet for a total of 15 minutes or 
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more over a 24-hour period) with other people.  Employees in this category have 

minimal occupational contact with the public and other coworkers. 

▪ Lower risk employees include all office staff, varying from GOA5 to SME 19. 

▪ Sources of exposure include co-workers. 

 
NOTE:  Employees may perform tasks that have differing exposure determinations depending 

on assignment or need.  

 

Positions/job/task Determination 

Qualifying Factors  

(i.e. no public contact, public 

contact, job task description) 

Nurse Consultants, 

Healthcare Surveyors, 

Environmental Sanitarians, 

Fire Safety Inspectors, 

Nutrition Food 

Management Consultants, 

Lab Evaluation Specialists 

High Risk In-person inspections or visits 

where social distancing 

standards cannot be 

maintained, involving 

customers or the public. 

Inspectors, Regulation 

Agents, Child Care 

Consultants, Construction 

staff, Adult Foster Care 

Consultants, Camp 

Consultants, Mailroom Staff 

and Revenue Services 

staff/cashiers, MOAHR staff 

conducting in-person 

hearings, Board and 

Commission support staff 

conducting in-person 

meetings, OPLA staff 

attending legislative 

meetings and committee 

testimony 

Medium Risk Interaction with customers, 

visitors, coworkers, and the 

public where social distancing 

standards can usually be 

maintained. 
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All office staff varying from 

GOA5 to SME19 and 

fully vaccinated employees 

(except healthcare workers 

in the above-mentioned 

categories) 

Lower (caution) Risk Interaction with coworkers 

where social distancing 

standards can be maintained. 

 

Per the CDC employees are best protected when they are up to date with their COVID-19 

vaccination.  In general, employees are up to date on their COVID-19 vaccination if they have 

received all recommended doses in the primary series and one booster when eligible.  Getting a 

second booster is not necessary to be considered up to date at this time.   

 

Engineering and Administrative Controls 
 

The Department of Licensing and Regulatory Affairs has implemented feasible engineering 

controls to minimize or eliminate employee exposure to COVID-19.  Engineering controls 

involve isolating employees from work-related hazards using ventilation and other engineered 

solutions (e.g., restrict office access, situate employees with their computers facing inward and 

away from cubicle doors or aisleways, use of high cubicle walls/panels or other barriers, 

enclosed offices, etc.). 

 

Administrative controls are workplace policies, procedures and practices that minimize or 

eliminate employee exposure to the hazard.  The following administrative controls have been 

established for LARA.  

 

Position/Task Administrative Controls 

All Employees 1. Employees are required to self-monitor for COVID-19 signs and 
symptoms prior to leaving for the workplace. 

2. Employees who have experienced a new onset of COVID-19 
symptoms that cannot otherwise be attributed to an alternate diagnosis or 

negative COVID-19 test must contact their supervisor and Human Resources 
Director for further direction and follow-up.  

3. Employees who do not pass the screening criteria will be 
instructed to contact their supervisor, not report to work, and may 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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use appropriate leave credits or lost time.  Employees who don’t 
pass the screening criteria due to a positive COVID-19 test or 
exposure should contact their Human Resources Director. 

4. Employees who experience COVID-19 symptoms at work should 
notify their supervisor immediately and will not be permitted to 
stay at work.  The Michigan Civil Service Commission (MCSC) and 
collective bargaining agreements have leave policies in place that 
promote workers staying at home when they are sick, when 
household members are sick, or when required by a health care 
provider to isolate or quarantine themselves or a member of their 
household.  Eligible employees have access to paid sick and annual 
leave and unpaid medical, and FMLA leaves. 

5. Employees are subject to a health screening upon arrival at the 
workplace. 

6. Employees are required to promptly report any signs and 
symptoms of COVID-19 to the Human Resources Director during 
work to their supervisor. 

7. Employees are encouraged to wash or sanitize their hands before 
coming to work, upon entering the building and regularly 
throughout the workday. 

8. Flexible/alternate work schedules, remote work, or a combination 
of remote work/in-office work may be considered on a case-by-
case basis.  These options are neither a benefit nor an entitlement; 
they are subject to agency business/operational needs and may be 
ended by the Director or Human Resources Director anytime for 
any reason. 

9. Use of videoconferencing or teleconferencing for meetings and 
gatherings will be considered regardless of teleworking or being in 
the office. 

10. Employees who have been exposed to a person with COVID-19 at 
the workplace and requiring quarantine will be instructed by the 
Human Resources Director as to next steps.  The employee’s 
health status, health information or COVID-19-related exposure 
information will be kept confidential to the extent possible. 

 

Hand Hygiene & Disinfection of Work Surfaces 
 

Frequent handwashing is one of the best ways employees can protect themselves from getting 

sick.  To prevent the spread of germs during the COVID-19 pandemic, employees should wash 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html


 

 

11 

their hands with soap and water for at least 20 seconds or use a hand sanitizer with at least 

60% alcohol to clean hands BEFORE and AFTER: 

▪ Blowing your nose, coughing, or sneezing. 

▪ Entering and leaving a public place or work area. 

▪ Preparing or eating food. 

▪ Touching a potentially contaminated surface or object, such as a door handle, table, etc. 

▪ Touching garbage. 

▪ Touching your eyes, nose, and mouth with unwashed hands. 

▪ Touching your face covering. 

▪ Using the restroom. 

 

When the provision of handwashing facilities is not feasible, LARA will provide employees with 

antiseptic hand sanitizers or towelettes. 

The virus that causes COVID-19 can land on work surfaces.  While the risk of infection from 

touching a surface is low, regular housekeeping practices have been implemented for the 

routine cleaning and disinfecting of elevators, restrooms, breakrooms, conference/meeting 

rooms, training rooms, doorknobs, and other high touch areas. 

CDC guidance will be followed for special cleaning and disinfecting when someone in the office 

or when someone visited the office has tested positive for COVID-19. 

Appropriate and effective cleaning and disinfectant supplies have been purchased and are 

available for use in accordance with product labels, safety data sheets and manufacturer 

specifications and are being used with required personal protective equipment for the product. 

Please refer to the Department of Technology, Management and Budget/DTMB Return to 

Office Plan, State Workplace Guidelines for any additional cleaning and disinfection criteria. 

 

Face Coverings/Masks and Other Personal Protective Equipment 
(PPE) 
 

LARA will provide employees with personal protective equipment or clothing (PPE) for the 

protection from COVID-19 appropriate to the exposure risk associated with the job following 

the CDC and OSHA guidance.  All types of PPE are to be: 

https://stateofmichigan.sharepoint.com/teams/insidemi/facilities/Facility%20Guidelines%20and%20Forms/Forms/AllItems.aspx?id=%2Fteams%2Finsidemi%2Ffacilities%2FFacility%20Guidelines%20and%20Forms%2FRTO%20%20State%20Worksite%20Responsibilities%20and%20Guidelines%206%2017%2021.pdf&parent=%2Fteams%2Finsidemi%2Ffacilities%2FFacility%20Guidelines%20and%20Forms
https://stateofmichigan.sharepoint.com/teams/insidemi/facilities/Facility%20Guidelines%20and%20Forms/Forms/AllItems.aspx?id=%2Fteams%2Finsidemi%2Ffacilities%2FFacility%20Guidelines%20and%20Forms%2FRTO%20%20State%20Worksite%20Responsibilities%20and%20Guidelines%206%2017%2021.pdf&parent=%2Fteams%2Finsidemi%2Ffacilities%2FFacility%20Guidelines%20and%20Forms
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❖ Selected based upon the hazard to the employee. 

❖ Properly fitted and periodically refitted as applicable. 

❖ Consistently and properly worn when required. 

❖ Regularly inspected, maintained, and replaced, as necessary. 

❖ Properly removed, cleaned, stored, or disposed of as applicable to avoid contamination 

of self, others, or the environment. 

 

Positions/job/task PPE 

Nurse Consultants, Healthcare 

Surveyors, Environmental 

Sanitarians, Fire Safety Inspectors, 

Nutrition Food Management 

Consultants, Lab Evaluation 

Specialists 

- Shoe covers 

- Hair covers 

- Face shields 

- Droplet surgical masks 

- KN95 respirators (not NIOSH certified) 

- Gloves 

- Hand Sanitizer 

- N95 NIOSH certified respirators  

Inspectors, Regulation Agents, Child 

Care Consultants, Construction staff, 

Adult Foster Care Consultants, Camp 

Consultants, Mailroom Staff and 

Revenue Services staff/cashiers, 

MOAHR staff conducting in-person 

hearings, Board and Commission 

support staff conducting in-person 

meetings, all office staff varying from 

GOA5 to SME19 

None currently 

 
For the purposes of this plan, a nonmedical cloth face covering is NOT considered PPE. Face 

coverings subject to some considerations: • Local health departments and organizations may 

adopt other face covering requirements to be followed. • Employees who are at elevated risk 

or feel better protected may use a mask consistent with operational needs. • State masking 

requirements may be updated in the future as conditions evolve.  
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Note: Some exceptions may apply; exceptions are NOT automatic.  Reasonable 

accommodations may be available to qualified applicants and employees with 

disabilities.  Employees requesting an exception MUST contact the Agency ADA Title I 

Reasonable Accommodation Coordinator to initiate the reasonable 

accommodation/disability accommodation process. 

 

All LARA employees will be provided two reusable nonmedical cloth face coverings and basic 

instruction or training on how to wear, maintain, and clean them. 

 

Employees may provide and use their own masks if they are approved; completely cover the 

mouth, nose, and chin; and are at least as effective as the nonmedical cloth face covering 

provided to all employees.  Face coverings worn in the workplace shall NOT be political, 

offensive or contain vulgar, obscene, abusive, or confrontational gestures, language, pictures, 

websites, etc.  Face coverings representing certain colleges, universities, sports teams, etc. are 

permissible provided they meet the above-mentioned criteria. 

Face coverings or masks that do not completely cover the nose, mouth, or chin, or that 

incorporate exhalation valves or vents are not permitted.  Other types of unacceptable face 

coverings include those with large gaps; are too loose or are too tight; loosely woven, knitted, 

or fabrics that let light pass through; open-chin bandanas; scarf/ski mask-style coverings; single 

layer coverings; and those that are hard to breathe through (e.g., plastic, leather). 

 

LARA will maintain a sufficient supply of face coverings in the event an employee forgets theirs 

or an employee’s face covering becomes soiled or wet/saturated at work.  Please contact the 

Human Resources Director or the Agency Safety Coordinator with any questions. 

 

Carpool and Rideshares 
 

The following protective measures are required whenever two (2) or more persons intend to 

share either a state vehicle or personal vehicle for work purposes: 

▪ Stay home when sick. 

▪ Increase the fresh air intake via the vents or by slightly opening the windows. 

▪ Clean and disinfect frequently touched surfaces in the vehicle at the beginning and end 

of each shift, and after an occupant becomes sick.   

AGENCIES USING VTS MOTOR POOL VEHICLES. 

https://stateofmichigan.sharepoint.com/teams/insideose/Labor%20Relations/Disabilities/ADA%20Title%20I%20-%20Reasonable%20Accommodation%20Coordinators%20(RACs).pdf
https://stateofmichigan.sharepoint.com/teams/insideose/Labor%20Relations/Disabilities/ADA%20Title%20I%20-%20Reasonable%20Accommodation%20Coordinators%20(RACs).pdf
https://www.michigan.gov/documents/ose/Safety_Coordinators_495431_7.pdf?20150728101743
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Vehicle and Travel Services (VTS) has advised that drivers using motor pool cars should 

bring agency-provided wipes to clean and disinfect frequently touched vehicle surfaces 

at the beginning of each shift, as they no longer provide these supplies or clean between 

uses.  Motor pool cars are typically assigned and rotated based on operational need 

with the vehicle sitting the longest being the assigned first, etc. 

Travel 
 

All international business travel must be approved by the Office of the State Employer (OSE).  

Requests are to be submitted through the completion of an online form and will be considered 

on a case-by-case basis.  OSE determinations or requests for additional information will be 

returned to the individual submitting the online form.  A separate request must be submitted 

for each employee traveling. 

To maximize employee protections and potentially prevent the spreading of COVID-19 to 

others, all persons traveling on behalf of the Department of Licensing and Regulatory Affairs 

will follow the latest CDC guidance for domestic and international business travel. 

All domestic and international business travel should be delayed until employees are up to date 

with their COVID-19 vaccination. 

Feeling Sick and Sick Employees 
 

Employees should stay home and contact their immediate supervisor and healthcare provider if 

they have a fever, cough, or other symptoms, or believe they might have COVID-19.  Employees 

should contact LARA’s Human Resources Director, Margie Holben, if they, a family member, or 

someone they live with tests positive for COVID-19 so they can trace and monitor others with 

whom they have been in close contact while at work.  The evaluation of a work-related 

exposure incident, follow up, and coordination of proper cleaning and disinfecting activities will 

be conducted by Human Resources, who will follow-up with building management if 

appropriate. 

LARA will physically isolate any employees with known or suspected to have COVID-19 from the 

remainder of the workforce, using measures such as, but are not limited to: 

• Not allowing known or suspected cases to report to work. 

• Sending known or suspected cases away from the workplace. 

https://forms.office.com/Pages/ResponsePage.aspx?id=h3D71Xc3rUKWaoku9HIl0RZ5eg_davVFj47KwdmHe7tUQlpXSjAxWFRMOURPMUxUOEFHNUs0VzZJMC4u
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• Assigning known or suspected cases to work alone at a remote location (for example, 
their home), as their health allows.  

 
 
 
 

Daily Health Screenings/Health Surveillance 
 

All employees, contractors, interns, or other persons conducting work on behalf of LARA will be 

required to participate in daily health screenings upon their return to the workplace.  These 

health screenings are comprised of COVID-related questions about symptoms and suspected or 

confirmed exposure to people with possible COVID-19. 

These health screenings can occur through one or more ways (e.g., paper questionnaire, COVID 

screening app using a state-issued electronic device, web-based questionnaire using a personal 

or state-issued cell phone, or by an employee swiping their employee identification 

badge/access card to enter restricted areas such as parking lots, buildings, rooms, locked 

storage areas, etc.). 

Note: each time an employee logs onto a state-provided electronic device or swipes their 

identification/badge to access a secure site or area the person affirms they are symptom-free 

and feeling well. 

Persons exhibiting signs of illness will not be permitted into the building. 

Close Contacts and When to Quarantine 
 

Employees who are up-to-date with their vaccinations (have received all recommended doses 

in the primary series and one booster when eligible) or who have tested positive for COVID-19 

in the past 90 days do NOT need to quarantine after contact with someone who has COVID-19 

unless they have symptoms.  However, employees who have not tested positive for COVID-19 

within the past 90 days should get tested 5 days after their exposure, even if they do not have 

symptoms, and follow other applicable CDC guidance. 

 

Employees who are not up to date with their COVID -19 vaccination should quarantine if they 

have been in close contact (within 6 feet of someone for a cumulative total of 15 minutes or 

more over a 24-hour period) with someone who has COVID-19.  Quarantine is about keeping 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdtmb.state.mi.us%2FDTMB_CovidWebApp%2F&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812141706%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=yezA7gbjd96%2FvjuPip%2B5HNEPUKiV6wQuQu8GacZkJxo%3D&reserved=0
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employees who might have been exposed to COVID-19 away from others.  Report COVID-19 

exposure(s) to the Human Resources Director and follow their instructions. 

 

Local public health authorities often determine and establish the quarantine options for their 

jurisdictions.  Please contact LARA’s Human Resources Director, Margie Holben, with any 

questions. 

 

Training  
 

All employees, contractors, interns, or other persons conducting work on behalf of LARA are 

required to successfully complete OSE’s “COVID-19: Keeping You Safe at Work”, which can be 

found out on the Civil Service Learning Center.  This training in addition to any building-specific 

training needed to ensure compliance with applicable training requirements and/or COVID-

related best practices.  Training shall minimally include but is not limited to: 

❖ Routes by which the virus causing COVID-19 is spread. 

❖ Symptoms of a COVID-19 infection. 

❖ Steps employees must take if they have a fever, cough or other symptoms, or believe 

they might have COVID-19 (e.g., stay home; call their immediate supervisor and 

healthcare provider; notify their Human Resources Director if the employee, a family 

member, or someone the employee lives with tests positive for COVID-19 so the agency 

can contact trace and monitor others with whom the employee had been in close 

contact while at work; etc.). 

❖ The risk of a COVID-19 exposure. 

❖ Measures that the building has taken, and work rules employees must follow to prevent 

exposure (e.g., hand hygiene, routine cleaning and disinfection, use of cloth face 

coverings and other personal protective equipment, travel restrictions, daily health 

screenings, close contact and when to quarantine, building signage, etc.). 

❖ Who to contact and what to do if medically unable to wear a cloth face covering. 

❖ Resources available (e.g., Employee Service Program). 

NOTE:  It is recommended that employee training records minimally contain the name(s) of 

employee(s) trained, date of training, name of trainer and content of training. 

 

Recordkeeping 
 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fstateofmichiganlearningcenter.csod.com%2Fclient%2Fstateofmichiganlearningcenter%2Fdefault.aspx&data=04%7C01%7CGumbrechtA%40michigan.gov%7Cd58049960c674ea5832808d94183921a%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612855719804547%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=%2Fx8y3e6MBcUl4gs8EHAKs2UlSu5lquGPXyBOj0glfU4%3D&reserved=0
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All LARA COVID-19 related records (e.g., health screenings, training records, etc.) will be kept in 

accordance with LARA record retention requirements.  All LARA work-related records and 

COVID-19 exposures will be reported and recorded as required by MIOSHA Standard Part 11: 

Recording and Reporting of Occupational Injuries and Illnesses.  For more information, refer to 

OSHA’s Updated Interim Enforcement Response Plan for Coronavirus Disease 2019 (COVID-19) 

or 29 CFR 1904.39(a)-(b)(11). 

 

COVID-19 Safe Start Team 
 

The LARA COVID-19 Safe Start Team is composed of the members listed in Appendix A. Other 

LARA employees may be assigned special duties on a case-by-case basis.  

 

This team will be responsible for establishing and implementing return to workplace goals, 

reviewing and updating the LARA COVID-19 Preparedness & Response Plan, and identifying best 

practices and improvement needs stemming from agency communications, engineering and 

administrative work practice controls, and protective measures used during the pandemic. 

 

COVID-19 Safety Coordinators 
 

Margie Holben and Jamie Cutler will serve as the LARA COVID-19 Safety Coordinators. The 

COVID-19 Safety Coordinators will monitor or report on implemented COVID-19 control 

strategies required for the workplace as needed or requested. 

 
COVID-19 Vaccinations 
 

Per the CDC, all fully vaccinated employees can resume pre-pandemic activities without 

wearing a face covering or social distancing, except where required by federal, state, local, 

tribal, or territorial laws, rules, and regulations.  See Face Coverings and Other Personal 

Protective Equipment, Carpool and Rideshares, and Travel in this plan for face covering 

requirements. In general, people are considered fully vaccinated: 

 

If they have received all doses in a primary series and one booster when eligible. 

 

If you do not meet these requirements, you are NOT fully vaccinated. 

https://www.michigan.gov/documents/CIS_WSH_part11ad_37844_7.pdf
https://www.michigan.gov/documents/CIS_WSH_part11ad_37844_7.pdf
https://www.osha.gov/laws-regs/standardinterpretations/2021-07-07
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.osha.gov%2Flaws-regs%2Fregulations%2Fstandardnumber%2F1904%2F1904.39%231904.39(b)(6)&data=04%7C01%7CCARROLLT%40michigan.gov%7Cac78d9adbcd444cace2e08d8ab36a9fa%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637447598550451213%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=XcXG7D2XQthpif6%2B%2BEWP5q8l7Fwc6IXqhTyuxm9iK%2BY%3D&reserved=0
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Note: If you have a condition or are taking medications that weaken your immune system, 

you may NOT be fully protected even if you are fully vaccinated.  Talk to your healthcare 

provider.  Even after vaccination, you may need to continue taking all precautions. 

Please visit the CDC website to learn more about the different COVID-19 vaccines, possible side 

effects, or to find a vaccination provider near you. 

All LARA employees are encouraged to get vaccinated. 

Support and Resources 
 

Employees having difficulty transitioning back to in-person office work or who are experiencing 

other personal or professional challenges are encouraged to access resources provided by the 

Employee Service Program (ESP) website or contact ESP at 800-521-1377 or MCSC-ESP@mi.gov.  

Additional health and safety-related resources can be found below: 

▪ State of Michigan Agency/Department Return to Work Plans 
▪ CDC COVID-19 Resources 
▪ MDHHS Coronavirus Resources: www.mi.gov/coronavirus 
▪ Michigan.gov/coronavirus 
▪ MIOSHA COVID-19 Resources 
▪ MIOSHA General Industry Safety & Health Standards 
▪ OSHA COVID-19 Resources 
▪ MIOSHA Emergency Rules 
▪ Any applicable State of Michigan Executive Orders & Directives 

 

Miscellaneous 
 

Please refer to the DTMB Return to Office Plan, State Workplace Guidelines for any additional 

requirements. 

 

 

 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/vaccines/different-vaccines.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/expect/after.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/expect/after.html
https://www.vaccines.gov/
https://www.michigan.gov/mdcs/0,4614,7-147-22854_29351---,00.html
mailto:MCSC-ESP@mi.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fose%2F0%2C4656%2C7-143--533755--U%2C00.html&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812161620%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=IuUipCk4EWpXu5mxrASd%2BVyopgxX0uuwudwe8x7VNNc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Findex.html%3FCDC_AA_refVal%3Dhttps%253A%252F%252Fwww.cdc.gov%252Fcoronavirus%252Findex.html&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812171575%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=UYHjju3YCU%2BTKgo4ai%2FcD2fGg6EixuhgzaMkdgpKrYE%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.mi.gov%2Fcoronavirus&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812171575%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=xJ2WC6wm4QXMNQuZL4U%2BZcB2AjJoL8DFJuCRgKtn%2BtY%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fcoronavirus%2F0%2C9753%2C7-406-98178_98455---%2C00.html&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812181532%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=C0RWpsO6vBKWdLlBKzWt%2BLHDYNRzp2p1njayOSXtxlU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fleo%2F0%2C5863%2C7-336-100207---%2C00.html&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812181532%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=617EyaRGLLvQA324K9neHDCNrCx8f%2B13lsn3tezhfUQ%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fleo%2F0%2C5863%2C7-336-94422_11407_15368-39941--%2C00.html&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812181532%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=iYydN8kCjzwGaP8YcwBEBz143tBiqEgDF6Y6JZ4NR5c%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.osha.gov%2Fcoronavirus&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812191488%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=VFEap8qSayu1Y2NnwjKCUBEw%2Bq4Tg4HrFeHejtqU%2BmU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fdocuments%2Fleo%2FFinal_MIOSHA_Rules_705164_7.pdf&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812191488%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=sWVWpCE2MXreDoHHyZ4N6jknqJQILnQt8%2FH8ON3klvo%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fcoronavirus%2F0%2C9753%2C7-406-98178_98455---%2C00.html&data=04%7C01%7CCARROLLT%40michigan.gov%7C2e1e605ecbf04286206308d9417d53dc%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637612828812201443%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=N7c6gNwXxuwN7ALFLYPrIyeyYPd1uXzHEeW7N9WY3nw%3D&reserved=0
https://stateofmichigan.sharepoint.com/teams/insidemi/facilities/Facility%20Guidelines%20and%20Forms/Forms/AllItems.aspx?id=%2Fteams%2Finsidemi%2Ffacilities%2FFacility%20Guidelines%20and%20Forms%2FRTO%20%20State%20Worksite%20Responsibilities%20and%20Guidelines%206%2017%2021.pdf&parent=%2Fteams%2Finsidemi%2Ffacilities%2FFacility%20Guidelines%20and%20Forms
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APPENDICES 
APPENDIX A 

TEAMS 

 

LARA Safe Restart Team 
• Orlene Hawks, Director 

• Marlon Brown, Chief Administrative Officer 

• Adam Sandoval, Deputy Director 

• Courtney Pendleton, Deputy Director 

• Margie Holben, Human Resources Director 

• Courtney Adams, Deputy Operations Officer 

• Bryan Modelski, Deputy Operations Officer 
 

 

Resume In Person Work (RENEW) Team 
• Margie Holben, Human Resources Director 

• Courtney Pendleton, Executive Office 

• Amy Gumbrecht, Bureau of Professional 
Licensing 

• Courtney Adams, Executive Office 

• Kathy McGonagle, Executive Office 

• Dan Horn, FAS Director 

• Jeanette Doll, FAS 

• Jamie Cutler, FAS 

• Hillary Millen, Bureau of Construction Codes 
(BCC) 

• Jonathon Paradine, BCC 

• Steve Gobbo, Bureau of Community and Health 
Services (BCHS) 

• Erin Dittmer, BCHS 

• Rhonda Howard, Bureau of Fire Services (BFS) 

• Ann Searles, BFS 

• Angela Awrey, Bureau of Professional Services 
(BPL) 

• Brian DeBano, BPL 

• Tamara Jaeger, Corporations, Securities and 
Commercial Licensing (CSCL) 

• Ben Parker, CSCL 

• Nick Gobbo, LAO 

• Arleen Platte, HR 

• Celene Flannery, Michigan Liquor Control 
Commission (MLCC) 

• Kerry Krone, MLCC 
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• Marcela Westrate, Michigan Indigent Defense 
Commission (MIDC) 

• Wendy Wisniewski, Michigan Office of 
Administrative Hearings and Rules (MOAHR) 

• Lynn Beck, Michigan Public Service 
Commission (MPSC) 

• Leslie Thomas, MPSC 

• Anna Schiller, MPSC 

• Mike Byrne, MPSC 

• Charlene French, Cannabis Regulatory Agency 
(CRA) 

• Marnie Triemstra, Office of Policy and 
Legislative Affairs (OPLA) 
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 APPENDIX B 

LARA LOCATIONS 
 

Building/Location State-Owned/Leased/MOU Bureau # of Employees 

Cadillac Place, Detroit State-Owned MOAHR, 
BCHS, CCLB 

55 

Constitution Hall, 
Lansing 

State-Owned MLCC 88 

Escanaba State Office 
Building, Escanaba 

State-Owned MLCC 2 

Grand Rapids State 
Office Building 

State-Owned BCHS, CCLB 8 

LTA Warehouse, Lansing State-Owned FAS 4 

Ottawa Building, Lansing State-Owned BCHS, BCC, 
MOAHR, 
BPL, FAS, HR, 
OPLA, 
Comms, 
Executive 
Office, 
MIDC, BFS, 
CCLB 

510 

Saginaw State Office 
Building, Saginaw 

State-Owned BCHS,  4 

Traverse City State 
Office Building, Traverse 
City 

 
MPSC, BCHS, 
CCLB 

10 

MRA Building, Lansing Leased CRA, FAS, 
CSCL 

247 

MPSC Building, Lansing Leased MPSC, 
MOAHR 

163 

MLCC Building, 
Southfield 

Leased MLCC 20 

DHHS Building, 
Marquette 

MOU BCHS, CCLB 4 

LEO Building, Gaylord MOU BCHS, CCLB 5 

LEO Space, Grand Rapids  MOU MPSC, MLCC 8 
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APPENDIX C 

EMPLOYEE COVID-19 RETURN TO WORKPLACE CHECKLIST 
Note to Supervisors: please have employees complete this form on their first day back into the workplace.  Agency 
COVID safety measures and protocols should be reviewed with or by the employee before they sign this form. 

Welcome Back Employees. We are glad you are here! 

a) State Property 
Please confirm any state-owned equipment or property being returned to the workplace OR select N/A if 

equipment or property was not borrowed or is to be returned at a future date and time. 

☐ Building/office keys or keycard 

☐ Cell phone 

☐ Computer or another mobile device (e.g., desktop, e-reader, laptop, notebook, PDA, tablet, etc.) 

☐ Computer monitor(s) 

☐ Files, records, reference materials, USB flash drive(s) containing data, etc. 

☐ Keyboard, mouse/trackball, etc. 

☐ Purchasing card(s) 

☐ Other (please specify): ____________________________________________________________ 

☐ N/A.  Equipment or property was not borrowed. 

☐ N/A.  I am not returning borrowed equipment or property at present time because 
_______________________________________________________________________________ 

b) Communications 

☐ I have updated/modified my work telephone voicemail and email automatic reply message to 
include current contact information. 

☐ I have received, reviewed, and had the opportunity to ask questions about my agency’s COVID-19 
Preparedness and Response Plan. 

☐ I understand the expectations of and importance for social distancing, hand hygiene, cleaning 
and disinfection, face coverings, daily health screenings, and other safety measures used in the 
workplace to reduce the spread of COVID-19. 

☐ I acknowledge I must stay home and call both my immediate supervisor and healthcare provided 
if I am feeling sick or have a fever, cough, other COVID-19-related symptoms, or believe I might 
have COVID-19. 

☐ Employees having difficulty transitioning back to in-person office work or who are experiencing 
other personal or professional challenges are encouraged to access the resources provided by 
the Employee Service Program (ESP) website or contact ESP at 800-521-1377 or MCSC-
ESP@mi.gov. 

c) Training 

☐ I have successfully completed the “COVID-19: Keeping You Safe at Work” training available on 
the Civil Service Learning Center as required by the Office of the State Employer. 

 

 

Employee Name and ID#:  

Supervisor Name:  

Employee Signature:  Date:  

              Supervisor Signature               Date:  

https://www.michigan.gov/mdcs/0,4614,7-147-22854_29351---,00.html
mailto:MCSC-ESP@mi.gov
mailto:MCSC-ESP@mi.gov
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APPENDIX D 

REMOTE WORK HR POLICY 
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APPENDIX E 
REMOTE WORK PLAN AND AGREEMENT FORMS 
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APPENDIX F 
LARA ACCOMPLISHMENTS 
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