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BUSINESS RESUMPTION PLAN
Approval
The Lansing Community College Board of Trustees approved the college’s original Business Resumption Plan
during the June 15, 2020 meeting.

Purpose
Lansing Community College is committed to providing a safe and hazard-free learning and working environment
for both students and employees. LCC is working to resume both in person work and education in a way that is
prudent and supported by federal, state, and local authorities and notable health expert authorities. The
purpose of the Business Resumption Plan (BRP) is to provide a measured, methodical approach to resume LCC
instruction, services, and businesses in a way that is safe and meets current public health guidance. According
to Michigan’s Occupational Safety and Health Act, Section 408.1011(a) requires employers to furnish to each
employee, employment and a place of employment that is free from recognized hazards that are causing, or
are likely to cause, death or serious physical harm to the employee. Furthermore, the Director of the Michigan
Department of Labor and Economic Opportunity established Emergency Rules, Coronavirus Disease 2019
(COVID-19) on October 14, 2020 (replacing the Governor’s Executive Orders), including the use of Guidance on
Preparing Workplaces for COVID-19 (OSHA 3990-03 2020) in the development and implementation of related
safety plans.

Scope
Using a staged approach, LCC will safely resume onsite instruction, student support services, and business operations
while adhering to environmental health and safety regulatory requirements and best practices. This plan is written to
address preparedness and response aspects of communicable diseases, specifically focusing on COVID-19. In addition,
this plan delivers practical implementation of basic infection control prevention measures recommended by local,
state, and federal authorities. This plan also references related college policies and procedures regarding
communication and prompt identification and isolation of sick people, if appropriate; and includes student and
employee training and communications strategies.
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Guiding Principles
People First
Our focus is on humanity and our vision supports diversity, equity, and inclusion within all stages of emergency
management, occupational/environmental safety & health, and business resumption processes.
The following five (5) operational practices will serve to guide LCC as we resume business operations:

Commitment to Belonging and Equity
We will be intentional to be equity-minded in every decision, and we will consider people first in decisionmaking.

Promote Diversity and Inclusion
We are a college that values and seeks to promote diversity and inclusion in everything we do. Our goal
is to provide an inclusive environment where all can feel safe, a sense of belonging and supported.

Communicating through an Equity Lens
We put a value on the importance of communicating across lines of difference and developing creative
solutions to novel problems. To that end, we will work to translate information using multiple platforms
to communicate messaging to diverse groups.

Health and Safety Equity
We are a college that values human safety as a priority. Supporting the safety and well-being of our
entire campus community in order to provide a transformative educational experience is our goal. A
cultivation of civic virtues and equity practices will be upheld in ensuring the safety of our LCC
community.

Respect and Civility
LCC is dedicated to respecting diversity and honoring pluralism. To that end, LCC expects all members of
its community to treat each other with respect and civility. Any form of harassment or discrimination
negatively impacts the college’s mission and its community collectively. Therefore harassing behaviors or
discrimination towards any member of our community will not be tolerated. As part of its commitment
to non-discrimination, LCC specifically prohibits harassment based on any other characteristics set forth
in its nondiscrimination statement as follows: including race, color, gender, gender identity and
expression, sexual orientation, creed or religion, national origin, age, disability, veteran status and all
federally protected groups/classes.
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As we emerge from isolation and establish a new business normal, the words of Dr. Martin Luther King remind
us how important it is to be aware of the interconnected world we live and work within:
“We are caught in an inescapable network of mutuality, tied in a single garment of destiny. Whatever
affects one directly, affects all indirectly. I can never be what I ought to be until you are what you ought
to be, and you can never be what you ought to be until I am what I ought to be.”
It is no exaggeration to say the future of LCC depends on us working together as one.

Follow Public Health Officials and Authorities
While we are eager to return to campus, it is imperative that we follow guidelines, orders, and directives from
public health, government officials, and regulators. Failure to comply may result in fines, penalties, and liability
issues or, worst of all, accidental outbreaks of COVID-19. This is not a risk worth taking.

A Staged Path to Resumption
The LCC resumption path will be both phased and staged as community restrictions begin to lessen. The goal is
always to decrease risk to ensure that any necessary response and mitigation actions will remain manageable.
Scaling the approach means that not all departments, personnel, and services need to return to campus at the
same time. Some activities will be expected to remain remote for the foreseeable future. We need to first
consider functions which are unable to be accomplished remotely. Employees and their supervisors will need to
work with Human Resources to consider medically vulnerable employee accommodations. Also, supervisors will
need to stagger employee schedules to limit the number of personnel on campus daily and provide required
physical distancing.

Effective Communication and Coordination
A communications plan was developed for both internal and external communications to ensure the LCC
Community is informed. The www.lcc.edu/coronavirus webpage was recently updated to focus on Business
Resumption – Spring refresh 2021. See the Communications section of this plan for more details.
The Executive Leadership Team (ELT) – Incident Command Team (ICT), also called the Virtual Emergency
Operations Center (V-EOC) which is the ELT plus those relevant to support this pandemic emergency within the
college regarding LCC incident response and recovery, has met since March 2, 2020. For the first three (3)
months, the group meet bi-weekly. In June the V-EOC began meeting weekly and continued to meet a weekly
through the end of August. In September, the V-EOC began meeting bi-monthly. The purpose of this group is to
be a strategic and often decision-making entity as they guide the future of college with support from the Board
of Trustees.
The cross-college Business Resumption Task Force (with union representation) met weekly since the mid-April
till September 2020. This team provided subject matter expertise and numerous recommendations to the V-
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EOC on various facets of engineering and administrative safety control implementation.
Since May 2020, the Business Resumption Review Committee (BRRC) has reviewed submitted Program Safety
Programs on a weekly basis. All program resumption requests are submitted as a Program COVID-19 Safety
Plans or PSPs (form version A-instructional or B-non-instructional) for both paused spring courses and fall hybrid
courses. The PSP is coordinated by the Program Director or PSP Manager with the ELT member or Provost (for
academic programs) for pre-approval. Human Resources also distributes to associated bargaining units for
review and feedback. Once approved by the BRRC, the program resumption is coordinated with the Course
Information Management Team (CIMT), Facilities, Public Safety, and Auxiliary Services for support service
resumption. If not approved, revisions may be requested or the request may be put on hold until a later date or
different circumstances exist. See the procedure for Program Resumption Review and Approval for further
details.

Additional Principles
Risk-Based Decision-Making
Consider the risks associated with the decisions being made to ensure that things will not get worse because
of action(s) taken and to protect the safety of all who are part of the college community.

Adaptability
Circumstances change quickly and frequently. We must be prepared to adapt this plan based on the
changing situation.

Engagement
Engaging stakeholders in a meaningful way is necessary to ensure buy-in and common understanding.

Collaboration
Deliberately seek out opportunities to work with other divisions, departments, organizations, contractors,
insurers, unions, and suppliers in support of a comprehensive strategy.
At every step in the planning process, we have attempted to ensure these values are followed and considered.
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Safe Start Approach
LCC continues to follow Governor Whitmer’s Safe Start Plan introduced on May 7, 2020 and adjusting to the
plan as it evolves. This plan allows for a measured thoughtful approach to opening aspects of the college
based on 1) what is happening with the disease in our area (e.g., number of cases and death, the capacity of
the healthcare system, and testing-contract tracing-containment protocols) and 2) what we need to do to
stay safe.
Governor Whitmer’s plan lays out phases by the progress and control of the disease. This may look different
in various locations in the state. LCC will closely follow health protocols from the Center for Disease Control
and Prevention (CDC), the Michigan Department of Health & Human Services (MDHHS) and local Health
Departments as appropriate. It is also possible to move to a higher phase and subsequently have to move
back to a previous phase if there is a significant outbreak or resurgence of the virus.
Where are we? What’s happening? What do we do? Where is LCC?
 All instruction and services transitioned to online on
Uncontrolled
STAY HOME,
Phases 1
format on March 18.
growth
STAY SAFE


Phase 2

Persistent spread

Phase 3

Flattening


STAY HOME,
STAY SAFE
SAFER AT HOME 

Phase 4

Improving

SAFER AT HOME

Phase 5

Contained

STAY SAFE

Phase 6

Post-Pandemic

STAY SAFE
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Only essential personnel (e.g., public safety, facilities
maintenance, sanitation, shipping and receiving) are
present on campus through end of restriction
Same as above (with minimal recreational openings)

Same as above with construction and lawn care
opening.
 LCC established a Letter of Agreement regarding health
and safety protocols for those working on LCC
campuses
In line with Business Resumption Planning, transition to:
 Online instruction and services continue remotely
 Face coverings still required
 Physical distancing still required, minimum of 6 feet
 Allow return of up to 50
 % of employees to campus
o if they are not considered part of the vulnerable
population
o staggered start and end times
o small (<10), properly spaced meetings possible
 Allow students or visitors to come to campus by
necessity and appointment only
Necessary Face 2 Face instructional opportunities will be
made available (mitigation measures may be required)
Few to no restrictions. Sufficient public immunity or disease
retreat
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LCC Resumption Stages – revised February 09, 2021
LCC STAGE 0
Growing, Spreading, or
COVID-19 Flattening
Status,

LCC STAGE 2

LCC STAGE 3

Improving

Contained

Post-Pandemic
Available therapeutics
vaccine, or herd immunity

Online only

Online (ON): Traditional, asynchronous
online courses
Online Real-Time (ORT): Synchronous,
virtual live class sessions
Online Hybrid (OH): courses include
mandatory hand-on instruction
Face-to-Face (F2F): limited number of
approved on-site courses

Online (ON): Traditional, asynchronous
online courses
Online Real-Time (ORT): Synchronous,
virtual live class sessions
Online Hybrid (OH): courses include onmandatory hand-on instruction
Face-to-Face (F2F): explore increasing
number of on-site courses

Return to traditional face
2 face courses w/online
courses continuing

Only essential workers

Essential workers and those approved
by division or department Program
Safety Plan

Essential workers and those approved
by division or department Program
Safety Plan
Explore increasing on-site campus
operations

Return to normal on-site
operations.

Limited approved F2F courses
Visitors by appointment only
Limited approved outdoor non-contact
activities

Explore increasing on-site campus
student support services and events
Approved non-contact and contact
activities

No restriction on who can
come to campus

In accordance with BRP and approved
program safety plans and appropriate
engineering and administrative control.

In accordance with BRP and approved
program safety plans and appropriate
engineering and administrative controls

Continue with high-touch
sanitation protocol

Classes

Employees

None (exceptions for
Students & picking up or dropping off
Visitors needed technology or
resources)
Custodial staff continue
Health & with support of essential
Safety worker spaces. High touch
protocol sanitization
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COVID-19 Exposure Control
Introduction
The OHSA guidance on exposure risk is shown in this diagram below. Most schools are considered medium risk
due to frequent interaction with the public. Other LCC offices may be considered low risk since their offices
have very little
external traffic.
Several areas of study
at LCC are considered
as high exposure or
very high exposure
risk just by nature of
what they are.
Examples of high risk
areas would include:
dental hygienist,
massage therapy,
nursing, emergency
medical technician,
and police academy.
The level of risk a person encounters during their time at an LCC facility will vary based upon their role, the
location(s), and their engagement. It is LCC’s goal to reduce any risk to the greatest number of people possible
by controlling exposure. While developing individual safety plans each program area is required to review and
assess all possible exposure risks and mitigate potential risks by adding administrative controls or personal
protective equipment. The following controls are being implemented by the college as a whole to address the
medium exposure risk as defined by OSHA.

Workplace Controls
During a COVID-19 outbreak, when it may not be possible to eliminate the hazard, the most effective protection
measures are (listed from most effective to least effective): engineering controls, administrative controls, safe
work practices (a type of administrative control), and Personal Protective Equipment (PPE).

Engineering Controls
Engineering controls involve isolating employees from work-related hazards by a change in physical approach or
configuration (does not rely on worker behavior). The following engineering controls are being implemented at
LCC:
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Installation of touch free door openers at ADA door locations



Installation of clear plastic sneeze guards at customer service areas



Increased air exchange rates



Class room and open area seating arranged to accommodate 6 foot physical distancing



Moving towards touchless bathrooms as resources allow

Administrative Controls
Administrative controls are changes in work policy or procedure to reduce or minimize exposure to a hazard.
These controls require action by the worker or employer. The following administrative controls will be
implemented by LCC:


Daily Health Screening is required by all prior to arrival on campus:
These screenings can be accessed in three ways: 1) from the Webpage www.lcc.edu/coronavirus, 2) by a
QRC phone scan at check in locations or on distributed cards, or 3) by printed paper turned into a
supervisor or program lead. Individuals are required to certify accuracy of the information they submit.



Directing sick workers to stay home (work from home when able).



Workers at higher risk for severe illness are encouraged work with their supervisor and HR regarding
potential ADA accommodations--including working from home whenever possible.



Encourage staggered shift work and remote work to limit number of people in office space at any one
time.



Encourage virtual communications and meetings.



The broad implementation and display of administrative controls using signage as reminders of
responsibility.



Requirement of daily health screening by employees, students, vendors, contractors, visitors.



Adherence to sick-at-work and isolation protocols.



Communicate resumption strategies regularly following the Communications Plan



Training of all employees prior to return to work using the college Talent Management System (TMS) /
Learning Management System (LMS).



Training of all students prior to return to in person class using D2L with assistance from eLearning.



Restrict non-essential travel.

Safe Work Practices
Safe work practices are procedural in nature and are required administratively to help to reduce the duration,
frequency, or intensity of exposure to a hazard. LCC will require the following practices:
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Face coverings are required by all while on campus. Those persons who are unable to medically tolerate
wearing a face covering are encouraged to seek ADA accommodation through HR for employees and
Student Affairs for students.



The college will provide a reusable face coverings to all employee and provide disposable face coverings
who do not have one or forgot to bring a face covering with them.



All personnel on campus are expected to maintain six foot physical distancing whenever possible.
Activities that do not permit physical distancing of 6 feet will require additional PPE or Engineering
controls.



Facilities will implement enhanced cleaning protocols and increased frequency provided by WFF.



COVID-19 sanitation protocol will be scheduled by Administrative Services--Operations when a positive
case is identified on LCC’s campus(es).



Regular handwashing and use of sanitizers will be emphasized for all. Sanitizers will be more readily
available in more areas.



Employees will be discouraged from sharing equipment and supplies.



Employees will be provided disinfecting wipes for their work areas.



LCC will follow the Communicable Disease Response and Communication Plan—COVID-19 (Appendix D).

Personal Protective Equipment (PPE)
Examples of PPE include: gloves, goggles, face shields, face masks, and respiratory protection, when appropriate.
During an outbreak of an infectious disease, such as COVID-19, recommendations for PPE specific to occupations
or job tasks may change depending on geographic location, updated risk assessments for workers, and
information on PPE effectiveness in preventing the spread of COVID-19.


Several programs already use PPE on a regular basis as part of their curriculum (e.g. Public Service
Careers, Health Careers, etc.). It is the responsibility of the programs that regularly use PPE to ensure
students and employees are properly trained on normal usage.



Individual departments and programs are responsible for evaluating their unique operating
environments to determine the PPE required for their employees and student where applicable.



The required PPE will depend upon current orders/guidance and the nature of any necessary interaction
with others. For example, are the individuals able to maintain at least six feet between each other and
still accomplish their job, learning, or service?



For the time being, all people working on, learning at, or visiting LCC campuses are required to wear face
coverings.
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New Workplace Protocols
Prevention Tips—How to Protect Yourself and Others


Know how it spreads-respiratory droplets, mainly from person to person



Wear a Face Covering



Wash your hands often



o

Wash with soap and water rubbing for at least 20 seconds, or

o

Use hand sanitizer and rub until your hands feel dry

Avoid close contact
o

COVID-19 infected individuals who are asymptomatic (showing no symptoms) are responsible
for up to 40% of all transmitted infections

o

Stay 6 feet away from others outside your home when possible

o

Avoid crowded gatherings



Cover your mouth and nose with a cloth face covering when around others



Cover coughs and sneezes-into crook of elbow or into a tissue



Clean and disinfect frequently, especially high touch surfaces



o

LCC will be providing more frequent cleaning

o

Employees and students will be provided more disinfecting wipes and hand sanitizer.

Monitor your health
o

Be alert for symptoms

Before Coming to Work -- Pre-Arrival Health Screenings


Do not come to work when you are sick!



Employees, students, and visitors are required to fill out a health screening form daily prior to entering
any college facilities or participating in hosting activities.



If you plan to stay home, do not take the health screening.



At any time, if you are ill and cannot work or attend class, contact your supervisor or instructor.



In some cases, your temperature may be taken upon arrival.



Contractors, subcontractors, vendors, and lessors are to submit to health screening requirements by
their employer.

High Risk Populations
Employees and students whom are considered at higher risk of severe illness from COVID-19 are encouraged to
work with their supervisor and HR for employees and Student Affairs for students to evaluate potential ADA
accommodations. CDC describes people who need to take extra precautions here.
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Handwashing or Disinfecting Often
Several times each day, wash or disinfect your hands if soap and water are not available. Especially after
touching a commonly touched surfaces, using the restroom, before eating, etc.

Face Coverings Required
Wear a covering over your nose and mouth while on campus, except when alone in an enclosed workspace or
outside while maintaining 6 feet or more from others. Employees and students who are unable to medically
tolerate wearing a face covering should apply for an ADA accommodation.

Physical Distancing
Keep at least 6 feet from others, whenever possible. Activities that do not permit physical distancing of 6 feet
will require additional PPE or Engineering controls.

Continuation of Remote Work
Depending upon the Governor’s MI Safe Start Plan phase for LCC’s region, only employees that provide direct
instruction or support for mandatory hands-on instruction and related support services are likely to be approved
to work on campus. Please refer to the LCC Work from Home procedure.

Continuation of Virtual Meetings and Gatherings
Employees are encouraged to continue to hold most meetings virtually. If in person contact is required, physical
distancing and face coverings will be expected.

Appointments for Service
As LCC is currently at stage two courses and students services will be accomplished remotely. In person classes
are being limited to mandatory onsite hands-on instruction. Visitors are allowed to come to campus by
appointment only during stage 2. As the college transitions to stage 3, drop in services and appointments may
be phased back in.

When You Become Sick at Work
If an employee or student begins feeling sick while on campus or participating in an LCC activity,


The employee or student should go home immediately and notify their supervisor or instructor.



If the employee or student is unable to leave due to lack of transportation or illness, they can wait in an
identified isolation room until transportation can be arranged.



As always, call Public Safety if it is an emergency, 517-483-1800.
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The supervisor or instructor should subsequently send an email to employee.concerns@star.lcc.edu or
.student.concerns@star.lcc.edu


If symptoms resemble COVID-19 symptoms as listed by the health screening information, the employee
or student should be advised to consult with a medical professional as soon as possible.



If they get a test, the employee or student needs to continue to keep their supervisor or instructor
informed of the results of the test.



If a supervisor or instructor hears of a positive test result of the employee, the supervisor or instructor
must contact the Director of Occupational/Environmental Safety & Health, yeomand3@star.lcc.edu the
Director of Emergency Management, wolfinc1@star.lcc.edu immediately, as required by Health Orders.

LCC has a Communicable Disease Communications Plan. This plan discusses timely reporting of positive COVID19 cases, questions to ask a COVID-19 positive individual to inform the college of exposure, communication to
those who may have been exposed while on LCC premises, and a mitigation plan to ensure our facilities are
properly secured and sanitized.
LCC also has a relationship with Sparrow Occupational Health to have people tested when necessary. Generally,
LCC will recommend testing and cover testing expenses if a COVID-19 exposure happened while on college
property or during a college sponsored activity.
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Training
Return to Campus Orientation
Return to Campus Orientation training is available (by the beginning of August 2020) on the LCC Talent
Management System (TMS) via the Learning Management System (LMS). All Employees must take and
complete this training prior to returning to campus and as part of new employee on-boarding.
Student return to campus orientation training was made available on D2L (on August 20, 2020) and is required
for all students.
Learning objectives for both employees and students include:
1. Educate on-

COVID-19 signs, symptoms, and precautions



Infection control plans, protocols, and procedures

2. Ensure new COVID-19 expectations are understood, which include-

Daily health screening – stay home when sick



Wear face coverings



Maintain 6ft physical distance



Washing/sanitizing hands often

3. Provide resources-

Reporting unsafe work conditions



Local, state, and federal guidance
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Communication Plan—COVID-19 Pandemic
October 2020
This communication plan describes a general approach to communication as LCC continues to navigate the
COVID-19 pandemic and eventually return to normal business operations. The plan is general to allow flexibility
of messaging, timing, communication tools and audience as business resumption plans develop and evolve.

Internal Communication matrix
Audience

Information

Method

Frequency

Responsibility

Students

As needed

As needed

Internal communications
coordinator, with
support from Marketing,
Media Services, Public
Relations and business
resumption team

Employees

As needed

As needed

Business
Resumption Task
Force, including
labor
representatives
Board of Trustees
Community

As needed

All-student email,
myLCC newsfeed,
D2L
announcements,
video on website,
social media, The
Lookout, RAVE, as
appropriate
The Star, myLCC
newsfeed,
operations email,
RAVE, as
appropriate
Email

Internal communications
coordinator or, for RAVE,
the director of
Emergency Management
or Public Safety
Director of Labor
Relations and
Organizational
Development

As needed
As needed

As needed
See below

As needed
See below

Media

In response to
specific inquiry
and as needed

Email or phone

As needed
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LCC President
Public Relations, with
support from Marketing
Public Relations
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Key messages




LCC’s top priority is the health and safety of our students and employees.
This is an evolving situation, and we make decisions in coordination with the latest health guidance from
the Centers for Disease Control and Prevention, Occupational Health and Safety Administration, the
state of Michigan, and the local county health departments.
In addition to the Virtual EOC activation, the college formed a Business Resumption Task Force and a
Business Resumption Review Committee. The task force has since ceased to meet after initial
resumption tasks had been implemented. The other teams meet regularly and include a wide crosssection of employee voices from across divisions and campuses.
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External Communications Matrix
This general communication plan describing how and when to use social media and external communication
tools to raise awareness; and provide generic to custom messaging as LCC explores business resumption. The
audience is a general makeup of students, parents and family, employees, and the greater Lansing area.
Tactic/Tool
Facebook, Twitter,
Instagram
Facebook, Twitter,
Instagram
Earned Media

Radio

Facebook, Twitter,
Instagram

Media Follow-up
Digital media

Content
CDC Social Media
Toolkit
Specific student
internal
communication
Press release
detailing LCC
specific business
resumption info
CDC Public
Service
Announcement
Shared from
Ingham County
Health Dept. and
CDC
In response to
specific inquiry

Run Dates
Generally, every
7-14 days
Same date as
email, D2L
submission
As needed

Graphic
CDC
Toolkit
Campus
News

Responsibility
Public Relations Director

Logo

Public Relations Director

Per LCC Radio

Varies

Public Relations Director

As appropriate

As
posted

Public Relations Director

None

None

Public Relations Director

FOX 47 Morning
Blend; can
include Podcasts

TBD

Logo

Public Relations Director
with assistance from
Marketing as needed

Public Relations Director

Key messages





LCC’s top priority is the health and safety of our students and employees.
Shared internal communications as appropriate.
Physical distancing, wearing masks, handwashing techniques, hand-washing and sanitize often.
Media statements/quotes created as appropriate/needed.
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Applicable Policies, Plans, Procedures, and Guidance
Lansing Community College




LCC Program Resumption Review and Approval Procedure
o

Internal link: O:\Interdivisional\LCC-Emergency-Operations-Plan\COVID-19 Business Resumption

o

COVID-19 Program Safety Plan Form – Version A – Instruction

o

COVID-19 Program Safety Plan Form – Version B – Non-Instruction

o

COVID-19 Activity Safety Plan Form

LCC Policy – for employees, Working from Home
o



LCC SOP - HRPR5013, Working from Home

LCC CD Response and Communications Plan – COVID-19
o

Internal link: O:\Interdivisional\LCC-Emergency-Operations-Plan\COVID-19 Business
Resumption\COVID-19 Program Safety Plans



LCC SOP - College Response to the Death of a Student



LCC SOP - College response to the Death of Employee

Federal


OSHA: Guidance on Preparing Workplaces for COVID-19 (3990-03 2020)
o

Endorsed by U.S. Department of Health & Human Services

o

Frequently being referenced by CDC

o

Referred to in MIOSHA Emergency Rules, dated October 14, 2020



CDC: “Considerations for Institutes of Higher Education”



CDC: “Reopening Guidance for Cleaning and Disinfecting Public Spaces, Workplaces, Businesses, Schools,
and Homes”



CDC: “Community Mitigation Framework”

State


Michigan Coronavirus page: https://www.michigan.gov/coronavirus



Michigan Department of Health and Human Services (MDHHS): https://www.michigan.gov/mdhhs/



Michigan Governor’s page: https://www.michigan.gov/whitmer/



Michigan Labor and Economic Opportunity (LEO), MIOSHA: https://www.michigan.gov/leo/0,5863,7336-100207---,00.html

February 17, 2021
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Local


Local Health Departments (campus dependent)
o

Ingham County Health Department

o

Barry-Eaton District Health Department

o

Livingston County Health Department

February 17, 2021
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Appendix A – Signage
Prevention Tip Signs

http://www.hd.ingham.org/Portals/HD/Home/Documents/cd/coronavirus/ICHD14_Flyer_English.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs.pdf
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Health Screening Entry/Check Points and Stay home When Sick Signs
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https://www.cdc.gov/coronavirus/2019-ncov/downloads/StayHomeFromWork_Horizontal.pdf
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High Risk Populations

https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID19-What-You-Can-Do-High-Risk.pdf

Handwashing or Disinfecting Often

https://www.cdc.gov/handwashing/pdf/HH-Posters-Eng-Restroom-508.pdf
https://www.cdc.gov/handwashing/pdf/wash-your-hands-poster-english-508.pdf
http://www.hd.ingham.org/Portals/HD/Home/Documents/cd/coronavirus/Handwashing.pdf
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Face Covering Guidance
Face coverings are required at LCC unless you have a medical issue and require accommodation.

https://www.cdc.gov/coronavirus/2019-ncov/downloads/cloth-face-covering.pdf
http://www.hd.ingham.org/Portals/HD/Home/Documents/cd/coronavirus/FaceMask1Page.pdf
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Physical Distancing

https://www.cdc.gov/coronavirus/2019-ncov/images/social-media-toolkit/social-distancing-6ft-1200x675.jpg
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Monitors
West Campus --Large PPE warning along with any other message we want to post on digital board behind
cars when you enter. <We would contact video media with what we want displayed.>
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Appendix B -- COVID19 Consumable Distribution
Consumable Distribution Procedure
The distribution of COVID-19 Consumables for all areas of the College with the exception of Health & Human
Services (HHS) and Tech Careers (TC) will be managed collaboratively by Purchasing and Administrative Services.
Consumables available for order from the central inventory supply include reusable face coverings, disposable
face coverings, hand sanitizer, disinfectant wipes, disposable gloves and reusable thermometers.
The Logistics Chief will work with each division to determine the appropriate amount of COVID-19 Consumables
necessary to support business resumption for each division. Once a determination has been made the
appropriate person within the division will submit a COVID 19 Consumable request through the 5-Star Service
Center.
All ELT members and their Administrative Assistants have access to the 5-Star Service Center – COVID-19
Consumable form. Expanded access can be obtained by request to FS-Purchasing@lcc.edu. Step-by-step
instructions, “How to order COVID-19 Consumables” using the 5-Star Service Center, are provided in this
document as screenshots.
Items to note when using 5-Star Service Center:





Reusable cloth face coverings and thermometers will be provided in quantities of 1 each.
Disposable face coverings will be provided by the box (50 per box).
Gloves will be provided by the box (the number of gloves per box will vary).
Disinfectant wipes will be provided per container or per pack. The number of wipes per container or
pack will vary based on what the College has in stock (i.e quantities of 50, 75 or 95).
 Request for hand sanitizer will primarily be fulfilled as a refill of 32 oz. bottles already onsite. Since
there is a shortage caused by this pandemic, it is important that 32 oz. bottles are not discarded but
refilled when needed. Howbeit, new 32 oz. bottles can also be requested if necessary.
 COVID-19 Consumables requested via the 5-Star Service Center will be delivered per the instructions
provided by the employee filling out the request.
A requisition is not necessary for the general COVID-19 Consumables described above and requested through 5Star Service Center. However, required program specific personal protective equipment (PPE) items such as
goggles, face shields, N95 masks, gowns, etc., must be ordered by individual departments via the requisition
process or Purchasing Card Program.
Departments will be charged back for the general COVID-19 Consumables requested through the 5-Star Service
Center. The chargeback to the department will be processed by Administrative Services and Accounting using
the following process:


Administrative Services will generate monthly reports based on the items ordered, approved,
and delivered to individual departments.
 The cost for each item multiplied by the quantity ordered will be calculated.
 The request for chargeback will be sent to Accounting.
 Accounting will process the chargeback amounts charging the individual organization codes
based on the Administrative Services chargeback report.
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Divisions and/or departments are only responsible for requesting COVID-19 Consumables through the 5-Star
Service Center to support the needs of employees, students and visitors that frequent their respective areas.
Administrative Services is responsible for COVID-19 Consumables needed for common areas such as hallways
and classrooms of LCC buildings (owned and leased) as well as the LCC Library, Learning Commons and
cafeterias. If employees notice a shortage in PPE consumables available in common areas then they should
contact Administrative Services at 517-483-1808.
Note: COVID-19 Consumables provided by the College are to be used for LCC business purposes only.
If you have questions regarding this process please contact FS-Purchasing@lcc.edu. If you have difficulty
accessing 5-Star Service Center request then please contact the LCC Help Desk.
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How to Order COVID-19 Consumables
First, login to myLCC
Go to the Work tab
Under the Employee eToolbox click on the link for the 5 Star Service Center

A
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From the 5Star Service Center select the Services tab

Next, select the Campus Operations category from the Service Catalog
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Under Campus Operations select COVID-19 Consumables

Select Request Service
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Instructions:
Use the drop down menu to select (1) the name of the department requesting the items; and (2) the requested
completion date (when the items are needed by).
Selecting consumable items:




Please check the box for each consumable that you are requesting.
A quantity box will automatically appear (with unit measure).
Please fill out the quantity for each item (e.g. for each box of disposable masks ordered you will be
receiving 50 masks).
Note 1: The appropriate ELT member or department administrator must authorize consumable request. Each ELT
member can authorize up to two individuals (per department) to order COVID-19 Consumables through the 5Star Service Center.
Note 2: Delivery instructions must be included (building, room location and any special instructions).
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Appendix C – Safety Monitor
Introduction
Safety is a shared responsibility across the Lansing Community College landscape, and the college’s
designated Safety Monitors are tasked to assist in the efficient and effective execution of LCC’s
Business Resumption and Program Safety Plans.

Requirements and Responsibilities
MIOSHA Emergency Rules, dated October 14, 2020, Rule 7.(1):
The employer shall designate one or more worksite COVID-19 safety coordinators to implement,
monitor, and report on the COVID-19 control strategies developed under these rules. The COVID19 safety coordinator must remain on-site at all times when employees are present on site. An onsite employee may be designated to perform the COVID-19 safety coordinator role.

LCC Safety Monitor Responsibilities:
Implement, monitor, and report on COVID-19 control strategies as detailed in the approved
Program Safety Plan and LCC Business Resumption Plan. Questions regarding the implementation
of the plan should be raised to a Program Safety Plan Contact Person and/or supervising ELT
member. If additional assistance is required, contact the Director of Occupational/ Environmental
Safety & Health, David Yeomans II (yeomand3@star.lcc.edu, 517-483-1812).

COVID-19 Compliance – People First
Our focus is on humanity and our vision supports diversity, equity, and inclusion within all stages of
emergency management, occupational/environmental safety and health, and business resumption
processes.
The following five (5) operational practices will serve to guide LCC as we resume business operations:
 Commitment to Belonging and Equity
 Promotion of Diversity and Inclusion
 Communication through an Equity Lens
 Health and Safety Equity
 Respect and Civility
(See LCC’s Business Resumption Plan for more information.)
We are a college that values human safety as a priority. Supporting the health and well-being of our
entire campus community in order to provide a transformative educational experience is our goal. The
cultivation of civic virtues and equity practices will be upheld in ensuring the safety of our LCC
community.
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Roles and Responsibilities
ICS ROLE

LCC ROLE

Command Staff
– Incident
Commanders &
Safety Officer

Executive Director for
Administrative Services,
Director of Emergency
Management, Director of
Occupational/Environmental
Safety & Health



Center for Student Access



Office of Student Compliance



Human Resources, Employee
ADA Accommodations and
Compliance



Public Safety



Operations
Section Student Care
Unit
Operations
Section Employee Care
Unit
Operations
Section -Law
Enforcement
Unit

RESPONSIBILITY






Executive Leadership Team
(ELT) Member




Program Safety Plan Contact
Person




Safety Monitor (Faculty,
Staff, or Administrator)





Ensure any incident is effectively
assessed, communicated, controlled,
and resourced
Ensure safety measures are
established, implemented, and
executed
Review and process requests for
student ADA accommodation
Review and process reports of
student non-compliance
Review and process requests for
employee ADA accommodation
Review and process reports of
employee non-compliance
Respond to threatening or
confrontation situations
Provide a report when necessary
Monitor and ensure the execution of
the Program Safety Plan and LCC
Business Resumption Plan
Report if they are not effectively
executed
Monitor and ensure the execution of
the Program Safety Plan and LCC
Business Resumption Plan
Report if they are not effectively
executed
Monitor and ensure the execution of
the Program Safety Plan and LCC
Business Resumption Plan
Report if they are not effectively
executed
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Safety Monitor Responsibilities in Practice
Implement

The Safety Monitor helps to implement the LCC Business Resumption Plan (BRP) and
applicable Program Safety Plan (PSP) by providing subject matter expertise on the
interpretation and practical application of the BRP and PSPs.
Be prepared to answer questions related to the implementation of the plans.

Monitor

SMs are to act as a quality control checker by periodically walking around their area
of responsibility to ensure the plans are being executed appropriately. If you see
something (unsafe), say something!
Although SMs are not required to provide a constant presence, they are required to
remain on-site for the entirety of their assigned shift or course.

Correct

If an unsafe condition is observed, politely request the person (student or employee)
follow LCC’s BRP or PSP guidance as applicable.

NEVER be argumentative or confrontational.
At any time if you feel threatened or the situation is developing into a
confrontation, contact Public Safety immediately at (517) 483-1800.
Report

If a student and/or employee disagrees with or refuses the requested correction, the
SM will notify their Program Safety Plan Contact Person, and if not available, their
ELT member, as soon as reasonably possible.
Significant incidents of non-compliance should also be reported to Student
Compliance regarding students, Human Resources regarding employees, or
Occupational/ Environmental Safety & Health Department regarding vendors,
contractors, lessees, guests, and visitors. At a minimum, please include the following
details: date, time, location, names, personnel type, applicable environmental
circumstances, and specific LCC BRP, PSP, or other safety concern.
 Student.Concerns@star.lcc.edu
 Employee.Concerns@star.lcc.edu
 Yeomand3@star.lcc.edu
If there are questions regarding safety or the application of LCC’s BRP or PSPs, please
contact LCC’s Occupational/Environmental Safety & Health Director, David
Yeomans II at yeomand3@star.lcc.edu or (517) 483-1812.Scenarios Requiring
Immediate Correction
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Scenarios Requiring Immediate Correction
Although it is expected that the majority of corrections will be teaching moments, there may be safety
concerns that require immediate attention. A few of the more common situations, with responses, are
listed below to aid Safety Monitors in performing their duties.
1. SITUATION: Faculty member observes student not wearing a face covering or physical
distancing in a classroom.


RESPONSE: Politely ask the student to “mask up please.” Remind them, “Being part of the
LCC community means we all have a responsibility to help keep ourselves, our classmates
and our colleagues safe. Working together, we will successfully overcome the challenges
presented by this pandemic.” https://lcc.edu/coronavirus/index.html


If the student refuses, politely explain to them that if they are unwilling to comply
they will be asked to leave. If the student continues to refuse, step away from the
class and call Public Safety at (517) 483-1800.

2. SITUATION: Employee refuses to wear a face covering or physical distance.


RESPONSE: Politely ask the employee to wear a face covering. Remind them, “Being part of
the LCC community means we all have a responsibility to help keep ourselves, our
classmates and our colleagues safe. Working together, we will successfully overcome the
challenges presented by this pandemic.” https://lcc.edu/coronavirus/index.html


If the employee refuses, politely explain to them that if they are unwilling to comply
this matter will be formally reported up through the supervisory chain to include
Human Resources.

3. SITUATION: Employee or student comes in and says, “I have a medical condition and cannot
wear a face covering.”


STUDENT RESPONSE: Politely ask them to contact the Center for Student Access or email
lcc-accessibility@lcc.edu.



EMPLOYEE RESPONSE: Politely ask them to contact Human Resources to request ADA
accommodation by emailing employee.concerns@star.lcc.edu.



If either the student or employee is unwilling to comply, politely explain to them that noncompliance will be formally reported to the Office of Student Compliance or Human
Resources (as in Situation 1 or 2 above.)
If they are unable to temporarily wear a face covering, both students and employees will be
directed not to come to campus until the matter is resolved by the Center for Student
Access or Human Resources.
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BRP Appendix D – LCC CD Response & Communications Plan – COVID-19

Appendix D – CD Response & Communications Plan-COVID-19

Communicable Disease Response &
Communication Plan – COVID-19
Purpose
The purpose of this Communicable Disease (CD) Response & Communications Plan - COVID-19 is to provide a
framework for LCC to effectively respond to and communicate regarding COVID-19 exposures and positive
cases associated with the students and employees of Lansing Community College. This plan replaces the
former LCC Communicable Disease Communication Plan.

Scope
The emphasis and scope of this response and communications plan is on who does what, as well as when and
how it should be done. Also included is who and how the follow up communications are accomplished to
ensure those who need to be aware are informed. In addition, included are many references to the Center for
Disease Control and Prevention (CDC), Michigan Department of Health and Human Services (MDHHS) and the
Local Health Department guidance since LCC follows these health authorities explicitly.

Exceptions
There may be other coordination and communication aspects regarding students and employees related to
their coursework or jobs. These issues will need to be addressed by programs or departments and are not
covered by this plan.

COVID-19 Scenarios
1. Individual Diagnosed with CD (COVID-19+)
a. On campus (or LCC activity) during infectious period
b. Not on campus during infectious period
c. Became positive from exposure on campus (or during LCC activity).
2. Individual Exposed to CD (COVID-19)
a. Within LCC Campus or activities
b. Outside of LCC Campus or activities
c. Within three (3) months previously tested positive for COVID
d. If they have been fully vaccinated (+2 weeks since final dose.)
3. Individual Becomes ill on Campus or During LCC Activity
NOTE: If an individual has been directed for testing due to COVID-19 exposure or symptoms, they should not
return to campus until they have completed quarantine or isolation in accordance with Public Health and/or
CDC: “COVID-19: Quarantine vs. Isolation” on this page, https://www.cdc.gov/coronavirus/2019ncov/downloads/COVID-19-Quarantine-vs-Isolation.pdf
REVISED:

April 9, 2020
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Incident Command Team Overview
Executive Policy Group (EPG) – final decisions and direction
Incident Command– day-to-day command, control, communications, and direction (and EPG
recommendations)
Include Incident Command (IC) in all correspondence related to COVID-19:
 Chris MacKersie, Executive Director of Administrative Services
 Carol Wolfinger, Director of Emergency Management
 David Yeomans II, Director of Occupational/Environmental Safety & Health

Operations Section– day-to-day operational response and communications









Student Care Unit (Student Affairs) - Student.Concerns@star.lcc.edu
1. Louc Genda, Administrative Assistant to the Dean
2. Nichole Waters, Coordinator of Divisional Operations
3. Ronda Miller, Dean of Student Affairs
Employee Care Unit (Human Resources) – Employee.Concern@star.lcc.edu
1. James Mitchell, Executive Director of Human Resources
2. Mary Stroebel, Director of Compensation & Employment
3. Lori Willet, Director of Labor & Employee Relations
Law Enforcement Unit (Department of Public Safety) – police_dispatch@star.lcc.edu , 517-483-1800,
Program Safety Plan Monitors – (as designated by the PSP) present or available as Program Safety
Plans (PSP) or Activity Safety Plans (ASP) are implemented to ensure PSPs or ASPs is being followed.
PSP Monitors correct and report issues or problems.
Program Safety Plan Managers– implement LCC CD Response & Communications Plan – COVID-19. See
green table on the next page for the responsibility overview.
1. Deans
2. Associate Deans
3. Program Administrators

REVISED:

April 9, 2021
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PSP-Managers or designee responsibility overview (must read the details of the entire
plan):







Lead all program related response and communications as defined by this plan
Copy all individuals in all communications as identified in this plan.
Investigate COVID-19 positive or exposed reports to determine nexus to LCC campuses or
activities within program area of responsibility.
o Determine if other program areas are affected and if so, work with them to perform duties
(e.g., athletics determines positive individual and exposures within athletics and the
individual is identified to also have on campus classes.)
o Communicate with positive or exposed individuals who have not been on campus within
the infectious time frame to convey quarantine or isolation expectations
Perform any necessary contact tracing if positive case was on campus or during LCC activity.
o Send blue table to Dir. of O/ES&H and to Dir. of EM.
o Determine if there is any exposed individuals.
 Contact all identified exposed individuals, notify of exposure, and obtain necessary
information from them.
o Send exposure table to Dir. of O/ES&H and to Dir. of EM and Lori Willet and Sarah
Velez (to initiate testing with Sparrow OSH)
o Send prescribed correspondence to exposed individuals as outlined in the
procedure.
o Send prescribed correspondence to positive individuals as outlined in the procedure
o Contact Dir of Operations for Administrative Services to arrange for a COVID-19 special
clean if needed.
o Ensure the MIOSHA notification has been sent out within 24 hours of a being notified of a
positive individual on campus or LCC activity.

Planning Section







Instructional - develop/review/approve Program or Activity Safety Plans
1. Provost/Senior VP of Academic Affairs
2. Dean or Associate Dean
3. Program Director
4. CIMT members for each area
Non-Instructional – develop/review/approve Program or Activity Safety Plans
1. Senior VP’s
2. Division Director
3. Department Director
Incident Action Plan Development-Dir. of EM and Dir. of O/ES&H
PSP Approval and High level review and recommendation - BRRC

REVISED:
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Protocols by Situation
Individual Positive with COVID-19
If you were contacted by an individual (or you contacted them) who has said they have tested positive for
COVID-19 (or perhaps may be presumed positive with symptoms of COVID-19), ask the following questions
and provide them the following information:
Important note: When interacting with the individual, show concern and compassion.

□ Ask if the person was on campus or did they participate in an LCC sponsored activity within 2 days of
becoming symptomatic or date tested for COVID-19? If yes, do the following:

 Perform LCC COVID-19 Contact Tracing
 Complete the positive individual information table (aka the blue table)
o If anyone was exposed (CDC definition) by the positive individual while on LCC campus or LCC
Activity, complete the “exposed individuals table.”
 Call the exposed individuals to notify them of their exposure, to gather information for the
table, and to let them know next steps.
 Send the following communication to exposed individuals as a follow up to your
conversation:
 After they have been confirmed for testing (and then have not been vaccination nor
tested positive in the past 3 months for COVID-19), send this email (II.a.)
 If they have tested positive within past three months for COVID-19, send them this
email (II.b.)
 If they have been fully vaccinated (2 weeks past final vaccination), send them this email
(II.c.)

 Send both the Positive individual blue table and the exposed individuals table along with a brief
description of the case to David Yeomans II and Carol Wolfinger and affected program Director,
Dean/Associate Dean.

 Send the exposed individuals table to Lori Willett, Sarah Velez for testing and copy David Yeomans
II and Carol Wolfinger.

 As soon as possible contact Amy Campbell and copy (David Yeomans II and Carol Wolfinger) to
request COVID-19 cleaning for specified affected areas (i.e., classrooms and offices).

 For this positive individual, send the following email (I.a.)
□ If the person was not on campus within 2 days of becoming symptomatic or date tested for COVID-19.
o Inform them to follow the isolation protocol
o Send this positive individual the following email (I.c.).
□ If the individual is positive as a result of being exposed on an LCC campus or LCC activity:
o Inform them to follow the isolation protocol
o Send this positive individual the following email (I.b.).
REVISED:
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In all cases, the individual will need to self-isolate as recommended by the Local Health Department (LHD)
and CDC.
MIOSHA Notification Requirement

□ The ELT Member or their designee will:
□ Determine all those (students, employees, and visitors) who were within proximity of the positive
individual on the identified day, time and place.
o The Health Screening tool logs, quick check, and hardcopy sign in logs will help to identify
those individuals.
□ Send an email (communications template II.d.) to all employees, students, and visitors who were in
proximity of the positive COVID case regarding the fact there was a positive case. This needs to be
sent within 24 hours of knowledge of a positive case (ne the name of the positive individual)
o Copy all individuals from below on the communication:
 HR, ITS, and AS Executive Directors and Assistants on the email so they will be able to
likewise notify their affected employees and bargaining unit representatives.
o HR, ITS, and AS Executive Directors or Executive Assistants will need to notify their
affected employees.
 Dir. of EM, Dir. of O/ES&H, the Director of Public Relations, and the Internal Communication
Coordinator
 employee.concern@star.lcc.edu and student.concerns@star.lcc.edu.

REFERENCES:
 See Quarantine versus Isolation, and Exposure for more information.
 “What your test results mean”, https://www.cdc.gov/coronavirus/2019-ncov/downloads/WhatYour-Test-Results-Mean.pdf
 “COVID-19: Quarantine vs. Isolation” on this page, https://www.cdc.gov/coronavirus/2019ncov/downloads/COVID-19-Quarantine-vs-Isolation.pdf
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Individual(s) Exposed to COVID-19
If you were contacted by individual who has said they have been exposed to COVID-19 (also known as “close
contact”),
Ask the following questions:
□ When were you exposed (ask for dates)?
□ When was the last time you were on campus since exposure (when? dates)?
• If on campus since exposure, make note of who they were in contact with for a cumulative total
of 15 minutes or more and within 6 feet of (even when wearing PPE). The purpose of collecting
this information is just in case the individual becomes positive.
□ Are you symptomatic? If so, when did you become symptomatic? (This may be an example of a
presumed positive case.)
□ Have you been tested or do you plan to get tested?
o If the answer is yes, when did or will you and when do you expect the results of your test?
o If you test positive, ask them to notify you (LCC) immediately.
 If the individual later contacts you to report they are positive, follow the Individual
Positive with COVID-19 protocol.

• If the answer is no, ensure they understand they still need to quarantine for 14 days.
□ Have you been fully vaccinated? If so, when?
□ Have you tested positive in the past three (3) months for COVID-19? If so, when?
Provide them with the following information:
□ If they have NOT been fully vaccinated OR have NOT tested positive for COVID-19 within the past
three (3) months,
• Then tell the individual they will need to quarantine for 14 days since exposure and
monitor for symptoms (according to public health guidelines).
• Follow up with this email (II.d.)
□ If they have been fully vaccinated (i.e., ≥2 weeks following receipt of the second dose in a 2-dose
series, or ≥2 weeks following receipt of one dose of a single-dose vaccine) or
 Then tell the individual they do not need to quarantine unless they become symptomatic.
 The individual will need to confirm final vaccination date or they will need to quarantine.
 Follow up with this email (II.c.)
□ If they have tested positive for COVID-19 within the past three (3) months AND have remained
asymptomatic since the current exposure
• Then tell the individual they do not need to quarantine unless they become symptomatic.
• The individual will need to confirm the date they previously tested positive or they will need to
quarantine.
• Follow up with this email (II.b.)
□ Tell them to be sure to inform their instructor or supervisor of their status, if they have not already
done so.
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Ensure both the Dir. of O/ES&H and the Dir. of EM are always copied as well as the appropriate Student
Concerns and Employee Concern emails.
For more information on the definition of exposure and quarantine versus isolation, click here.
See NOTE1 regarding notification and NOTE 2 regarding second-hand exposures below.

Incident Command (IC) does not need to be notified regarding COVID-19 exposures not directly related to
LCC. COVID-19 positive cases need to be provided to IC as soon as possible.
2
Second-hand exposures are not currently being monitored by CDC or Local Health Departments. Therefore,
no action will be taken by LCC regarding second-hand exposures. Example: Individual A (later found to have
COVID-19) exposed individual B on day 1 and has been asked to test for COVID-19 as a result. Individual B has
been exposed to COVID-19. Individual B spent time with individual C on days 2, 3 & 4 (or only one of those
days). Individual C is not asked to do anything (no quarantine or isolation) as a result of “B’s” exposure unless
OR until B becomes sick with COVID-19 symptoms or tests positive.
1
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Individual Failed Daily Health Screening
Ask them if they know why they failed?
1. SICK - If they are sick:
□ (COVID symptoms) Recommend they consult with a medical professional and consider getting
tested. If they test positive, follow the Individual Positive with COVID-19 protocol
□ (Other illness) Remind them stay home until they are well.
2. EXPOSURE - In the past 14 days, have you had close contact with an individual diagnosed with COVID19: (YES or NO)
Two (2) sub-questions have been added for a YES answer. If both sub-questions are NO, they still
FAIL the health screening. If one or more answers are YES, they PASS.
i. Have you tested positive for COVID-19 within the past 3 months, and are not currently
exhibiting symptoms? (YES or NO)
ii. Have you been fully vaccinated AND,
 it has been two (2) weeks since your final vaccination AND,
 You are not experiencing any symptoms? (YES or NO)
□ Ensure they know to quarantine and stay home for 14 days following exposure.
□ Ask them to monitor their symptoms and consult with a medical professional if they have or begin
having COVID symptoms. Consider being tested if they begin having symptoms.
3. REPORTING ERROR – Check the Health Screening Log so see if they retook and passed.
□ If it was an accident, have them resubmit the screening form as soon as possible.
Individuals only fill out “Daily Health Screening” if you are coming to campus or taking part in LCC clinical
(off-site).
For example, do not fill out the Daily Health Screening:
• if you are sick
• if you have you been exposed
Notify your instructor or supervisor directly if you are expected to report in person and are ill or have been
exposed and do not plan to attend.
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Individual Ill on Campus or LCC Activity
When a student or employee becomes ill while on campus or during an LCC Activity, the instructor, supervisor,
program director or dean should:

□ First, if the illness is an emergency, call 911 or 517-483-1800 (LCC Public Safety) immediately.
□ If well enough and they have transportation, direct the individual to go home immediately.
□ If they do not have transportation, and it is not an emergency, direct the individual to the building
isolation room (see table below)

CAMPUS
Downtown

East Campus
West Campus
Mason Aviation
Livingston Center

BUILDING

ROOM

Administration
Administrative Office Facility
Arts & Sciences
Dart
Gannon
Huron
Health & Human Services
Mackinaw
Technology & Learning Center
University Center
Washington Court Place
EC
WC
MA

102
207
1124
252
1530 & 2154
210
009-1
205
2204B
109
112
104
E141
Composite Room,
Hangar
102B

LC

If isolation room is used:
□ Coordinate with Public Safety, police_dispatch@star.lcc.edu, (517-483-1800) to initiate sanitation with
Facilities Department.
□ Send copy of email to Director of Occupational/Environmental Safety and Health, David Yeomans II
yeomand3@lcc.star.edu (517-483-1812) to ensure he is aware of the situation.
□ Place sign on the door “Closed for Sanitation” (flipped side “Isolation Room”) after the individual has
left.
□ Follow up with individual.
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Procedures
LCC COVID-19 Contact Tracing
For a greater understanding of what contact tracing consists of, review the CDC guidance regarding contract
tracing: https://www.cdc.gov/coronavirus/2019-ncov/php/notification-of-exposure.html.
LCC Contact Tracing varies from Health Department Contact Tracing in that LCC is only tracking individuals
who have been on campus (or participated in an LCC activity) within 2 days of symptom onset or a positive
COVID-19 test AND those individuals who may have been exposed by or come in close contact with these
individuals while on LCC’s campuses or sponsored activities. The Health Department is concerned with ALL
individuals the positive person may have come into close contact with.
If individual is COVID-19 positive, Instructor, Supervisor, Program Director, or Dean collects the following
information:
POSITIVE INDIVIDUAL TABLE
Full name:
Home address
Phone number
Email address
Date of birth
Date exposed
Date tested
Date of results
Date symptoms began
Dates last on campus (include day of positive test or symptoms
onset and 2 days prior)
List any onsite LCC classes, activities or services attended (include
day of positive test or symptoms onset and 2 days prior)
Location (building, class, office)
Were others exposed? (if yes fill out exposed individuals table)

o While you are collecting this information, ask them who they were in contact with for 15 minutes or more
(cumulative time) and less than 6 feet apart? (if anyone at all). Collect the names of each exposed
individual in the below table.
“Someone who was within 6 feet of an infected person for a cumulative total of 15 minutes or more
over a 24-hour period* starting from 2 days before illness onset (or, for asymptomatic patients, 2 days
prior to test specimen collection) until the time the patient is isolated. “(CDC)
 If the individual has participated in other onsite classes, activities or services, coordinate with the
other affected program(s) (instructional or non-instructional) for contact tracing and notifications.
Work with other Deans and Directors if student or employee were in other classes or programs across
campus.
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o For in person courses, also contact instructor to verify LCC contact tracing information.
o Contact exposed individuals to:
 Notify them of their exposure,
 Gather the information for the below table and ensure information accuracy.
o Exposed individual who have been COVID-19 positive within the past 3 months or has been fully vaccinated they will not
need to be tested or quarantine
o All others will:
 Need to quarantine
 be offered testing at LCC’s expense
 Let them know they will be receiving more information by email.
o If you are unable to get speak with them on the phone, leave a message stating it is important to return the call or text them to let
them know you need to speak with them.
This information will be used for contact tracing and is required to report to the LHD. It is also needed to schedule testing with Sparrow
Occupational Health Services. The information will remain confidential and only be shared with those for those who have a need to know.
EXPOSED INDIVIDUAL(S) TABLE
Exposed
Contact
Name

Home (local)
Address

Phone number

LCC Email
Address

Date
exposed

Date of
Birth

Gender
(M or F)

Symptomatic?
(YES or NO)

COVID-19 positive
in past three (3)
months. (if yes,
provide date)

Fully Vaccinated
within the past 3
months and more
than 2 weeks? (Yes
or No), Date?

Employee or
student

o Follow LCC COVID-19 Testing.
□ Provide all the collected information in an email to:
 Instructor or Supervisor, Program Director or Department Director, Associate Dean, Dean, and ELT Member (for clinical – add
the clinical director)

REVISED:

April 9, 2020

Appendix D-11

LCC Communicable Disease Response and Communication Plan – COVID-19



If testing is needed, the Director of Labor & Employee Relations, Lori Willet (loriw@star.lcc.edu --primary LCC liaison to
Sparrow OHS, secondary (when Lori is unavailable – Sarah Velez)
 The Director of Occupational/Environmental Safety & Health, David Yeomans II (yeomand3@star.lcc.edu) and,
 The Director of Emergency Management, Carol Wolfinger (wolfinc1@star.lcc.edu ).
o PSP-M or designee sends communication: “Exposed, Individual Confirmed for Testing” to each individual on the above list.
Test results should come from HR from Sparrow OHS to LCC HR.

□ Ask them to provide results to you, when they receive directly.
□ PSP-M or designee should close the loop with the individuals by following up if they have not heard from them.
□ Individuals are not required to test if they choose not to. They still have to follow public health quarantine recommendations.
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LCC COVID-19 Testing
LCC provides COVID-19 testing for those who have been exposed as a result of being on an LCC Campus or
participating in an LCC sponsored activity.
Sparrow Occupational Health Services (OHS) provides health testing services as requested by the college. Lori
Willet from HR, is the main POC with Sparrow OHS, Sarah Velez is the backup. Sparrow OHS needs most of the
information from the EXPOSED INDIVIDUAL TABLE. HR Inquires when test results can be expected and follows
up with Sparrow OHS when necessary and needs to provide follow up communication with Sparrow OHS and
IC.
 The PSP Manager emails those being scheduled to be tested:
o When they are verified in the Sparrow Testing system, and
 If the individual does not have acceptable access to Sparrow OHS testing sites. They can get tested
elsewhere and submit the expense for reimbursement. The cost must meet standards for reasonable
expense.
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Required Contact with Local Health Department (LHD)
For COVID-19, it is required by MIOSHA Emergency Rules to contact the Local Health Department (LHD) immediately after learning
of a positive COVID-19 case related to LCC Campus or activities.

Local Health Department
Barry-Eaton (counties) District Health
Department (WEST CAMPUS)
Ingham County Health Department
(DOWNTOWN, MASON, and EAST
CAMPUSES)
Livingston County Health Department (LIV
CEN CAMPUS)

Health Department
24 Hour Phone

Public Health EPC

EPC Phone

EPC Fax

EPC Email Address

(517) 541-2683

Jennifer Casarez

(517) 541-2693

(517) 543-7737

jcasarez@bedhd.org

N/A

Christine
Hendrickson

(517) 887-4563

(517) 272-4191

cmhendrickson@ingham.org

(517) 546-9111

Lindsay Gestro

(517) 552-6866

(517) 546-9853

LGestro@livgov.com

IC member (usually David Yeomans II or Carol Wolfinger) contacts the LHD Emergency Preparedness Coordinator (EPC) if an
Individual is reported COVID positive (at a LCC campus or activity) within 2 days of positive test or onset of symptoms. Prior to
calling, the member needs to have obtained information from the blue table as referenced in the Contact Tracing protocol.
Each LHD may have a separate and distinct process for reporting. For example, In November 2020, Ingham County Health
Department launched a form for businesses to report positive cases instead of calling the EPC.
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Definitions
Exposure and Quarantine versus Isolation
Close contact or Exposure
Someone who was within 6 feet of an infected person for a cumulative total of 15 minutes or more over a 24hour period* starting from 2 days before illness onset (or, for asymptomatic patients, 2 days prior to test
specimen collection) until the time the patient is isolated.
*Individual exposures added together over a 24-hour period (e.g., three 5-minute exposures for a total of 15 minutes).
Data are limited, making it difficult to precisely define “close contact;” however, 15 cumulative minutes of exposure at
a distance of 6 feet or less can be used as an operational definition for contact investigation. Factors to consider when
defining close contact include proximity (closer distance likely increases exposure risk), the duration of exposure (longer
exposure time likely increases exposure risk), whether the infected individual has symptoms (the period around onset
of symptoms is associated with the highest levels of viral shedding), if the infected person was likely to generate
respiratory aerosols (e.g., was coughing, singing, shouting), and other environmental factors (crowding, adequacy of
ventilation, whether exposure was indoors or outdoors). Because the general public has not received training on proper
selection and use of respiratory PPE, such as an N95, the determination of close contact should generally be made
irrespective of whether the contact was wearing respiratory PPE. At this time, differential determination of close
contact for those using fabric face coverings is not recommended.
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/appendix.html#contact

People who have been in close contact with someone who has COVID-19—excluding people who have
had COVID-19 within the past 3 months.
 People who have tested positive for COVID-19 within the past 3 months and recovered do not have to
quarantine or get tested again as long as they do not develop new symptoms.
 People who develop symptoms again within 3 months of their first bout of COVID-19 may need to be
tested again if there is no other cause identified for their symptoms.
 People who have been in close contact with someone who has COVID-19 are not required to
quarantine if they have been fully vaccinated against the disease within the last three months and
show no symptoms.
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html

Vaccinated persons with an exposure to someone with suspected or confirmed COVID-19 are not
required to quarantine if they meet all of the following criteria:


Are fully vaccinated (i.e., ≥2 weeks following receipt of the second dose in a 2-dose series, or ≥2 weeks
following receipt of one dose of a single-dose vaccine)
 Have remained asymptomatic since the current COVID-19 exposure
Persons who do not meet all 3 of the above criteria should continue to follow current quarantine guidance
after exposure to someone with suspected or confirmed COVID-19.
Quarantine
REVISED: December 14, 2020
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Quarantine is used to keep someone who might have been exposed to COVID-19 away from others.
Quarantine helps prevent spread of disease that can occur before a person knows they are sick or if they are
infected with the virus without feeling symptoms. People in quarantine should stay home, separate
themselves from others, monitor their health, and follow directions from their state or local health
department. Specific guidance on when to end quarantine is contained in the below link.
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html

Isolation
Isolation is used to separate people infected with SARS-CoV-2, the virus that causes COVID-19, from people
who are not infected. People who are in isolation should stay home until it’s safe for them to be around
others. In the home, anyone sick or infected should separate themselves from others by staying in a specific
“sick room” or area and using a separate bathroom (if available). Specific guidance on when to end isolation is
contained in this link: https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/isolation.html
To return to campus or LCC activity after quarantine or isolation, an individual needs to follow guidance from
the local health department (LHD) and CDC.
In most cases the LHD will provide a release date and paperwork to provide to your workplace or your
instructor. The individual should provide this information to LCC Supervisor or Human Resources for
employees or to LCC Instructor, Program Director, or Dean for students before returning.
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Response & Communication Responsibilities
Incident Command Responsibilities during a Public Health Emergency
Incident Command–

□ Implements the 3National Incident Management System (NIMS) to respond to small and large scale
□
□
□
□

incidents.
During an incident4, responsible to lead--command, control, coordinate, & communicate operations to
ensure situational awareness, operational objectives are developed and met, and action plans are
followed.
Develops, implements, and revises emergency and safety (e.g., Communicable Disease plans) plans,
procedures, and protocols and communicates these to the LCC executive leadership and others, as
appropriate.
Provides training, clarifications and assistance in implementation of the plans, procedures, and
protocols.
During a public health emergency and communicable disease (CD) outbreaks (reporting time frames
will vary based on the CD); coordinates and communicates with Local Health Department within 24
hours of COVID-19 positive case on LCC campus or activity.

Student Affairs

□ Monitors the Student.concerns@star.lcc.edu email and addresses student concerns and health
screening failures (every 2 hours from 7 am to 6 pm M-F)
□ Look up student program of study. If no declared program, then SA contacts student for follow up (see
below email for discussion.)
□ Email program to contact student, Email example:
I received this report today regarding <student name >; they failed the daily health screening. Please
contact the students to verify the results of the screening and if they are currently on campus. If the
student accidently failed the screening, please have them retake the screening. In addition, remind the
student if they are not coming to campus or a clinical site – that is, if they will be home sick – do NOT
submit a daily health screening.
If the situation changes and the student is exposed or tests positive for COVID-19 follow the instructions
in the LCC CD Response & Communications Plan – COVID-19 which can be found here:
O:\Interdivisional\LCC-Emergency-Operations-Plan\Communicable Disease Plans

□ Medical Exception coordination for students from the Center for Student Access.
□ Contact Tracing if the student is positive for COVID-19 and has no declared program
Human Resources

□ Monitors the Employee.concern@star.lcc.edu email and addresses employee concerns and health
screening failures.
3

https://www.fema.gov/emergency-managers/nims
Core Capabilities definitions for Response (FEMA defined mission area) can be found here:
https://www.fema.gov/sites/default/files/2020-07/ccds_response-mission-area.pdf
4
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□ Email department/program to contact employee, Email example:
I received this report today regarding <employee name>; they failed the daily health screening. Please
contact the employee to verify the results of the screening and if they are currently on campus. If the
employee accidently failed the screening, please have them retake the screening. In addition, remind the
employee if they are not coming to campus or a clinical site – that is, if they will be home sick – do NOT
submit a daily health screening.
If the situation changes and the employee is exposed or tests positive for COVID-19 follow the
instructions in the LCC CD Response & Communications Plan – COVID-19 which can be found here:
O:\Interdivisional\LCC-Emergency-Operations-Plan\Communicable Disease Plans

□ Coordinates Testing with Sparrow Occupational Health Services (for both students and employees)
• Notification to individual to be Tested
• Notification to individual regarding test results
□ Medical Exception coordination for employees
Instructional and non-instructional Programs
Program Safety Plan Monitors

Monitor PSP implementation and resolve any questions or issues. Notify Dir. of O/ES&H of issues that cannot
be resolved or when consultation is need. Contact Public Safety 517-483-1800 if necessary. Dial 911 if critical
emergency.
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Program Safety Plan Managers

PSP-Managers or designee responsibility overview
(must read the details of the entire plan):







Lead all program related response and communications as defined by this plan
Copy all individuals in all communications as identified in this plan.
Investigate COVID-19 positive or exposed reports to determine nexus to LCC campuses or
activities within program area of responsibility.
o Determine if other program areas are affected and if so, work with them to perform duties
(e.g., athletics determines positive individual and exposures within athletics and the
individual is identified to also have on campus classes.)
o Communicate with positive or exposed individuals who have not been on campus within
the infectious time frame to convey quarantine or isolation expectations
Perform any necessary contact tracing if positive case was on campus or during LCC activity.
o Send blue table to Dir. of O/ES&H and to Dir. of EM.
o Determine if there is any exposed individuals.
 Contact all identified exposed individuals, notify of exposure, and obtain necessary
information from them.
o Send exposure table to Dir. of O/ES&H and to Dir. of EM and Lori Willet and Sarah
Velez (to initiate testing with Sparrow OSH)
o Send prescribed correspondence to exposed individuals.
o Send prescribed correspondence to positive individuals as outline in the procedure
o Contact Dir of Operations for Administrative Services to arrange for a COVID-19 special
clean if needed.
o Ensure the MIOSHA notification has been sent out within 24 hours of a being notified of a
positive individual on campus or LCC activity.

Executive Leadership (i.e., Deans, Associate Deans, and Executive Directors) are responsible to ensure their
programs and departments are meeting the requirements of this plan and above responsibilities.
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Response and Communications Templates
The templates contained in the following section are to be used as guidelines for communications to either students or
employees by the program or department. Be sure to alter any highlighted section to fit the circumstance, removing the
highlights before sending. In every case copy the LCC email address for Student Concerns for student communications
or Employee Concern for employee communications.
Be sure to introduce the communications and reference any conversation you have previously had with the individual.
These templates have been created to reference current public health guidance from the Center for Disease Control and
Prevention (CDC) and the Local Health Departments (LHD) along with emergency orders and rules from the Michigan
Department of Health and Human Services (MDHHS) and Michigan Occupational Safety and Health Administration
(MIOSHA).
All communications should be copied to the following for their situational awareness:
 Director of Occupational/Environmental Safety & Health, David Yeomans II, yeomand@star.lcc.edu
 Director of Emergency Management, Carol Wolfinger, wolfinc1@star.lcc.edu
 Program Director
 Academic Dean and/or Associate Dean
 Student.Concerns@star.lcc.edu, OR Employee.concern@star.lcc.edu
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I.

POSTIVE INDIVIDUAL CORRESPONDENCE (PIC)
a. PIC-Affiliated with LCC – individual has been on campus or LCC activity within 2 days of positive test or becoming
symptomatic.

Hello <student or employee name>,
Thank you for promptly reporting that you are COVID-19 positive to your <instructor/supervisor>. Timely
action is important in preventing further spread of this virus. It is our hope you make a speedy recovery
and are able to return to <class/work> very soon.
Just so you are aware, LCC is required to follow MIOSHA COVID-19 Emergency Rules and Local Health
Department Orders to communicate positive cases (on LCC campus or LCC activity) immediately.
CDC guidance on quarantine versus isolation can be found here. The summary guidance from CDC for your
situation includes the follow:
If you are sick and think or know you have COVID-19 symptoms,


Isolate at home--Stay home until after--o At least 10 days since symptoms first appeared, and
o At least 24 hours with no fever without fever-reducing medication and
o Symptoms have improved.

If you live with others, stay in a specific “sick room” or area and away from other people or animals,
including pets. Use a separate bathroom, if available.
Please notify your <supervisor/instructor> and <Human Resources/Program Director> prior to returning to
work.
A release authorization to stop isolation may also be provided by your local health department. If you
received this release, please forward a copy to us for our records.

REVISED:

April 9, 2021

Appendix D-23

BRP Appendix D – LCC CD Response & Communications Plan – COVID-19
b. PIC-Positive test was a result of an exposure which occurred at LCC campus or activity

Hello <Student or employee name>
We have informed of your positive COVID-19 test result. Thank you for working through this
circumstance with us. It is our hope you make a speedy recovery and are able to return to <class/work>
very soon.
Just so you are aware, LCC is required to follow MIOSHA COVID-19 Emergency Rules and Local Health
Department Orders to communicate positive cases (on LCC campus or LCC activity) immediately.
CDC guidance on quarantine versus isolation can be found here. The summary guidance from CDC for
your situation includes the follow:
If you are sick and think or know you have COVID-19 symptoms,


Isolate at home--Stay home until after--o At least10 days since symptoms first appeared, and
o At least 24 hours with no fever without fever-reducing medication and
o Symptoms have improved.
If you live with others, stay in a specific “sick room” or area and away from other people or animals,
including pets. Use a separate bathroom, if available.
Please notify your <supervisor/instructor> and <Human Resources/Program Director> prior to returning to
<work/class>.
A release authorization to stop isolation may also be provided by your local health department. If you
received this release, please forward a copy to us for our records.
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c. PIC-Positive case NOT affiliated with LCC AND individual has NOT been on campus within 2 days of testing
positive or becoming symptomatic.

Hello <student or employee name>,
Thank you for promptly reporting your positive COVID-19 test results to your <instructor/supervisor>.
Timely action is important in preventing further spread of this virus. It is our hope you make a speedy
recovery and are able to return to <class/work> very soon.
CDC guidance on quarantine versus isolation can be found here. The summary guidance from CDC for your
situation includes the follow:
If you are sick and think or know you have COVID-19 symptoms,


Isolate at home--Stay home until after--o At least 10 days since symptoms first appeared, and
o At least 24 hours with no fever without fever-reducing medication and
o Symptoms have improved.

If you live with others, stay in a specific “sick room” or area and away from other people or animals,
including pets. Use a separate bathroom, if available.
Please notify your <supervisor/instructor> and <Human Resources/Program Director> prior to returning to
<work/class>.
A release authorization to stop isolation may also be provided by your local health department. If you
received this release, please forward a copy to us for our records.
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d. MIOSHA COVID-19 Proximity Notice – required when positive individual was on campus within 2 days of positive
test or becoming symptomatic
Subject line: COVID-19 Proximity Notice: Positive Case Confirmed in [BUILDING OR AREA] on [DATE]
On [DATE], an individual who was later found to be positive for COVID-19 was in [BUILDING OR AREA]. You are
receiving this message because you may have been in [BUILDING OR AREA] on the same day.
This is a Michigan Occupational Health and Safety Administration (MIOSHA) required notification to inform you
that you may have been in proximity to the COVID-19 positive individual. LCC is required by the MIOSHA to
notify anyone who might have been in the general vicinity of a positive individual. This notification does NOT
mean you were in close contact with the positive individual. Close contact is defined by MIOSHA as being
within 6 feet of an infected person for at least 15 minutes starting from 2 days before illness onset or 2 days
prior to a positive specimen collection. Anyone known to have been in close contact with the positive
individual has already been contacted.
We cannot disclose the name or identifying information about the positive individual. If you have any other
questions, please contact employee.concern@star.lcc.edu or student.concerns@star.lcc.edu .
We know this information can be unsettling. All students and employees have access to free, confidential
counseling. Students can contact LCC’s Counseling Services, and employees can contact our Employee
Assistance Program. If you have medical concerns, please contact your health provider.
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II.

EXPOSED INDIVIDUAL CORRESPONDENCE (EIC)
a. EIC- Individual Exposed on LCC campus or activity and confirmed for testing

Hello <Student or employee name>
<detail any recent previous communication you have had with the individual—for example: “Per our
earlier conversation…” or mention if you still need to speak with them>
Just so you are aware, LCC is required to follow MIOSHA COVID-19 Emergency Rules and Local Health
Department Orders to communicate possible close contact/exposure on LCC campus or activity
immediately.
As a result of your LCC exposure to COVID-19, you have been confirmed in the Sparrow tracking system
through Sparrow Occupational Health Services (OHS) to receive a COVID-19 test at a Sparrow drive-thru
testing location at the expense of the college. DO NOT provide your personal medical insurance card when
you test. Tell them to bill Sparrow Occupational Health (not just “Sparrow”) and LCC will be billed for the
cost of the test.
Please make every effort to go approximately four (4) days after exposure since this has been shown to be
the best time to test. The testing locations and hours of operation are in the below links:
 Here is the list of local Sparrow drive-thru testing locations:
https://sparrowlabs.testcatalog.org/catalogs/152/files/11634.
 Here is list of all Sparrow labs in the Lansing area:
https://sparrowlabs.testcatalog.org/catalogs/152/files/11635
According to local health department, the state and CDC guidance, you need to quarantine for 14 days
even if you test negative.
QUARANTINE keeps someone who was in close contact with someone who has COVID-19 away from
others. If you had close contact with a person who has COVID-19:
o
o
o

Stay home until 14 days after your last contact.
Check your temperature twice a day and watch for symptoms of COVID-19.
If possible, stay away from people who are at higher-risk for getting very sick from COVID-19.

It is recommended that if symptoms develop, seek medical advice.
If you test positive for COVID, please notify your <supervisor/instructor>.
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b. EIC-Individual Exposed on LCC campus or activity who has tested positive within the past three (3) months.

Hello <Student or employee name>
Thank you for working through this exposure circumstance patiently with us and providing us the
necessary details to work swiftly through the required process.
Just so you are aware, LCC is required to follow MIOSHA COVID-19 Emergency Rules and Local Health
Department Orders to communicate possible close contact/exposure on LCC campus or activity
immediately.
According to local health department, the state and CDC guidance, you are not required to quarantine
since you have tested positive for COVID-19 in the last 3 months. See below guidance from CDC.
People who have been in close contact with someone who has COVID-19—excluding people
who have had COVID-19 within the past 3 months.
People who have tested positive for COVID-19 do not need to quarantine or get tested again for
up to 3 months as long as they do not develop symptoms again. People who develop symptoms
again within 3 months of their first bout of COVID-19 may need to be tested again if there is no
other cause identified for their symptoms.

More information regarding the CDC guidance can be found here.
The health department may still contact you.
If you become ill with COVID-19 related symptoms, please contact your <supervisor/instructor> and
follow the guidance of your medical provider or public health.
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c. EIC-Individual Exposed on LCC campus or activity who has been fully vaccinated.

Hello <Student or employee name>
Thank you for working through this exposure circumstance patiently with us and providing us the
necessary details to work swiftly through the required process.
Just so you are aware, LCC is required to follow MIOSHA COVID-19 Emergency Rules and Local Health
Department Orders to communicate possible close contact/exposure on LCC campus or activity
immediately.
According to the latest MDHHS and CDC guidance, even though you have been exposed to COVID-19,
you are not required to quarantine since you have been fully vaccinated for COVID-19.
The CDC definition of fully vaccinated is below:


Are fully vaccinated (i.e., ≥2 weeks following receipt of the second dose in a 2-dose series,
or ≥2 weeks following receipt of one dose of a single-dose vaccine)
Even if this is the case, if you were to develop symptoms of COVID-19, you should get tested and stay
home and away from others.
More information regarding the CDC guidance can be found here.
The health department may still contact you.
If you become ill with COVID-19 related symptoms, please contact your <supervisor/instructor> and
follow the guidance of your medical provider or public health.
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d. EIC-Individual Exposed but not affiliated with LCC campus

Hello <Student or employee name>
Thank you for promptly reporting your COVID exposure to your <instructor/supervisor>. Timely action is
important in preventing further spread of this virus.
According to local health department, the state and CDC guidance, you need to quarantine for 14 days
even if you test negative.
QUARANTINE keeps someone who was in close contact with someone who has COVID-19 away from
others. If you had close contact with a person who has COVID-19:
o Stay home until 14 days after your last contact.
o Check your temperature twice a day and watch for symptoms of COVID-19.
o If possible, stay away from people who are at higher-risk for getting very sick from COVID-19.
There are two (2) exceptions to the CDC requirement to quarantine:

1. You have tested positive for COVID-19 in the past three (3) months OR
2. You are fully vaccinated (2 weeks after your final vaccination)
If this is the case for you, you do not need to quarantine. However, continue to monitor for symptoms. It
is recommended you get tested if symptoms develop.
If you test positive for COVID, please notify your <supervisor/instructor>.
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Appendix E – Personal Protective Equipment (PPE) Usage
Face Coverings
Select and Wear
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/about-face-coverings.html
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Store and clean
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-to-wash-cloth-face-coverings.html

https://www.cdc.gov/coronavirus/2019-ncov/downloads/cloth-face-covering.pdf
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Proper glove doffing

Appendix E-3

