
CWRK COLLECTIVE 
COVID-19 PREPAREDNESS AND RESPONSE PLAN 

 
In compliance with Executive Order 2020-97, this COVID-19 Preparedness and Response Plan 
(Plan) is effective, June 1, 2020 and is available upon request to employees, customers and, if 
applicable, labor unions.  
 
The intent of the Plan is to be consistent with the recommendations of the Occupational Safety 
and Health Administration (OSHA) and their Guidance on Preparing Workplaces for COVID-19. 
The OSHA guidance is available here.  
 
The Plan is designed to incorporate all applicable and practicable OSHA recommendations, and 
where any differences may appear, we reserve the right to amend the Plan on a case-by-case 
basis in order to assure the health and safety of our employees and customers.  
 
In order to help employers determine appropriate precautions, OSHA has divided job tasks into 
four risk exposure levels as identified below.  
 

 

CWRK Collective employs individuals at the medium risk exposure level and therefore 
implements the following control measures effective as of the date of this Plan: 

- Frequent hand washing is required.  
- Social distancing of at least six feet is required to the extent practicable. 
- Alcohol-based hand rubs with at least 60% alcohol, tissues, and waste receptacles will be 

made available to employees, visitors and customers.  
- Employees and clients who are sick, feel like they may be getting sick, or who reside with 

and must care for someone who is sick or feel that they may be getting sick are 
encouraged to stay home. 

- Employees and clients are encouraged to self-monitor for signs of COVID-19. If you 
experience symptoms of COVID-19, you are encouraged to report it and isolate from the 
work place and others.  

- Cover all coughs and sneezes. 
- Where practicable, equipment, phones, desks, and other similar items should not be 

shared.  
- Routine cleaning and disinfecting measures should be undertaken. 
- Physical barriers, such as clear plastic sneeze guards, will be installed where feasible. 



- Any employee or customer who appears or becomes ill will be offered a face mask until 
such time as they can safely leave the business. Employees will not be permitted to return 
until they return to health.  

- Customers will be informed, by signage and other appropriate measures, about symptoms 
of COVID-19 and sick customers will be asked to minimize contact with workers until 
healthy again. 

- Where appropriate, customer and the public access to the worksite will be limited and 
employee access will be limited to only certain workplace areas.  

- Where possible, work shifts will involve the physical presence of fewer employees.  
- Face-to-face contact is to be minimized to the extent possible (e.g., email, phone-based 

communication, telework). 
- Medical screening availability and other health resources will be conspicuously posted in 

the workplace. 
- Appropriate PPE will be available as work tasks require. This includes, but is not limited 

to, face coverings and gloves. 

Employees and customers are encouraged to offer any suggestions that may provide additional 
safeguards for employees and customers.  

This policy shall remain in effect until further notice. 
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Offices Regulations – EO2020-97 
Safeguards to Protect Michigan Workers from COVID-19 

The follow office regulations apply to CWRK Collective.  
 

a. Require face coverings in shared spaces, including during in-person meetings and in 
restrooms and hallways.  
 

b. Increase distancing between employees by spreading out workspaces, staggering 
workspace usage, restricting non-essential common space (e.g., lobby and conference 
room), providing visual cues to guide movement and activity.  
 

c. Turn off water fountains/remove water cooler and other shared beverage items. 
 

d. Prohibit social gatherings and meetings that do not allow for social distancing or that 
create unnecessary movement through the office.  
 

e. Provide disinfecting supplies and require employee/clients wipe down their work stations 
at least twice daily.  
 

f. Post signs about the importance of personal hygiene. 
 

g. Disinfect high-touch surfaces in offices (e.g., whiteboard markers, restrooms, handles) 
and minimize shared items when possible (e.g., pens, remotes, whiteboards). 
 

h. Institute cleaning and communications protocols when employees or clients are sent 
home with symptoms. 
 

i. Notify employees and clients if the employer learns that an individual (including a 
customer, supplier, or visitor) with a confirmed case of COVID-19 has visited the office. 

m. Suspend all nonessential visitors. 
 

n. Health screenings – complete a self-screening health questionnaire and provide a 
questionnaire to essential visitors on days you work from CWRK Collective.  


