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A Message From the CEO: 

I know this is a challenging time for everyone, and I wanted to take a moment to first and foremost thank you for 

your responsiveness and resilience in what has turned into a very turbulent time not only for our business, but the 

world. The novel coronavirus pandemic is at the top of everyone’s mind, and with the increase in positive cases 

and closures of schools, sit-down restaurants, and other businesses, its impact has become very real to all. 

Complicating matters is that the situation is fluid. What we know today may not be true tomorrow, and 

forthcoming Federal policies will no doubt further influence the situation and our decisions going forward.  

During this time, we want to continue to maintain a safe workplace by adopting practices that help protect the 

health of our employees, volunteers, clients, field representatives and vendors. Additionally, we want to ensure 

the continuity of our operations in order to provide needed wages and benefits for our team members while also 

supporting our volunteers, clients and community. Currently, our plan is to remain open and to continue our work 

breeding, training, and placing PAWS’ dogs, while addressing safety concerns with great care and seriousness. 

The following Pandemic Preparedness and Response Plan is prepared in compliance with Governor Whitmer’s 

Executive Order No. 2020-42, which says: ‘Businesses, operations, and government agencies that continue in-

person work must … develop a COVID-19 preparedness and response plan, consistent with recommendations in 

Guidance on Preparing Workplaces for COVID-19, developed by the Occupational Health and Safety 

Administration.’ 

Thank you for continuing to come together as a team to meet these current challenges.  We are stronger together 

and, it is my deepest privilege to work alongside each of you every day as we continue to provide opportunities for 

people to live with dignity, companionship and confidence.  

Michele Suchovsky 

CORONAVIRUS (COVID-19) BACKGROUND AND RISK 
Coronavirus disease (COVID-19) is an infectious disease caused by a newly discovered coronavirus. The most 

common symptoms of Coronavirus are fever, tiredness, dry cough, shortness of breath and difficulty breathing. 

They may appear 2-14 days after exposure. Some patients may have aches and pains, nasal congestion, runny 

nose, sore throat or diarrhea. These symptoms are usually mild and begin gradually. Some people become 

infected but don’t develop any symptoms and don’t feel unwell. Most people (about 80%) recover from the 

disease without needing special treatment. Around 1 of every 6 people who gets COVID-19 becomes seriously ill 

and develops difficulty breathing. Older people, and those with underlying medical problems like high blood 

pressure, heart problems, diabetes, cancer, or lung disease are more likely to develop serious illness.  
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People can catch COVID-19 from others who have the virus. The COVID-19 virus spreads primarily through 

droplets of saliva or discharge from the nose when an infected person coughs or sneezes. These droplets land on 

objects and surfaces around the person. Other people catch the virus by touching these objects or surfaces, then 

touching their eyes, nose or mouth. People can also catch the virus if they breathe in droplets from a person with 

the virus who coughs or exhales droplets.  

We recognize that as employee job duties may change, employees may move from one exposure risk level to 

another.  Overall, Paws With A Cause® has identified our staff as having low to medium exposure risk for COVID-

19 based on the following OSHA descriptions. 

Lower Exposure Risk (Caution) 

Jobs that do not require contact with people known to be, or suspected of being, infected with SARS-CoV-2. 

Workers in this category have minimal occupational contact with the public and other coworkers. Examples 

include: 

• Remote workers (i.e., those working from home during the pandemic). 

• Office workers who do not have frequent close contact with coworkers, customers, or the public. 

• Manufacturing and industrial facility workers who do not have frequent close contact with coworkers, 

customers, or the public. 

• Healthcare workers providing only telemedicine services. 

• Long-distance truck drivers. 

 

Medium Exposure Risk 

Jobs that require frequent/close contact with people who may be infected, but who are not known to have or 

suspected of having COVID-19. Workers in this category include: 

• Those who may have frequent contact with individuals in geographical areas experiencing widespread 

COVID-19 transmission. 

• Those who may have contact with the general public (e.g., in schools, high population density work 

environments, and some high-volume retail settings). 

 

High Exposure Risk 

Jobs with a high potential for exposure to known or suspected sources of SARS-CoV-2. Workers in this category 

include: 

• Healthcare delivery and support staff (hospital staff who must enter patients’ rooms) exposed to known 

or suspected COVID-19 patients. 
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• Medical transport workers (ambulance vehicle operators) moving known or suspected COVID-19 patients 

in enclosed vehicles. 

• Mortuary workers involved in preparing bodies for burial or cremation of people known to have, or 

suspected of having, COVID-19 at the time of death. 

 

Very High Exposure Risk 

Jobs with a very high potential for exposure to known or suspected sources of SARS-CoV-2 during specific 

medical, postmortem, or laboratory procedures. Workers in this category include: 

• Healthcare workers (e.g., doctors, nurses, dentists, paramedics, emergency medical technicians) 

performing aerosol-generating procedures (e.g., intubation, cough induction procedures, 

bronchoscopies, some dental procedures and exams, or invasive specimen collection) on known or 

suspected COVID-19 patients. 

• Healthcare or laboratory personnel collecting or handling specimens from known or suspected COVID-19 

patients (e.g., manipulating cultures from known or suspected COVID-19 patients). 

• Morgue workers performing autopsies, which generally involve aerosol-generating procedures, on the 

bodies of people who are known to have, or are suspected of having, COVID-19 at the time of their 

death. 

COMMUNICATION PLAN 
PAWS plans to stay abreast of updates to the COVID-19 situation by: 

• Designating our Chief Human Resources & Talent Officer as a “government monitor” to keep up with 

federal, state, and local laws and initiatives so that we can stay on top of developments. 

• Following industry updates and initiatives from OHSA, MIOSHA, the CDC, the American Veterinary 

Medical Association, Assistance Dogs International (ADI) and other applicable industry 

recommendations. 

• Possess local health authority contact information so that we can have direct contact information 

available to us. 

• Proactively educate our employees on what is known about the virus, including its transmission and 

prevention. 
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HEALTH AND SAFETY PROCEDURES 
As we continue to navigate through this evolving situation, our business continuity plan will prioritize safety while 

also providing continued employment opportunities to our team and offering vital services to our communities. 

Employees can reach out to Karen Sapp, with any questions or concerns they may have. Currently our plan is as 

follows: 

Workplace Controls 
PERSONAL PROTECTIVE EQUIPMENT 

• Gloves for employees will be provided to employees who are responsible for cleaning our PAWS’ facilities, as 

well as any other employees, upon request. 

• PAWS will provide all staff working on campus with two cloth masks, as well as for other employees upon 

request. 

• All employees are strongly recommended to wear cloth face masks while working on site at PAWS in 

accordance with CDC guidelines and pursuant to the Governor’s Executive Order 2020-59. 

• PAWS will also provide cloth masks for volunteers and public use upon entering PAWS’ facilities. 

• Staff needing additional, specialized protective equipment will be provided same upon request to the 

department manager. 

SAFE WORK PRACTICES 
• Provide hand sanitizer for employee, client, and vendor use. 

• Provide EPA-registered disinfectants for cleaning and sanitizing surfaces. 

• Install physical barriers, such as clear plastic sneeze guards, where feasible. 

• Increasing general ventilation to dilute and displace contaminated air particles in the environment. 

• Thermometers are located by the time clocks at each building and at the front reception desk at the CDF 

building.  Any staff member working at PAWS must take their temperature prior to coming in to work and if 

their temperature is 100.4 degrees or higher, they are not to report in to work. 

BUILDING COMMUNITY SPACES 
• Staff should use appropriate social distancing guidelines when using any community spaces including 

hallways, bathrooms, conference rooms, and kitchens. 

• The kitchens in the CEC and HQ buildings are limited to two people at one time.  The CDF kitchen is limited to 

one person.  Staff should not eat or take breaks in the kitchens and should eat at their individual workspace 

when possible.  Additionally, staff may use the Multi-purpose room in CDF, the client services conference 
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room in HQ, the former merchandise room in HQ or the board room in HQ for breaks and lunches as needed.  

After eating in these common areas, staff should clean up after themselves and clean the used area with a 

disinfectant cleaner/wipe. 

SIGNAGE AND CUSTOMER RELATIONS 
    Public access to PAWS will be limited to the CDF building as much as feasible and appropriate: 

• 8.5" x 11" signs that are mandated by OSHA or CDC guidelines will be posted as directed by those agencies. 

• 8.5” x 11” signs will be placed on the entry doors of all buildings with instructions for Social Distancing. 

• Social Distancing Floor Marks will be placed by the front desk in the CDF designating 6 feet back from the 

receptionist’s window, as well as marking any other common areas where social distancing is required. 

• Politely remind volunteers and other guests to please follow social distancing guidelines, as necessary. 

• Hours of Operation Signs should be placed on the door opposite and at the same height as the social 

distancing sign; mirrored towards the door handle. 

• If there is only one door, it should be on the opposite side of the door as the social distancing sign. 

• Pre-Shift Health Questions should be secured to, or directly by, the timeclock. 

• Other approved signs to identify temporarily suspended programs will be placed at the location that the 

program would have been held. 

Social Distancing Procedures  
OFFICE 

• Employees that are able work remotely will continue to do so.  Remote teams include: Advancement, Client 

Services, Human Resources, Finance, and other designated staff of other departments.  Please communicate 

with your manager if you require any resources or materials to support remote work. 

• Select employees necessary to maintain on site operations have been notified and are expected to report to 

work as outlined by their managers.  On-site operations teams will consider rotational schedules as feasible 

and appropriate to support social distancing guidelines and will work with managers to accommodate these 

specific rotational schedules. 

• If administrative staff has need to work on campus, that staff is to create rotational shifts with other remote 

teams, as appropriate, to limit the number of staff on campus at a time and arrange work stations to comply 

with our social distancing requirements. 

• For group team work, PAWS maintains a calendar on our Outlook calendar system in Office 365 for teams to 

reserve larger common room spaces as needed, including the CDF Multi-purpose room, the Client Services 

Meeting room, and the Board room, both in HQ. 

• All meetings scheduled to occur at PAWS offices, that include non-employees, should be held using remote 

tools (ie, Skype For Business or Microsoft Teams) versus in-person meetings. 
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• All employees who might not be as familiar with the above technology, help and training can be provided by 

PAWS. 

• PAWS can help you determine what equipment you can use to communicate virtually via computer, laptop, 

tablet, or cell phone if you don’t normally possess that equipment for use in your current position now, or 

you are not accustomed to utilizing that technology to communicate or meet with others. 

• Until further notice, no client placements will occur on the PAWS’ campus.  In-person training will occur on a 

case-by-case basis to support the safety and care of our clients and staff. 

• Foster puppy classes will remain cancelled for the month of May and will resume on a location-by-location 

basis when it is safe to do so.  Classes will be limited to 10 individuals, or less.  Foster puppy intake will 

resume in June, with drop offs limited to 10 individuals or less. 

• Vet appointments, individual PAWS Dog Volunteer exchanges or volunteer essential needs will be completed 

by appointment only, rely on curbside exchanges as practical and use social distancing protocols and  

• PAWS Dog Volunteer orientations and new foster puppy raiser home visits will be completed using virtual 

technology. 

• Other in-person volunteer activities are cancelled until further notice, unless an express exception is made by 

a department Manager, the CEO or the PAWS Veterinarian. 

• Until further notice, PAWS will remain closed to the general public and no tours or other group activities will 

be permitted without express approval of the CEO. 

• On-site employees will be strongly encouraged to wear PPE (personal protective equipment) provided by 

PAWS. 

CANINE DEVELOPMENT FACILITY 
• We will be limiting public access to PAWS to the CDF building and access to other buildings must be approved 

by the building manager:  for CEC – Dr. Jeanne Klynsma or Mike Hanna; for HQ Tony Clementi, Karen Sapp, or 

Teri Crosby.  Michele Suchovsky may approve guest access for any building. 

• Access to CDF will be limited to the front door by the reception desk. 

• CDF will have designated staff for regular deep cleaning and sanitation of all high contact areas. 

• Cloth masks will be provided to guests at the entrance of CDF. 

Travel Considerations 
• All non-essential business travel to off-site locations is to be canceled until further notice.   

• Public access for the training of dogs and for placement of dogs with clients will resume as permitted by the 

Governor’s Executive Order (in Michigan or in the placement’s state as applicable) and with regard to the 

safety of our clients and staff. 
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• PAWS vans that are used for transporting dogs must be wiped down with disinfectant after each use by the 

employees using the vehicle.  That employee must also use hand sanitizer to sanitize their hands before and 

after using the vehicle. 

• Only one employee in the front seat/driving and one employee in the back of a PAWS’ vehicle will be allowed 

and cloth face masks must be worn at all times while inside the vehicle. 

• All cleaning materials, disinfectant, and hand sanitizer will be available for use in all PAWS vehicles. 

Employees that are currently traveling via flight (personal or work related) should be quarantined for 14 days upon 

their return.  This includes both domestic and international travel.  Any on-site employees are to contact Human 

Resources to discuss their current state of health prior to returning to the office. 

 

Infection Prevention Procedures 
As the Coronavirus COVID-19 situation continues to evolve, we are closely monitoring the developments.  Beyond 

public health considerations, we are concerned about the well-being of our employees, our clients, our 

volunteers, our donors, our business partners, and our communities.  

Therefore, we are communicating the following recommendations and internal policies to maintain a safe and 

healthy workplace. We strongly encourage our employees to follow the below recommendations as 

communicated by the Centers for Disease Control and Prevention for health and safety. Please visit the CDC 

website for their most up-to-date and current advisories.   
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Additional Personal Hygiene Practices 
• Maintain a minimum of six feet distance from volunteers, co-workers, vendors and clients. 

• Cloth face masks are strongly recommended to be worn in accordance with the CDC guidelines and the 

Governor’s Executive Order 2020-59. 

• Disposable gloves may be worn while completing customer transactions. However, gloves must be removed 

immediately and disposed of whenever your transaction is complete and hands must be immediately 

washed.  

• Clean and sanitize workstations, countertops, and doorknobs, and all high-traffic surfaces and objects 

frequently.  

• Review all cleaning procedures and checklists and implement enhanced cleaning protocol and more frequent 

restocking of restroom supplies. 

• Ensure that disposable wipes are stocked and made available so that commonly used surfaces (for example, 

doorknobs, keyboards, remote controls, desks, tables, coffee pot handles, cabinet handles, microwaves, 

refrigerator handles) can be wiped down by employees before each use. 

• Ensure that hand soap is stocked by all sinks and alcohol-based hand sanitizer is provided in easily accessible 

places within the workplace. Ensure that adequate supplies are maintained. Place hand sanitizer in multiple 

locations, in conference rooms, and common meeting areas to encourage good and frequent hand hygiene. 

• Know that while the building care team is working tirelessly to keep all employees healthy by their 

continuous, rigorous cleaning protocol, know that it is each employee’s individual responsibility to clean any 

areas and/or objects they touch to keep themselves and those around them healthy and safe. 

• Know that washing your hands for 20 seconds with warm water and soap is the best way to keep your hands 

free from germs, but that when that is not possible, use hand sanitizer. 

 

 

IDENTIFICATION AND ISOLATION OF SICK PEOPLE  
PAWS has been deemed an essential industry by the Department of Homeland Security. Following the procedures 

outlined below favorably positions us for whatever course the state or federal government may choose to take 

going forward. We will continue to monitor all aspects of future developments, adjusting where necessary. 
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Manager Responsibilities: Pre-shift Health Questions 
Managers are to oversee that employees answer the following pre-shift health questions prior to starting each 

shift. The employee may continue to work if they answer NO to all questions. If the employee answers YES to any 

of the questions, they are to contact their manager immediately. 

Are you experiencing any of the following symptoms? 

• Fever (100.4ºF or higher) 

• Cough 

• Shortness of Breath or other respiratory illness 

If the employee is experiencing any of the symptoms, they should be sent home immediately and should contact 

their medical doctor or use tele-health/video conferencing to seek medical care. 

 

Have you been in close contact* with someone with a confirmed diagnosis of COVID- 19? 

If the employee answers YES, then ask the following questions: 

• Do you live with or care for the individual? 

• Have you been told to self-isolate or quarantine by a healthcare provider or local health department? 

• Have you experienced any symptoms?  

If the employee answers YES to any of the three questions above, they should contact their manager and be sent 

home immediately.  

 

Have you been in close contact* with someone who is symptomatic and awaiting a test result for COVID-19? 

If the employee answers YES, they should be sent home immediately until the test results are received. If the 

results are negative and the employee has no symptoms, then they can return to work. 

 

Have you recently been tested for COVID-19 and are awaiting results?  

If YES, the employee should be sent home immediately until results are received. If the results are negative, then 

they can be scheduled for work. If the results are positive for COVID-19, the employee must follow the guidance 

of a healthcare provider. 
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*The term CLOSE CONTACT is defined by the CDC as:  

• Being within approximately 6 feet of a COVID-19 case for a prolonged period of time; (close contact can 

occur while caring for, living with, visiting, or sharing a health care waiting area or room with a COVID-19 

case); or 

• Having direct contact with infectious secretions of a COVID-19 case (e.g., being coughed on). 

• Close contact is limited to confirmed cases of COVID-19 and does not include contacts of contacts. 

•  

Employee Quarantine Guidelines 
 

PREVENT THE SPREAD 
• Use this guide for FAQs on what to do if an employee is sick. 

• Use this guidance to plan, prepare and respond to Coronavirus Disease 2019 

 

AN EMPLOYEE APPEARS SICK AT WORK 
• If an employee presents themselves at work with a fever or difficulty breathing, this indicates that the 

employee should seek medical evaluation. Ask them to go home and have them contact their medical 

doctor. Encourage use of tele-health/video conferencing to medical staff.  

• Use this chart as a guide. to assist in determining if they should report back to work.  

• When sending employees home, do not identify the infected employee by name to protect 

confidentiality.  

 

EMPLOYEE REPORTS THEY HAVE SIGNS OR SYMPTOMS OF ILLNESS 
• Remove the employee from the general workspace. Ask the employee about symptoms to distinguish 

between cold, flu or Covid-19. Use this chart as a guide.  

• When in doubt, ask the employee to go home.  Ask the employee to monitor their symptoms to 

determine if they are sick. If the employee is showing symptoms related to Covid-19, require employee 

to begin home isolation.  

• The employee may return to work according to CDC guidelines: 

 

o If the employee will not have a test to determine if they are still contagious, according to CDC 

guidance they can leave home after these three things have happened: 

 

▪ Have had no fever for at least 72 hours (that is three full days of no fever without the 

use medicine that reduces fevers) AND  
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▪ Other symptoms have improved (for example, when cough or shortness of breath have 

improved) AND 

▪ At least 7 days have passed since their symptoms first appeared 

 

o If the employee will be tested to determine if they are still contagious, according to CDC 

guidelines, they can leave home after these three things have happened: 

 

▪ No longer have a fever (without the use medicine that reduces fevers) AND 

▪ Other symptoms have improved (for example, cough or shortness of breath have 

improved) AND 

▪ Have received two negative tests in a row, 24 hours apart, or as approved by doctor 

following CDC guidelines. 

 

• When sending employees home, do not identify the infected employee by name to protect 

confidentiality.  

• Clean work area according to CDC guidelines. 

 

AN EMPLOYEE TESTS POSITIVE FOR COVID-19  
• Send the employee home (or have them remain at home if already there).  

• The employee may return to work according to CDC guidelines as follows:  

 

o No longer have a fever (without the use medicine that reduces fevers) AND 

o Other symptoms have improved (for example, when your cough or shortness of breath have 

improved) AND 

o Have received two negative tests in a row, 24 hours apart, or as approved by doctor following 

CDC guidelines. 

 

• Have the employee identify to their manager all individuals who worked in close proximity (three to six 

feet) with them in the previous 14 days to ensure you have a full list of employees who have been 

exposed. 

 

o Notify these employees they are being sent home to begin home isolation according to CDC 

guidelines to ensure the infection does not spread.  

o The employee may return to work according to CDC guidelines. 

 

▪ If the employee will not have a test to determine if they are still contagious, they can 

leave home after these three things have happened: 

 

• Have had no fever for at least 72 hours (that is three full days of no fever 

without the use medicine that reduces fevers) AND  

• Other symptoms have improved (for example, cough or shortness of breath 

have improved) AND 

• At least 7 days have passed since their symptoms first appeared 
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▪ If the employee will be tested to determine if they are still contagious, they can leave 

home after these three things have happened: 

 

• No longer have a fever (without the use medicine that reduces fevers) AND 

• Other symptoms have improved (for example, when your cough or shortness of 

breath have improved) AND 

• Have received two negative tests in a row, 24 hours apart, or as approved by 

doctor following CDC guidelines. 

 

• Notify all other employees of an exposure in the workplace and have them carefully self-monitor, report 

any signs and symptoms, and continue following CDC guidelines for personal hygiene procedures.  

• When sending employees home, do not identify the infected employee by name to protect 

confidentiality.  

• Deep clean and disinfect work area according to CDC guidelines. 

 

AN EMPLOYEE IS SUSPECTED OF UNCONFIRMED CASE (NOT YET TESTED/WAITING ON 
RESULTS) 

• Treat a suspected case as if it is confirmed by following procedures listed above for “an employee tests 

positive for Covid-19.” 

 

AN EMPLOYEE REPORTS A PERSON IN THEIR HOUSEHOLD TESTED POSITIVE  
• Follow same procedure as listed above for “employee reports they have signs or symptoms of illness.” 

 

AN EMPLOYEE REPORTS THEY’VE COME INTO CONTACT WITH SOMEONE WHO TESTED 
POSITIVE (OUTSIDE OF THEIR HOUSEHOLD) FOR A SHORT PERIOD OF TIME  

• Continue to allow employee to work if they are asymptomatic.  Have them carefully self-monitor, report 

any signs and symptoms, and continue following CDC guidelines for personal hygiene procedures.  

 

AN EMPLOYEE IS ASKING TO SELF-QUARANTINE  
• Go through an interactive process asking why they are opting to self-quarantine 

• If due to exposure, follow exposure guidelines above. 

• If due to being immuno-compromised or other personal reasons have employee complete a 

leave of absence request and FMLA, if applicable.  

 

• Employee may return to work following CDC guidelines:  

o If you will not have a test to determine if you are still contagious, according to CDC guidelines, 

you can leave home after these three things have happened: 
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▪ You have had no fever for at least 72 hours (that is three full days of no fever without 

the use medicine that reduces fevers) AND  

▪ other symptoms have improved (for example, when your cough or shortness of breath 

have improved) AND 

▪ at least 7 days have passed since your symptoms first appeared 

 

o If you will be tested to determine if you are still contagious, according to CDC guidelines, you can 

leave home after these three things have happened: 

 

▪ You no longer have a fever (without the use medicine that reduces fevers) AND 

▪ other symptoms have improved (for example, when your cough or shortness of breath 

have improved) AND 

▪ you received two negative tests in a row, 24 hours apart. Your doctor will follow CDC 

guidelines. 

 

• Anyone opting to self-quarantine can opt to use PTO for their time off, otherwise it will be unpaid except 

through any benefits received through Michigan Unemployment Insurance Agency or Federal 

Government assistance.  

 

WORKPLACE FLEXIBILITIES AND PROTECTIONS 
For the health and safety of all, we strongly encourage our sick employees to stay home. There are leave options 

available to employees through the Families First Coronavirus Response Act. 

 

Emergency Paid Sick Leave (EPSL) 
Full-time employees can take leave up to 2 weeks (80 hours) and be paid at their regular rate for reasons 1-3 

below. Full-time employees can take leave up to 2 weeks (80 hours) and be paid at 2/3 their regular rate for 

reasons 4-6 below. Part-time employees can take EPSL equal to the average weekly number of hours that the 

employee has worked year-to-date.   

Emergency Paid Sick Leave (EPSL) is available when an employee: 

1.     Is quarantined or isolated by Federal, State, or Local order 

2.     Is advised by health care professional to self-quarantine due to concerns related to COVID-19 

3.     Is experiencing symptoms of COVID-19 and seeking medical diagnosis 

4.     Is caring for an individual subject to quarantine or isolation by Federal, State, or Local order OR by the         
direction of a healthcare professional 

5.     Is caring for a child because of school or childcare facility closure 
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6.     Is experiencing any other substantially similar condition specified by the Secretary of Health and Human 
Service in consultation with Secretary of Treasury and Secretary of Labor 

  
Emergency Paid Sick Leave (EPSL) will be provided before employee PTO can be used. To apply for Emergency 

Paid Sick Leave (EPSL), you must complete the Emergency Paid Sick Leave Request Form and the Potential 

Exposure Form.  

Expanded Family and Medical Leave (EFML) 
Expanded Family and Medical Leave is available when employee is unable to work or telework due to the care of a 

child (under 18 years of age) because their school or childcare facility is closed due to a public health emergency. The 

employee may take up to 12 weeks of leave. The first 2 weeks will be unpaid (or covered by EPSL or PTO), and the 

remaining 10 weeks will be paid at 2/3 the employee’s regular rate of pay. EFML is available when an employee 

has worked more than 30 days with their employer and: 

•       is the primary care provider for a child with special needs and therefore unable to work; 

•       is living with one other adult who is in the healthcare industry and is unable to care for the minor        

child(ren); 

• Their child’s school is closed due to a public health emergency; 

•       The employee’s daycare has closed and there is no other childcare provider available.  A letter or 

email may be required by the daycare provider. 

Employees can choose to use available PTO or elect to have the Expanded Family and Medical Leave paid at 2/3 the 

employee’s regular rate of pay. To apply for EFML, you must complete the Expanded Family and Medical Leave 

Request Form.  

Personal Leave 
We recognize that there may be some employees who do not fall under any of the outlined criteria for a COVID-

19 leave but may still want to take a leave.  For employees who may want to take a leave due to the COVID-19 

crisis, but do not meet the current leave criteria, they may apply for Personal Leave.  However:  

• We expect these requests to be rare; 

• We must be able to meet the needs of the business before approving the leave;  

• We will approve or deny based on staffing necessities by business need, function, and/or role. 

• Employees can choose to use available PTO or elect to have the Personal Leave unpaid.   

To apply for Personal Leave, you must request the need for your Personal Leave in writing and submit it to your 

manager and HR.  The leave must be approved by your manager and one of either: Michele Suchovsky, Karen 

Sapp, or Teri Crosby. 



 

 

  

PAWS WITH A CAUSE 19 

 

 

Other Options 
FMLA and other leave options remain available based on our current leave policies and should be reviewed by 

the employee and/or the manager if other leave circumstances arise.  If an employee is in a situation where they 

have been temporarily placed on leave or laid off, they may be eligible to receive benefits through Michigan 

Unemployment Insurance Agency or Federal Government assistance.  

ADDITIONAL EMPLOYEE RESOURCES 

HEALTH BENEFITS 
Contact Priority Health https://www.priorityhealth.com/covid-19 for benefits related to substance abuse and 

mental health. 

Unemployment Assistance 

Michigan Unemployment Insurance Agency 

  


