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WHY WE NEED TO RE-ENTER

 Coronavirus has caused us to activate our BCP/Pandemic Flu Plan, which relies 
heavily on remote work.

 Prior strategies and infrastructure decisions were designed around an onsite work 
strategy, while providing the flexibility to respond to and maintain operations during 
a BCP/Pandemic event.

 However, operating under a BCP scenario is not a long-term strategy and we are not 
structured in a way to maintain today’s operating environment over the long term.
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RE-ENTRY VS. “NEW NORMAL” / HYBRID

 While this event has demonstrated that remote work is possible, reorienting the organization from a fully-onsite work strategy to a hybrid work strategy that allows for a combination of onsite 
and remote work as an operating practice will take a significant amount of time.

 Many organizational considerations will need to be addressed before we can reorient our operating structure in the long term (not BCP). For example:

 Culture. The Credit Union’s culture must be considered and protected. We need to consider how we will organizationally protect and support our Mission and Core Values with remote 
workers. This includes everything from how we provide member service, to how we connect with each other, how often we meet, how do we collaborate and innovate, how do we train, 
how do we do check ins, how do we support the community, etc. 

 Policies and procedures. Policies and procedures will need to be established to support remote operations. This includes both high level policies like formal Remote Work Guidelines 
along with department specific policies and procedures.

 IT Systems. Information systems and security policies will need to be enhanced to support remote operations.

 Hardware. Technology hardware must be procured and provisioned to support remote work. Currently deployed hardware will be collected and re-provisioned back to original owners 
and any new equipment will be procured in accordance with our established refresh cycles. This could take up to 4 years to fully refresh.

 Hiring. Our hiring practices will need to be updated to ensure we hire for the skills and abilities necessary for remote work.

 Training. New employee and departmental training will need to be updated to support remote work. New training delivery channels and processes will need to be created to support 
remote workers.

 Scheduling / Salary vs. Hourly Employees. We will need to determine how scheduling will work for all positions with respect to days onsite and days working remote. We will need to 
plan for and communicate the expectations for hourly and salaried employees who work onsite, remote, or a hybrid onsite/remote experience.

 Job Descriptions. Job descriptions will need to be updated to include remote work expectations.

 Expectations. Expectations for working remotely, productivity standards, etc. need to be developed and communicated to all employees.

 Home work environment. The expectations for how employees need to set up their at-home workspaces will need to be established and communicated to all employees.
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RE-ENTRY CONSIDERATIONS

 Re-entry is a process designed to return the Credit Union back to its onsite work strategy, with the 
adoption of appropriate safety protocols.  Re-entry will not be a mechanism to create a hybrid 
remote-work strategy.

 Equipment that was reallocated during the BCP/Pandemic Plan response will need to be returned and 
re-provisioned to the originally assigned employees.  As we evaluate remote-work strategies in the 
future, any new equipment needs will be provisioned in accordance with our existing equipment 
refresh cycles.

 We do not plan to re-enter departments into multiple locations as part of our risk mitigation 
protocols. Everyone will be re-entered to their original location within their department. 
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The State of 
Michigan has 
created the MI 
SAFE START 
PLAN. 

This is a 
framework for 
reopening the 
economy that 
provides a phased 
approach to 
ensure the safety 
of all. 

Our Re-entry Plan 
is incorporating 
this phased 
approach, to 
ensure the safety 
of our employees 
and members 
while allowing for 
appropriate levels 
of re-entry.



RE-ENTRY EXPECTATIONS

 Re-entry will be a process, not an event.

 Re-entry plans will be fluid and we will respond to changing conditions.

 While the State of Michigan has defined phases for reopening, we do not know the specific timeline for how each phase 
will last. Phases are not linear and we expect the State of Michigan could upgrade or downgrade a phase at any time. 

 As a result, any re-entry that occurs could quickly be rolled back. Everyone needs to know this and be flexible as it 
happens.

 Additionally, the State of Michigan is managing workplace restrictions based on the type of workplace operating 
environment. For example, retail establishments (which are relevant to our branch locations) have had different 
operating restrictions and may move through each phase on a different timeline than general office buildings (which 
would be relevant to our Headquarters Campus). Our re-entry plans will be responsive to the different operating 
relevant to each operating environment to ensure the needs of our members and the Credit Union are met. 

 We also do not know the details of any Executive Orders (EO) prior to their public announcement. We will need time 
to review, adjust, and incorporate any re-entry plans upon issuance of any EO. This is why we our current plans are to 
begin re-entry to the Headquarters Campus two weeks after the Stay-at-Home order is lifted.
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RISK MITIGATION STRATEGIES (SAFETY PROTOCOLS) 

 We are implementing best practice safety protocols and following all guidance from the 
CDC and State of Michigan. These protocols are approved for workplaces like ours to 
provide a safe working environment for everyone.

 Safety protocols are designed to be a multi-layered approach to ensure the safety of 
employees and members. There will be a combination of physical distancing, PPE, 
sanitation/hygiene expectations, access controls, and contact mitigation procedures.

 The safety protocols we are implementing should give everyone confidence that we are 
doing everything we can to ensure their safety.

 We will maintain certain safety protocols long after any governmental guidance has lapsed.
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Phase 3 – Flattening

Headquarters Campus Branches

Re-entry Process
(Note: strategies may change as new 
information becomes available)

Risk Mitigation Strategies

• 17 branch locations will be available for limited appointments for 
critical in-person needs.  All drive-thrus are open.

• Union, Oakland Center, and Sparrow closed.  Will reopen when 
significant activity resumes within buildings.

• Appointment hours and days available expanded to match 
normal branch lobby hours.

• Majority of appointments continue to be serviced via curbside, 
limiting in-branch exposure.

• Drive thrus expand morning hours to open at 8am
• Limited number of employees on-site to serve appointment 

requests.  Employees working at other locations return to their 
“home” branch to begin assisting members there.

• On-site employees resume full-schedule.

• Critical employees and those unable to work remotely able to 
work onsite. All other employees continue remote work.

• Rotating schedules may be necessary.
• Mail and disbursement processing procedures restricted to an as 

needed basis.
• Helpdesk support by appointment only.

• Mandatory daily entrance screening at all locations.
• Possible restrictions on entrance locations at each site.
• Face coverings encouraged and may be required.
• Physical distancing required and supported by ground markings 

where possible.
• Conference rooms and café access restricted.
• Sanitizer stations readily available.
• Signage supporting physical distancing and hygiene required.
• Strict contact and isolation response procedures.
• Enhanced sanitation procedures required.

• Mandatory daily screening at all locations
• Plexiglass shields installed in active workstations; Members 

required to wear face coverings.
• If confirmed diagnosis w/in branch and branch needs 

supplemental staffing, employees will be relocated from other 
branches. 

• Nightly branch cleaning by vendor partner; Routine on-site 
cleaning by branch employees, sanitizing all frequently touched 
surfaces

*Current Phase as of 5/21/20
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Phase 4 – Improving

Headquarters Campus Branches

Re-entry Process
(Note: strategies may change as new 
information becomes available)

Risk Mitigation Strategies

• Appointments will shift from being served mostly by curbside 
service, to serving more member appointments inside branch.

• Union, Oakland Center, Sparrow building access continuously 
reviewed to determine branch re-opening

• Additional appointments added at branches to increase number 
of members served.

• Increase immediate appointment availability offered for walk-up 
members 

• Financial Solutions Advisors begin taking appointments at 
assigned locations as needed.

• Re-entry begins for High priority employees and employees 
unable to work remotely.

• Medium and low priority employees may begin re-entry, if 
necessary.

• Target Re-entry Rate: 40-70% of employees onsite.
• Member appointments only when absolutely necessary.
• No community events.
• Strict limitations on conference room and meeting space.
• Food days prohibited.

• Mandatory daily entrance screening at all locations.
• Face coverings encouraged and may be required.
• Physical distancing required and supported by ground markings 

where possible.
• Conference rooms and café access available with limitations.
• Sanitizer stations readily available.
• Signage supporting physical distancing and hygiene required.
• Strict contact and isolation response procedures.
• Enhanced sanitation procedures required.

• Mandatory daily screening at all locations
• Face coverings encouraged and may be required.
• Plexiglass shields in all active workspaces.
• Sanitizer stations available.
• Nightly branch cleaning by vendor partner; Routine on-site 

cleaning by branch employees, sanitizing all frequently touched 
surfaces

• If confirmed diagnosis w/in branch and branch needs 
supplemental staffing, employees will be relocated from other 
branches. 
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Phase 5 – Containing

Headquarters Campus Branches

Re-entry Process
(Note: strategies may change as new 
information becomes available)

Risk Mitigation Strategies

• Begin offering walk-in service at branches; Limited number of 
people on-site in each branch based on size;

• Union, Oakland Center, Sparrow building access continuously 
reviewed to determine branch re-opening based on access and 
other services opened.

• Employees staffed at teller line, in offices, and at stations, 
considering social distancing

• Appointments continue to be available.

• Re-entry begins for all employees, unless extenuating 
circumstances persist.

• Target Re-entry Rate: 75-100% of employees onsite.
• Member appointments available by appointment only with 

limitations.
• Small community events may be considered.
• Limitations on conference room and meeting space.
• Food days prohibited.

• Face coverings allowed and encouraged.
• Physical distancing may be required.
• Conference rooms and café access available with limitations.
• Sanitizer stations readily available.
• Signage supporting physical distancing and hygiene required.
• Strict contact and isolation response procedures.
• Enhanced sanitation procedures where necessary.

• Plexiglass shields added as needed for additional workspaces 
used.

• Sanitizer stations available.
• Greeter staffed at entrance to help manage number of members 

in branch.
• Signage placed in branches to define physical distance.
• Face coverings allowed and encouraged.
• Nightly branch cleaning by vendor partner; Supplemental on-site 

cleaning by branch employees.
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Phase 6 – Post Pandemic

Headquarters Campus Branches

Re-entry Process
(Note: strategies may change as new 
information becomes available)

Risk Mitigation Strategies

• Lobbies re-open for free traffic flow
• All branch employees returned to branches; Resume normal 

spacing between employees
• Consider resuming 7am drive through hours

• All employees fully returned to onsite work.
• Target Re-entry Rate: 100% of employees onsite.
• Member appointments available as necessary.
• Community events allowed.
• Unrestricted conference room and meeting space usage.
• Food days allowed.

• Face coverings not necessary.
• Physical distancing not required.
• Conference rooms and café access available.
• Sanitizer stations readily available.
• Signage supporting physical distancing and hygiene as necessary.
• Strict contact and isolation response procedures.
• Normal sanitation procedures.

• Signage remains to define appropriate spacing between members
• Consider staffing Greeter at entrance of select locations to 

assess number of people in branch simultaneously and ability to 
have appropriate distance

• Plexiglass shields in all active workspaces; Members not required 
to wear face coverings

• Members and employees not required to wear face coverings.
• Sanitizer stations available.
• Nightly branch cleaning by vendor partner.



WHAT YOU CAN EXPECT

 Re-entry Coordinator

 Re-entry Prioritization

 Safety Protocol and Risk Mitigation Strategies

 Daily Entrance Screening

 Physical distancing requirements

 PPE

 Signage

 Defined Travel Patterns

 Enhanced Sanitation

 Employee Preparation

 Communication and Training
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RE-ENTRY COORDINATOR

 Brian Techlin, Purchasing and Logistics Manager, will be the Re-entry Coordinator (RE Coordinator).

 The RE Coordinator will:

 Serve as the day-to-day single point of contact for the entire Credit Union as the re-entry plan is activated.

 Use the Re-entry Plan along with information provided by each division to create an optimized schedule of re-entry for 
each employee.

 Identify and coordinate the specific day, time, and location of each employee’s re-entry to the Headquarters campus.

 Communicate with the returning employee’s management team, Facilities, and IT/Helpdesk at least one week prior to the 
employee’s re-entry.  Each employee’s manager will let them know when they will be returning to work after the RE 
Coordinator provides that information. 

 Confirm the equipment that each employee is expected to return and provide that information to Helpdesk and the 
employee’s management team to ensure all equipment is properly returned.

 The RE Coordinator may also reach out to returning employees after their manager has been able to connect with the 
returning employee about re-entry.
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RE-ENTRY PRIORITIZATION

 Re-entry will be prioritized based on the following:

 Employee-level priorities

 Employees who are currently not working

 Employees with connectivity issues

 Employees with wellbeing concerns while working remotely

 Department-level priorities

 High Priority Departments

 Medium and Low Priority designations do not mean a department will not come back soon after re-entry begins.

 We know that some employees may need some flexibility with respect to re-entry due to special circumstances 
like childcare issues, underlying health concerns, etc. We will work to adjust the plan to accommodate these 
employees to the extent that the business needs match the personal needs of the employee. 
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DAILY ENTRANCE PROCEDURES

 Daily screening will continue to take place at all employee entrances.

 Future enhancements to this process may include employees being able to “self-certify” the screening procedure questions 
prior to coming to work to decrease wait times.

 Temperature checks may be required as thermometers become available.

 Thermal scanning may become available to further enhance this process.

 Evaluating whether cones and ground markers should be used to ensure physical distancing upon entry.

 Hand sanitizer stations will be placed near each entrance for employee use upon entry.

 Signage will be placed near entrances (and throughout Credit Union facilities) to remind everyone about physical 
distancing, detail appropriate hygiene practices, and provide direction regarding safety protocols throughout the 
building.
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PHYSICAL DISTANCING REQUIREMENTS

 The Credit Union will consider any guidance from the CDC or SOM regarding employee density in the 
workplace. 

 This will drive the Target Re-entry Rate for each Phase and will be designed to ensure physical distancing can be 
maintained.

 Conference rooms, meeting spaces, and café areas will be restricted. Signage will indicate new maximum 
occupancy rules for each room.

 Elevators will be available for one passenger at a time.

 Ground markings will be used to indicate appropriate spacing when necessary.

 Coffee will not be available at the refueling stations. However, employees will be allowed to receive one free 
coffee at an HQ café.
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PPE

 The Credit Union will provide each employee with one cloth facemask and hand sanitizer in a care kit for use 
within Credit Union facilities. These will be provided upon entry to the building.

 Employees may be able to bring their own face covering or facemask.

 Plexiglass and other barriers will be retrofitted where necessary to provide protection.

 Employees will be allowed to wear gloves.
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HQ1- SECOND FLOOR

UP

DOWN

Hand sanitizer station

Defined Travel Patterns

Facilities is in the process of 
creating defined travel 
patterns and evaluating 
meeting room arrangements 
to maximize physical 
distancing within each 
location. 

An examples of how this will 
work is included here:



ENHANCED SANITATION

 The Clean Team will continue its enhanced sanitation regimen during re-entry. This includes frequently cleaning 
each area, focused sanitation on frequently used touch points (e.g. door handles), etc.

 Sanitation supplies will be provided at various stations throughout each facility for use by employees.

 Employees will be encouraged and expected to sanitize their workspaces and any equipment that is touched.

 Instructions on proper sanitation practices will be provide to employees. We all have a part in keeping our 
facilities clean.
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EMPLOYEE PREPARATION – COMMUNICATION AND TRAINING

 Training materials are being developed to ensure employees understand the daily screening procedures, safety 
protocols, and other changes to prepare them for returning to work onsite.

 An E-Learning Module is being created that will detail everything employees need to know about re-entry.

 All employees will be required to view the E-Learning Module before returning onsite.

 A Re-entry Guide will be provided to all employees to help prepare them for their return.
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RE-ENTRY GUIDE FOR EMPLOYEES

 HR is creating a Re-entry Guide that will be provided to all employees.

 The Guide will provide the following detail:

 Information for addressing employee concerns about safety

 Information about steps we’ve taken to ensure everyone’s safety

 Acknowledgement of employee’s responsibility to participate in safety protocols

 Safety Protocols and Procedures –

 Cleaning and disinfecting work stations and common areas

 Hand washing standards and guidelines

 Hand sanitizing stations

 Temperature scanning at entryways

 Social distancing guidelines

 PPE use and application

 Preventative materials

 Employee displaying symptoms in the workplace

 The Re-entry Guide will be available by May 22.
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QUESTIONS?
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