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Manager Instructions for Ensuring Compliance with  

MHC’s Self-Screening Requirement 

Purpose:  State of Michigan Executive Order 2020-97 requires that every business or organization in the state 

must have a documented or record-keeping process for ensuring that all employees working on-site (not from 

home) are screened every work day for COVID-19 symptoms. 

Unfortunately, compliance with this requirement falls to each manager/leader to ensure their direct reports 

are self-screening.  We’ve tried to make this as easy as possible to monitor.  This document outlines your next 

steps and some coaching tips to help you along the way. 

Decision: Paper, Website or Both for your Team? 

You as a manager can choose how you want your employees to document their self-screening.  There are two 

options for self-screening: 

1. Use a paper log (see below) in your department.*  You can find Word versions of this file on the COVID-

19 Intranet site so that you can customize and print or you can order packs of 25 pre-printed forms 

that are hole punch from requisitions using Item #76888. 

2. Use the MHC self-screening website:  https://workentry.mhc.net. When your employees self-screen via 

the website – you can access a manager report each day to see who has self-screened.                                                                                                       

You’ll need to decide if you want to have both systems running on your unit or if you prefer to have everyone 

use one system or the other.  This decision should be based on the size and nature of your team and what will 

work best (tech savviness, access to technology, work location, etc.).  Remember you can always adjust if you 

find your first plan is working as well as expected.   

*If you use paper logs – please store them so we can produce them during a compliance visit. 

See below for instructions for accessing the Manager Daily Report from the MHC Self-Screening Website. 

Communication is Key: Multiple Ways Multiple Days 

Once you’ve decided on the approach you’ll take, communicate both the reason everyone is required to self-

screen and the expectation to your team multiple times through various forms of communication including 

shift huddles, huddle boards, staff meetings, and via email.  Please do not rely on email alone. 

Monitoring and Compliance:  Take a Coaching Approach 

We recommend during the first few weeks of this new expectation, you monitor daily quite closely and quickly 

follow up with people that are not self-screening.  Once you reach about 90% compliance, we suggest you do 

weekly checks to stay on top of compliance. 

To provide feedback, grab your list and find people that haven’t self-screened.  Approach them with an 

empathetic and curious attitude – you want to identify any barriers people are having to self-screening so 

that you can problem solve with them.  You might start out by saying something like: 

“Hi Heather, I noticed you didn’t use the self-screen website (or sign in on the self-screen log) today.  

What’s preventing you from screening and how can I help?” 

 

https://workentry.mhc.net/
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Accessing the Manager Report for the Self-Screening Website 

In order to review a staff list of those who have used the COVID Screening Website today, follow the instructions below. 

 

1) Navigate to the self-screening website: https://workentry.mhc.net 

 

2) From the left navigation, select Manager Report Today 

 

 

3) Click on the appropriate Company/Entity name.  All Departments available within that company will then be listed. 
 

Example: 

                

 

4) Click on the appropriate Department name. 
Note: If you select the arrow symbol before Department, only two names will show.  Select the Department name verbiage to see all staff who 

have used the screening website for the current calendar date. 

 
Example: 

                  

All employees who have used the screening tool on today’s date will be listed. 
Example: 

         

https://workentry.mhc.net/
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Bookmark for Easy Access 

We strongly recommend you bookmark your department’s report – so you can easily return.  Once you see 

your department’s report – simply add a bookmark as you normally would. 

 

Printing Your List  

You need to open the website using Google Chrome in order to print. 

Click on the three vertical dots in the upper right hand corner:  

 

Left Click on “Print.”   

 

 


