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This Playbook is to be used as a Corporate and Recommended
Practice Guideline and aligns with the Centers for Disease Control (CDC)
and Occupational Safety and Health Administration (OSHA)
recommendations to the greatest extent possible.
This is a working document and will be updated to reflect changes in
directives and introduce new recommended practices as they become
available.
The Safe Work Playbook provides general recommendations for use in all Plascore facilities.
Because there may be circumstances unique to a location, there may be some cases in which a Plascore
facility must adapt the recommendations of the Playbook to address that facility’s specific requirements.
Such exceptions must be authorized by senior leadership. Additionally, all facilities must comply with all
applicable laws meaning that if there is a conflict between the recommendations in the Safe Work Playbook
and the applicable law, the facility must follow the applicable law.

3 PLASCORE

Plascore, Inc. (“Company”) takes the health and safety of our employees extremely
seriously. With the spread of COVID-19 and the need for certain employees to continue inperson work, either because they are critical infrastructure workers or they are needed to
conduct minimum basic operations for the Company, we are committed to reducing the risk
of exposure to COVID-19 on the job and to promoting healthy and safe workplace practices
for all employees.
This Plan is based on information and guidance from the CDC and OSHA at the time of its
development and is subject to change based on further information provided by the CDC,
OSHA, and other public officials. We are following the experts.
We have identified the following potential sources of possible COVID-19 spread in the
workplace:
•
•
•
•

The general public
Customers
Co-workers
Vendors

Our employees fall into the following categories:
•

•

Lower exposure risk (the work performed does not require direct contact with
people known or suspected to be infected with COVID-19 or frequent close contact
(see page 7) with the public)
Medium exposure risk (the work performed requires frequent and/or close contact
with people who may be infected with COVID-19 but who are not known COVID-19
patients, or contact with the general public in areas where there is ongoing
community transmission)
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COVID-19 Workplace Coordinator
We have designated the following individuals as our COVID-19 Workplace Coordinators:
Bethany Meza, Environmental Health & Safety Engineer; Kate Tejeda, Director of HR and Olaf
Huebner, President.
The coordinators are responsible for staying abreast of federal, state, and local guidance and
incorporating those recommendations in the Company’s workplace. The Coordinators are also
responsible for reviewing human resources policies and practices to make sure that they are
consistent with this Plan and existing federal, state, and local requirements.

The Coordinators can be reached at the following:
Environmental Health & Safety Engineer, Bethany Meza is responsible for the Clean Team
members, facilities maintenance and the disinfecting of sites that may have been in
contact with a COVID-19 positive test.
P: 616.748.2255
bethany.meza@plascore.com
Director of Human Resources, Kate Tejeda is responsible for coordinating the hiring of the
Clean Team and all communications that are issued on Plascore’s response to all things
COVID-19 related.
P: 616.748.2209
kate.tejeda@plascore.com
President, Olaf Huebner is responsible for leading Plascore’s response to the COVID-19
pandemic. Olaf leads the team regarding the business continuity plan and monitoring our
supply chain and sales initiatives.
P: 616.748.2373
olaf.huebner@plascore.com
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Responsibilities of Supervisors and Managers
All managers and supervisors must be familiar with this Plan and be ready to answer questions from
employees. Managers and supervisors must set a good example by following this Plan at all times. This
involves practicing good personal hygiene and jobsite safety practices to prevent the spread of the virus.
Managers and supervisors must encourage this same behavior from all employees.

Responsibilities of Employees
The Company is asking every one of our employees to help with our prevention efforts while at work. In
order to minimize the spread of COVID-19 at our worksite(s), everyone must play their part. As set forth
below, we have instituted various housekeeping, social distancing, and other best practices at our
workplace(s) to minimize exposure to COVID-19 and prevent its spread in the workplace. All employees must
follow these best practices at all times for them to be more effective. Beyond these practices, we require
employees to report immediately to their managers or supervisors if they are experiencing signs or
symptoms of COVID-19, as described below. If employees have a specific question about this Plan or COVID19, they should ask their manager or supervisor or contact the Human Resources Department.

OSHA and the CDC have provided the following control and preventative guidance for all workers, regardless
of exposure risk:
•
•
•
•
•
•

Frequently wash your hands with soap and water for at least 20 seconds. When soap and running
water are unavailable, use an alcohol-based hand rub with at least 60% alcohol.
Avoid touching your eyes, nose, or mouth with unwashed hands.
Follow appropriate respiratory etiquette, which includes covering for coughs and sneezes.
Avoid close contact (see page 7) with people who are sick.
Maintaining appropriate social distance of six feet to the greatest extent possible may be required on
Plascore property.
Masks may be required when on Plascore property.

In addition, employees must familiarize themselves with the symptoms and exposure risks of COVID-19. The
principal symptoms of COVID-19 are any of the following not explained by a known medical or physical
condition:
•
•
•
•

Uncontrolled cough
Fever (either feeling feverish or a temperature of 100.4 degrees or higher)
Shortness of breath or difficulty breathing
Loss of taste or smell
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•
•
•
•
•
•

Muscle aches (“Myalgia”)
Sore throat
Severe headache
Diarrhea
Vomiting
Abdominal pain

Individuals with COVID-19 may also have early symptoms such as chills, body aches, shortness of breath or
difficulty breathing, sore throat, headache, chest pain and runny nose.
If employees develop any of the above symptoms, they must not report to work, notify their supervisor
immediately, and consult their healthcare provider. Likewise, if employees come into close contact with
someone showing these symptoms, they must notify their supervisor immediately and consult their
healthcare provider. The Company also will work to identify any employees who have close contact with
individuals with COVID-19 symptoms.
“Close contact” is not brief or incidental contact with a person with COVID-19 symptoms. Instead, the CDC
defines “close contact” as either:
•
•

Having direct contact with infectious secretions of a COVID-19 infected person or a person with
COVID-19 symptom(s) (e.g., being coughed on)
Someone who was within six feet of an infected person for a cumulative total of 15 minutes or more over
a 24-hour period starting from two days before illness onset (or for asymptomatic patients, two days prior
to test specimen collection) until the time the patient is isolated.

There is no precise definition of “prolonged period of time”. CDC estimates range from 10-30 minutes. To protect
employees, we are using the lower end of this range and consider a prolonged period to be 10 or more minutes of
exposure.
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Worksite Preventative Measures
Minimizing exposure from co-workers. The Company will take the following steps to minimize exposure from coworkers to COVID-19.
•

•
•
•
•
•
•
•
•

•
•
•
•
•
•

•
•
•

Educating employees on the importance of hand washing via videos on the TV’s with the proper hand
washing technique, weekly updates encouraging employees to wash their hands, posters by all bathroom
sinks on how to wash your hands properly. (Samples attached as Attachment B)
Hand sanitizers have been installed in all buildings by all entrance doors.
Continued postings on sneezing and coughing and the importance of covering your mouth/nose in your
elbow.
CDC information posted in all buildings on the risk factors including those at home and in the community.
Provided wipes to disinfect all community surfaces throughout the buildings. Identified all touch surfaces
and marked with red arrows.
Assembled a “Clean Team” in all buildings. The Clean Team travels throughout the buildings sanitizing all
community touch surfaces.
Posted a “hand-shake” free zone in all buildings, posters on all access doors.
All buildings are locked down and employees have a home base. They are required to not move freely from
building to building.
Contractors and visitors are not allowed in any facility without prior approval, completion of the health
questionnaire (Attachment A) and contract tracing of who they had prolonged contact with while in the
facility.
Interviews are being conducted virtually and in-person interviews are on an approved basis only.
We have added tape to show the social distancing at the time clocks.
Employees are issued masks to wear when social distancing is not possible and if required.
Employees must complete a self-assessment daily prior to starting their shift. If not completed, the
employee will not be able to access their building (Attachment A).
All conference rooms have posted occupancy limits and in-person meetings must comply with social
distancing guidelines of six feet. Meetings are currently held virtually via Microsoft Team.
Employees who experience symptoms, or have been in close contact (see page 7) with someone who is
experiencing symptoms must not report to work, must notify HR and are encouraged to consult with their
healthcare provider (as discussed in Responsibilities of Employees above).
Attendance points are removed for employees who are experiencing COVID-19 symptoms.
Employees signed a pledge to self-report (Attachment A).
Health and Safety updates are sent to all employees detailing past and new updates to what Plascore is
doing and what new protocols will be implemented.

A cleaning protocol has been implemented in case of a COVID-19 case, the plan has been communicated to all
employees and the facilities maintenance staff has the necessary supplies in all buildings to implement the cleaning
immediately. It is imperative that employees contact us immediately if they are being tested for COVID-19 and the
results of the test when received. We will communicate directly to those employees who may be affected by any
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positive test in conjunction with the health department. All precautions will be taken to continue to provide a safe
workplace.
All business-related travel may be restricted and must be approved by the CEO and/or President. If your travel
plans are personal, you may be required to quarantine upon return.
All employees have access to the Employee Assistance Center. They are currently doing phone visits for anyone
who needs to have additional coping mechanisms. Information is available from HR or your supervisor.
Our COVID-19 plan has been shared with all contractors and temporary agencies. Anyone entering Plascore is
required to complete the self-questionnaire (Attachment A) prior to each visit and may be denied access due to the
answers on the questionnaire.
We, as a Company, will continue to review and implement all necessary steps to provide a safe workplace for all
employees and visitors. Each week, we provide a Health and Safety Update memo to remind employees of the
above steps and any new information regarding the virus.
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ATTACHMENT A
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Visitor Sign-In Form
Our Visitor Sign-In Form is used daily to ensure the safety of our employees and our visitors. All questions must be
answered “No” to enter our facilities. Once you enter one building, you cannot enter another for the purpose of
protection and prevention of a possible COVID-19 spread.
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Covid-19 Self-Report Form
Every employee completes this daily before they go to work. Anyone who answers “Yes” to a question is prohibited
from entering the facilities for the safety of all employees.

Revised 7/8/2021
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ATTACHMENT B
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CDC – Stop the Spread of Germs
The CDC wrote informative posters on how to prevent the spread of respiratory diseases like COVID-19 in both Spanish
and English. Plascore shared these instructions with all employees to spread awareness on how to protect each other
from the pandemic.

These instructions include:
•
•
•
•
•
•

Avoid close contact (see page 7) with people who are sick.
Cover your cough or sneeze with a tissue, then throw the tissue in the trash.
Avoid touching your eyes, nose, and mouth.
Clean and disinfect frequently touched objects and surfaces.
Stay home when you are sick, except to get medical care.
Wash your hands often with soap and water for at least 20 seconds.

These signs were created by Plascore and hang in all bathrooms as a reminder of the proper way to wash your hands.
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COVID Q&A’s
CDC answers some common questions about the disease. The Q&A was shared with all employees to help
answer some questions they may have. This piece helped better inform our teams about COVID-19.

Question: What is coronavirus disease 2019 (COVID-19)?
Answer: Coronavirus disease 2019 is a respiratory illness that can spread from person to person. The virus that causes
COVID-19 is a novel coronavirus that was first identified during an investigation into an outbreak in Wuhan, China.
Question: Can people in the U.S. get COVID-19?
Answer: Yes. COVID-19 is spreading from person to person in parts of the United States. Risk of infection with COVID-19
is higher for people who are close contacts of someone known to have COVID-19, for example healthcare workers, or
household members.
Question: Have there been cases of COVID-19 in the U.S.?
Answer: Yes. The first case of COVID-19 in the United States was reported on January 21, 2020. The current count of
cases of COVID-19 in the United States is available on the CDC’s webpage at https://www.cdc.gov/coronavirus/2019ncov/cases-in-us.html
Question: How does COVID-19 spread?
Answer: The virus that causes COVID-19 probably emerged from an animal source but is now spreading from person to
person. The virus is thought to spread mainly between people who are in close contact with one another (within about
6 feet) through respiratory droplets produced when an infected person coughs or sneezes. It also may be possible that a
person can get COVID-19 by touching surfaces or objects that have the virus on it and then touching their own mouth,
nose, or possibly their eyes, but this is not thought to be the main way the virus spreads. Learn what is known about the
spread of newly emerged coronaviruses at https://www.cdc.gov/coronavirus/2019-ncov/about/transmission.html
Question: What are the symptoms of COVID-19?
Answer: Patients with COVID-19 have experienced fever, an uncontrolled cough, shortness of breath, loss of taste or
smell, muscle aches (“myalgia”), sore throat, severe headache, diarrhea, vomiting and abdominal pain.
Question: What are severe complications from this virus?
Answer: Some patients have pneumonia in both lungs, multi-organ failure and in some cases death.
Question: How can I help protect myself?
Answer: People can help protect themselves from the respiratory illness with everyday preventative actions:
•
•
•

Avoid close contact (see page 7) with people who are sick.
Avoid touching your eyes, nose, and mouth with unwashed hands.
Wash your hands often with soap and water for at least 20 seconds. Use an alcohol-based hand sanitizer that
contains at least 60% alcohol if soap and water are not available.

Revised 8/28/2020
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Question: If you are sick, to keep from spreading the respiratory illness to others, you should…
Answer:
❖ Stay home when you are sick.
❖ Cover your cough or sneeze with a tissue, then throw the tissue in the trash.
❖ Clean and disinfect frequently touched objects and surfaces.
Question: What should I do if I recently traveled from an area with ongoing spread of COVID-19?
Answer: If you have traveled from an affected area, there may be restrictions on your movements for up to 2 weeks. If
you develop any of the current known symptoms, seek medical advice. Call the office of your health care provider
before you go and tell them about your travel and your symptoms. They will give you instructions on how to get care
without exposing other people to your illness. While sick, avoid contact with people, do not go out and delay any travel
to reduce the possibility of spreading illness to others.
Question: Is there a vaccine?
Answer: Yes, There are several free vaccines available to protect against COVID-19.
Question: Is there a treatment?
Answer: There is no specific antiviral treatment for COVID-19. People with COVID-19 can seek medical care to help
relieve symptoms.
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❖ Michigan encourages masks when in public places and Plascore may require masks be
worn in our facilities.
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Cleaning Procedure in Place of a Confirmed Case of COVID-19
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Proper PPE Supplies Required
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Preventative Material Inventory
•

Task
s

•
•

Confirm operation has an adequate supply of soap, disinfection, hand sanitizer, paper
towels and tissues
Confirm stock of face masks, face shields, gloves, and glasses on-site and on-order with proper
lead time
Have “touchless” thermometers on-site for team member screening

Disinfectant Supplies:
•
•
•

Confirm operation has an adequate supply of soap, disinfection spray, hand gel, paper towels and tissue.
Plants should keep a minimum quantity of 30-day supply of disinfectant supplies.
Disinfection portable stations are recommended for each line except for restricted/sensitive areas due to
manufacturing processes.

PPE:
•
•
•

Confirm stock of face masks, gloves, face shields and glasses on-site and on-order with proper lead time.
Plants should keep a minimum quantity of 5-day supply of PPE.
Screener’s and cleaning crew are required to wear gloves, masks, hearing protection and glasses (when
applicable).

•

Response Team is required to wear gloves, masks, hearing protection and glasses (when applicable).

#

Item

Spec

Quantity

1

Mask

Paper and cloth masks

Min. 5-day supply

2

Nitrile gloves

Touch flex/ Nitrile Gloves

Min. 5-day supply

5

Safety Glasses

Safety glasses / Polycarbonate

Min. 200 in stock

6

Aprons

Throw away type

Min. 5-day supply

8

Hand Soap

Hand soap/ Local brand “Serviquim”

Min. 30-day supply

9

Paper towels

Paper Towel “Tork”

Min. 30-day supply

10

Glasses/ Face Shields

Safety Glasses/ Polycarbonate

Min. 30-day supply

11

Bleach

General Sanitizing

Min. 10-gal supply

12

Clorox Total 360
(optional)

https://www.cloroxpro.com/products/clorox/total-360/
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Personal Protective Equipment (PPE)
Tasks
•

About:
Protection of the company’s general workforce is afforded via the protective quartet of:
1.
2.
3.
4.
5.

Masks
Personal Hygiene
Social distancing
Frequent disinfection of common surfaces
Personal Protective Equipment

The Clean Team and Company Janitors for PPE and Sanitization are responsible for ensuring there are adequate
supplies as required per your company’s Pandemic Plan.

•
•
•
•
• Visitors and Contractors
• If alone in an office, a mask is not required

•
• Where required in Job Safety Analysis
•
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1. Engineering, Manufacturing, and any team members working with equipment that requires gloves for
safety purposes
2. Those performing disinfection of common surfaces, health screeners and response teams per the
Playbook. However, the company should provide gloves if mandated by local laws.
Note: Gloves put team members at higher risk of exposure and are not recommended for general
protective use for the following reasons:
• The COVID-19 virus does not harm your hands, so gloves provide no protection, and touching
your face with contaminated hands, whether gloved or not, poses a significant risk of infection.
• Gloves often create a false sense of security for the individuals wearing them; people are more
likely to touch contaminated surfaces because they feel they are protected from the virus
because of the gloves when in reality, they are not.
• When wearing gloves, people are less inclined to wash their hands; this is counterproductive
and puts others at higher risk; we want people to wash their hands because it is the numberone defense against any virus.
• Proper removal of gloves takes training; if not removed properly contamination can occur.

•

Safety Glasses
Safety Glasses are required PPE for all personnel within Plascore plants
entering the shop floor or Covid-19 related roles.
•
•
•
•

Manufacturing team members
Disinfection team members
Team members DL/IL
Office team members when out on Manufacturing floors

Hearing Protection
Hearing protection is required PPE for all personnel within Plascore
plants entering the shop floor or Covid-19 related roles.
•
•
•
•

Manufacturing team members
Disinfection team members
Team members DL/IL
Office team members when out on Manufacturing floors
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Disinfection Measures

Tasks

•

Implement the General Disinfection Measures; the cleaning steps
outlined should be taken routinely, based on frequency mentioned
to disinfect workplace surfaces, chairs, tables, etc. and protect team
members.

Our goal is to provide a sanitary facility.
Utilize one of the Workplace Coordinators for specific guidance.
Take unique site-specific circumstances into consideration when sanitizing and disinfecting.
Providers or team members should sanitize and disinfect all areas of the plant with special attention to:
•
•
•
•
•
•
•
•

Tools
Workstations and equipment
Screens on Plant Floors
Restrooms
Cafeteria
Lockers
Common surface areas
Computer screens and keyboards

Outside contractors are allowed only if necessary:
•
•

Completed Questionnaire
Follow Plascore PPE

General Disinfection Measures:
• This checklist has been implemented in facilities to reduce the risk of spread of infection
• The cleaning steps outlined below are completed daily on all 3 shifts
• Along with these workplace disinfection activities, proper personal sanitary practices including
washing hands after bathroom use are also necessary
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Disinfection Frequency in Workshops and Offices
#

Area/Place

1

Work cell common
surfaces

2

Offices, desk, and
conference rooms

Disinfection
Method

Frequency

Including control
buttons, tools, and
other common
surfaces

Spray with handheld
sprayer or wipe

Minimum at the end
of each shift

Table and chair
surface

Spray with handheld
sprayer or wipe

Minimum at the end
of each shift

Spray with sprayer

At least once
respectively in
the morning and
afternoon

Spray with sprayer

Based on use; Once
per shift if contacted
by 1 person only;
otherwise, between
users

Spray with handheld
sprayer or wipe

At least four times per
day

Disinfection Content

Disinfectant

Hospital grade
disinfectant or
fresh 10% chlorine
bleach solution
(sodium hypochlorite
solution), as
appropriate

Conveyor belts

Wipe areas of
common team
members interphase

4

Moveable trays or
containers

Handles and other
commonly
touched areas

5

General objects often
used or touched

Doors and windows,
handles, faucets, sinks,
and bathrooms

6

Work cell common
surfaces

Including control
buttons, tools and
other common
surfaces

Spray with sprayer

Generally, 3 or more
times per shift to
include after all breaks
and meals

8

Vending machines

Interface surfaces (pay,
selection and vending
surfaces)

Spray with sprayer

Daily

Forklifts

Wipe areas of
common human
interaction

Spray with sprayer

After each use

Multi-user safety vest
and other PPE

All surfaces

Spray with sprayer

Between use

Transport vehicles

Common surfaces
(e.g. seat surfaces rails,
belts, door and window
controls)

Spray with sprayer

After each use

All floors and walls

All general floors and
walls at site

Mop

Periodic, where
frequently touched;
mop hard surfaces
daily

3

9
10

11

12

Hospital grade
disinfectant or
fresh 10% chlorine
bleach solution
(sodium hypochlorite
solution), as
appropriate
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Deep-Cleaning and Disinfection Protocol
•

About:
The General Disinfection Measures Protocol
(see page 18) should be followed regularly
whereas the Deep-Cleaning and Disinfection
Protocol is triggered when an active team
member is identified as positive for COVID-19 by
testing.
Corona Virus COVID-19 - Deep Cleaning and
Disinfection
COVID-19 “deep-cleaning” is triggered when an
active team member is identified as being COVID-19
positive by testing. Sites may opt to have a deep
cleaning performed for presumed cases, at their discretion.
Deep cleaning should be performed as soon after the confirmation of a positive test as practical.
If a delay is proposed or greater than a shift the site is to gain consensus from Workplace Coordinator and take steps
to perform an additional disinfection of potentially impacted common surfaces during the interim period be deep
cleaned if there is sufficient rationale to do so, and they gain consensus of the WPC.
While the scope of deep cleaning is presumed to be the full plant, sites may reduce the footprint to be deep cleaned
if there is sufficient rationale to do so, and they gain consensus of the WPC.
Notwithstanding the above, if an active team member is confirmed to have a COVID-19 positive test, sites may
in lieu of performing deep cleaning shut down the plant for a period of at least 72 hours to allow for natural
deactivation of the virus, followed by site personnel performing a comprehensive disinfection of all common
surfaces.
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1. Identify an approved external company that should carry out the deep cleaning activity, this company must have
the minimum requirements of:
• Trained personnel to execute the process of cleaning, disinfection and disposal of hazardous waste
• Proper equipment and PPE to perform the task
• All necessary procedures and local authorizations or permits to perform disinfection services and manage any
wastes generated.
• Use of approved COVID-19 disinfectant chemicals to perform this activity (see Lear disinfectant protocol)
2. Plascore’s Workplace Coordinator (WPC) along with the Business Unit Manager (BUM) must coordinate and
supervise the cleaning and disinfection process. They must ensure that:
• There is a specific plan and strategy to clean all site, machinery / equipment, common areas, offices and any
typical areas where team members interact
• Only authorized people can access the site during the cleaning operation
• All 3rd party team members are using any required PPE and that it is also properly disposed at the end of the
process
• Assure that team members are made aware that the work areas have been disinfected
Note: For the company’s purpose, deep cleaning is defined as a more comprehensive cleaning using advanced
technologies and more aggressive cleaning solutions that are administered by an external 3rd party.
3. Personal Protective Equipment (PPE) requirements for the Deep Cleaning team:
• The use of PPE is to be determined by the cleaning contractor based on the chemicals used to conduct the
disinfecting process including proper wearing, storage, cleaning, decontamination and disposal of PPE as
biohazard waste.
4. Disposal
• At the end of the process the Cleaning company must follow the local regulations to dispose all the PPE and
cleaning material used in the proper manner.
Reference: www.epa.gov
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Social Distancing Protocol
Tasks
•
•

Review and understand the Social Distancing Protocol
Complete and continue to adhere to the Social Distancing checklist

Social distancing is a simple yet very effective mechanism to prevent potential infection, that relies on simple
distance to avoid infection.
In practice this means:
•
•
•
•

Staying 1 to 2 meters (3 to 6 feet) away from others as a normal practice
Eliminating contact with others, such as handshakes or embracing coworkers, visitors, or friends
Avoiding touching surfaces touched by others, to the extent feasible.
Avoiding anyone who appears to be sick, or who is coughing or sneezing.

Note: The company should not allow any meeting of greater than 10 persons to occur until further notice, even when
the meeting area is large enough to accommodate appropriate social distancing. It is recommended to utilize Microsoft
Teams or other teleconferencing software in lieu of face-to-face meetings

This practice of social distancing includes but is not limited to production lines, cafeterias, common areas,
entrance/exit areas of work locations, and offices. These are examples, but the principle of social distancing is
universally applicable.
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Social Distancing in Manufacturing

Social distancing in manufacturing is intended to provide a safe
environment reducing risk of any potential person to person infection.
Guideline:
•
•
•

Maintain a social distance of 1 to 2 meters (3 to 6 feet) throughout the manufacturing process and
operations.
Approved masks may be required on the manufacturing floor.
Where a minimum distance cannot be maintained due to workplace design, one or more mitigation
strategies need to be implemented including engineering, PPE and/or administrative controls as
appropriate.

Recommended
Workstations
•
•
•
•
•

Whenever possible, workstations should be arranged to allow separation of 1 meter (3 feet).
Clear signage about the desired position of the operators may be placed in each workstation but is not
required.
Utilize production transfer aids (such as inclined shelves, push boards) to minimize the risk to social
distance violations.
Workers are strongly encouraged to disinfect their own workspace multiple times during the shift,
giving special attention to common surfaces. Clorox wipes are provided.
Team members must be reminded to avoid touching their face and must wash thoroughly with soap
and water several times during the work hours to reduce risk and prevent person to person potential
infections.

What to do if the workstations are less than the recommended spacing?
•

•
•
•
•
•

Work designs should avoid face to face operations with less than the minimum requirement (1 meter or
3 feet), if this condition cannot be met, then team members should be provided with alternative
measures to mitigate their exposure such as the following:
Face Masks may be required on the manufacturing floor
Face Shields
Body Orientation
Physical barriers may also be installed where practical; the barriers must be cleaned multiple times a
shift
Team members with symptoms of Illness and/or if other team members make a complaint
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Shift changes must be managed thoughtfully to reduce infection risk and to leverage the opportunity they
present to ensure optimal disinfection of the workplace. Start times must be staggered for plants and add a
gap of time in between each designated time.

Recommended
•

Team members are to enter and exit at the designated entrances and exits – these locations will be
easily identified and posted

Helpful Tips to Communicate
•
•
•
•
•

Avoid gathering when entering and exiting the facility
Remain in your car until your scheduled window of start time
Ensure 1 to 2 meters (3 to 6 feet) of space between each person while you wait in line to enter the plant
When you talk to someone in line make sure you do not point your head directly at them
Do not touch your face before you have had a chance to wash your hands

Things to consider
•
•
•
•
•
•

How and when to hand out PPE
Do you have the ability to prop doors open at shift change to minimize door handle touching or to install
toe kicks on the doors?
Turnstiles, lead with elbow
Time clocks must be wiped off each time it is touched by a team member
Lines have been added for social distancing at all time clocks
Plascore time clocks do not require an employee to touch the clock
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Social Distancing During Breaks
Management of team members breaks to provide social spacing and proper hygiene is necessary. Start and
end times should be staggered.

Recommended
Plascore has implemented staggered breaks to reduce the number of employees in the cafeteria. Seating has
been blocked in certain areas.

Helpful Tips to Communicate
Seating and Capacity
•

Consider allowing team members to sit only on one side of table

•

Remind team members not to arrive early to break

Break Times
•

Separate times by 10 minutes to have enough time to wipe tables, seats, all surfaces, refrigerator,
vending machines, and microwave ovens after each use.

Cleanliness and Sanitation
•
•

Station one to two team members to observe the safe 2-meter (6 feet) distance and to disinfect the
items noted above if they are inadvertently touched
Provide enough supplies for team members to clean up after themselves. Ex: wiping down tables, etc.

Food Storage
•

Consider adding as many refrigerators and/or shelving to accommodate additional bags if you are
limiting locker access.
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Social Distancing in Offices
•
•
•

Office work should be organized to ensure social distancing to keep separation of team members between 1
to 2 meters (3 to 6 feet) as a minimum.
Plascore created an agile workforce and are rotating office employees.
Avoid face to face desk layouts.

Recommended
•
•
•
•
•
•
•

Cubicles should have dividers when people are working in 1 meter (3 feet) of one another.
Meeting rooms should be organized to hold no more than 10 chairs with the appropriate spacing and 10
team members at a time. Sitting or standing positions should not exceed the minimum distance required.
Communicate similar messages and arrange meetings over two or three shifts when possible to help
reduce the number of people in office at any given point in time.
Interaction to exchange information or quick meetings on the office floor space should respect the Social
Distancing of 1 to 2 meters (3 to 6 feet).
Remote work may be assigned when possible or when mandated by the government to keep the
operation efficient and communications flowing.
Microsoft Teams is encouraged for all meetings.
Self-cleaning of the workspace is encouraged multiple times during the shift with special attention of the
most used surfaces such keyboards, monitors, chair arm rest, desks, cubicle divider among others.
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On-Site Health Screening
Tasks
•
•

Ensure protocol for pre-shift screening prior to plant entry
Ensure barriers are in place to prevent anyone from missing screening protocol

Overview of Health Screening Procedure
1. Self-assessment confirmation
2. Observation for overt symptoms
Overview:
• Perform screenings prior to entering the plant (as established).
• Ensure barriers are in place to prevent anyone from missing screening protocol.
• This is a pre-shift screening only; screening does not need to be completed between shift start to end.
• Managers and Coordinators will organize the process and select additional team members to help (if
needed).
• Plascore has implemented a questionnaire that if not completed accurately or employee shows
symptoms of COVID-19, access to building will be denied.
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Self-Quarantining and Return to Work Protocol
Tasks
• Review and understand protocol and adjust as necessary for local, legal and cultural environment
Note: Any adjustments made to the standard playbook protocol (below) should comply with local legal
requirements and health authority direction and must be approved by the President or HR Director.

Guidance for Self-Quarantining and Return to Work: COVID-19
Clarification of “self-quarantine” requirement: Team Members are requested to remain off the property for
14 days if COVID-19 symptoms are present, directly exposed to COVID-19 or if a test shows positive results.
Team members should avoid leaving the home if possible, but if necessary, should practice exceedingly
good hygiene and social distancing. Work while at home is expected to continue where possible.

Additional Guidance
•
•
•
•
•

•
•
•
•
•
•

Stay away from other people in your home as much as possible, staying in a separate room and using a
separate bathroom if available.
No visitors unless the person needs to be in your home.
If you need medical attention, call ahead to ensure you’re going to the right place and taking the necessary
precautions.
Wear a face mask if you must be around other people, such as during a drive to the doctor’s office.
When you cough/sneeze: cover your mouth and nose with a tissue; immediately throw tissues in garbage;
wash your hands with soap and water for at least 20 seconds; if that’s not available, clean with hand sanitizer
that has at least 60% alcohol.
Avoid sharing household items, including drinking cups, eating utensils, towels or even bedding. Wash these
items thoroughly after using.
Clean high-touch surfaces daily using a household cleaner or wipe. These include: “counters, tabletops,
doorknobs, bathroom fixtures, toilets, phones, keyboards, tablets and bedside tables,” the CDC says.
Clean surfaces that may be contaminated with blood, stool, or bodily fluids.
Shared spaces in the home should have good airflow—use an air conditioner or open windows.
Continue monitoring for any symptoms. If they worsen, such as you if you begin to have difficulty breathing,
call your health care provider.
Arrange to have groceries and toiletries delivered by local or state health departments. Also, make sure to
inform health care providers of any medications you’ll need, so they can arrange drop-offs of prescriptions as
well. In terms of getting laundry done for those without machines at home, ask health care providers about
that as well.
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Returning to Work After Home Isolation
People with COVID-19 themselves, presumed or tested, or have been directly exposed to others with COVID-19 who
have been under home isolation/quarantine can return to work under the following conditions, consistent
with WHO/CDC guidelines:

If you will not have a test to determine if you are still
contagious, you can leave home after these three
things have happened:
• 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

If you will be tested to determine if you are still
contagious, 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 local health authority
or CDC guidelines.

Please contact your local Human Resources team prior to returning to work to advise that you have met one of the
above criteria for your return, and to discuss documentation that may be required prior to return to company
premises.
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Managing Your Team After COVID-19
The EAC (Employee Assistance Center) shared tips on how to properly manage employees returning back to work and
budgeting in uncertain times. These tips focus on keeping into consideration the fluctuation of emotions that both
management and employees will inevitably experience. It is important to handle the transition delicately.
1. Address changes in behavior. As a manager, you are responsible for your employees’ ability to fully engage with
their work. Returning to the workplace following COVID-19, may present employees with a unique emotional
barrier- fear of being exposed to COVID-19 in the workplace. Some employees will share this fear with you
upfront; others may not. So, it is important to pay attention to changes in your employees’ behaviors to
recognize how they may be feeling, and address that in a constructive way. Behavioral changes – such as an
employee being late, missing meetings or deadlines, avoiding new tasks or responsibilities, or disrupting the
team with a short temper or impatient emails – can all be indications of emotional unease or fear related to
COVID-19. It’s important to follow up with employees with your observations about how their behavior is
affecting the team and ask how you can help.
2. Keep communication open. When returning to work, remember to keep the lines of communication open to all
your employees. Let them know they can come to you about anything impacting their engagement with work.
Each employee may communicate differently. Some individuals are hesitant to proactively engage in
communication with management. Take time to check in with all your employees – even those who appear to
be handling things well. Even if they are perfectly fine now, your openness and support now will encourage
them in the future.
3. Listen and share. Allow your staff to express their feelings to you and listen. Simply by listening, you can help
ease fear or other emotions they are facing. In addition, sharing your own experiences related to fear might be
helpful to your employee. Knowing that a person in a leadership role is going through or has gone through
similar feelings might help some staff feel better about the situation.
4. Compromise and accommodate. Your employees are your business’ greatest asset. If you notice changes in an
employee or they confide in you that they have reservations about returning to the office, do your best to make
a supportive plan. For example, if they ask to work from home for a week longer or they request to work in a
space sperate from other staff to ease their fears, set some boundaries and accommodate these requests. If the
reality of your business means that you cannot make the specific accommodation your employee requests,
explain that honestly and share whatever options you can.
5. Create an opportunity. This pandemic has provided a moment to stop and reevaluate company values and
practices. The workplace behaviors that you likely shared during the pandemic of team solidarity, compromise,
efficiency, creativity, and compassion, do not need to disappear when everyone returns to the workplace.

Budgeting in Uncertain Times
1. Take a moment to look at your current finances. The first step is to figure out your starting point. Take note of
what you have in savings and your current income. If your job or your partner’s job may be at risk, even if you
are still working currently, it is a good idea to familiarize yourself with your state’s unemployment benefits. If
you are not working while in quarantine, this will give you a good idea of what your adjusted income will be.
2. What are you spending? The second step is to figure out what your expenses are. Include all regular expenses,
like rent or mortgage payments, utilities, car payments, credit card or student loan debt, and food. Less
common expenses, such as fun budget items like eating out and other purchases for personal entertainment
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3.

4.

5.

6.
7.

should also be noted. Be mindful of how much you usually allot for these expenses and any changes you feel
that you can make these accounts.
Prioritize! Looking at the list of expenses that you have just created, determine what are the most important
items on the list. Basic needs, like food and housing, are at the top of the priority list. The greatest cuts to your
budget will be to areas that are wants and not needs. Some items, like Federal student loans, can be moved
lower on the priority list than they would be normally, as interest rates have currently been waived.
Locate assistance resources. Congress is currently working out what additional aid will be offered to individuals
impacted by COVID-19. Communities are already working together to provide food assistance for those in need. Keep
in mind that financial assistance is always a limited resource. A good starting place when trying to locate financial
assistance programs is by calling 211 or going online at https://www.unitedway.org/our-impact/featuredprograms/2-1-1.
Who’s hiring? Even though most businesses are closed at this time, a few essential services remain open. Delivery
services and grocery stores are seeing more demand for their services than ever before. These places may be hiring
additional staff to meet the demand. If you are healthy and able to do the work needed, these may be options to
supplement your income during this time.
Save where you can. Even if your income will not be impacted by the current pandemic, it‘s a good idea to create a
budget and create a savings plan. That way you‘ll be prepared for other possible disruptions in the future.
Remember this is temporary. COVID-19 will have a lasting impact on society, but things will eventually return to
normal. Small business will reopen. Stock markets will rebound. The economy will recover. Continue to pay down
debt where you can, even if payments are waived. This can help prevent trouble later when regular payments begin
again.
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Suggested facility signage location guide is below in addition to the signage shown throughout
the playbook.
Download the Editable Signage.

Printing Guidelines
Option 1: Poster Size

Option 2: Letter Size

•

Poster size should be 30” x 40” / 76 cmx 100 cm

•

Poster size should be 8.5” x 11” / A4

•

Orientation portrait (vertical)

•

Orientation portrait (vertical)

•

Material: Foam core

•

Material: regular paper
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