COVID-19 Coronavirus
Pandemic Control Plan
BACK TO NEMAK PLAYBOOK

Note to Nemak Employees
The Back-to-Nemak Playbook is designed to complement the COVID
19 Pandemic Control Plan. Users should refer to the Control Plan
for additional details and specifications. This Playbook represents
Nemak’s current practices regarding the recommended operation of its
manufacturing and other facilities. Nemak locations should consider
local legal requirements when implementing these measures.

Note to Business Partners
Nemak is providing a copy of its current Playbook to ensure that
suppliers, business partners, and third parties are aware of our health
and safety practices when onsite at Nemak facilities or interacting
with our employees. The Playbook was developed specifically for
Nemak and is subject to change over time as expert recommendations,
regulatory guidance, and industry practices mature.
Please Note: This Playbook does not constitute legal advice, and
you should not rely on the Playbook as best practices for your own
workplace.
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Nemak is Committed to Safety. All our actions
confirm that employee safety is essential to the
success of our business.
As a socially responsible company, Nemak has
developed a COVID 19 Control Plan as part
of our continuing effort to deliver the highest
standards of health and safety to our employees
and their families while supporting the worldwide
effort to ease the community transmission of the
COVID-19 coronavirus. There is no other route to
the successful restart of our business than our
Commitment to Safety.
Welcome back,
Nemak HSE TEAM
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Leadership Message
As the global COVID-19 crisis evolves, we would like to emphasize that our thoughts
remain with those affected by the virus. The well-being and safety of our employees,
families, and communities is our top priority. We should all take pride in the
contributions we have made as a company towards addressing effects of the crisis
in the communities where we work and live. The sacrifices we have made to “flatten
the curve” represent our contribution toward the global effort to combat the spread of
COVID-19.
Today, we continue to monitor the impact of the global pandemic and implement
targeted measures to ensure the health and safety of our people. To that end, we
have developed the Back-to-Nemak Playbook containing an overview of the steps
needed to take care of yourselves and each other as we work toward a return to
normal activities.
Based on government guidelines as well as consultations with industry experts, the
Back-to-Nemak Playbook is a collaborative effort of our HSE, Medical Services,
Human Resources, Finance, Supply Chain Management, Commercial, and
Operations teams together with our union and works counsel partners. We want to
thank everyone who contributed their expertise to help us prepare for a safe restart
of operations.
As always, our top priority is to continue to apply the highest standards of health
and safety for our employees. More than ever, it is important that every single one of
us follow best practices in prevention to minimize the transmission of the virus. Our
individual actions can significantly contribute to the well-being of others.
We are committed to this plan to protect our employees, their families, and support
the global effort to combat COVID-19.
Welcome back to Nemak, and stay Safe and Strong.
Executive Management Team
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Aligning Nemak Core Values
to the Coronavirus Fight
RESPECT AND RESPONSIBILITY
Nemak is committed to the highest standards of health and
safety to our employees and their families.

INNOVATION
Our response to COVID 19 is ‘best in class’ capitalizing on
leading medical advice, advanced industrial design, and
innovative occupational health controls.

TRUST AND COLLABORATION
The Back to Nemak Playbook is a collaborative effort of
the HSE, Medical Services, Human Resources, Finance,
Supply Chain Management, our Union and Works Counsel
Partnerships, Commercial and Operations Teams,
Customers, and many other groups.
CUSTOMER FOCUS
Our commitment to ease the transmission of the COVID 19
coronavirus is in alignment with our customers, the supply
chain, business partners, and other stakeholders.
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Back to Nemak Return
to Work Guide
Our Commitment to
Your Health

Health
Screening

Hand Washing
and Sanitizing

Nemak’s top priority is to
continue ensuring the highest
standards of health and safety
for all our employees. Now more
than ever, it is important that
everyone follow best practices
in prevention to minimize the
transmission of the virus. We are
committed to doing whatever
it takes to ensure the wellbeing
of our employees, their families,
and our community.

All employees, visitors, and
contractors will be screened
for signs and symptoms
of COVID 19 before given
access to Nemak locations.
All employees are asked
to self-certify signs and
symptoms of the virus

Hand washing reduces the
transmission of COVID 19.

We’ve Prepared a
Safe Workplace
We want you to return Safe and
Strong. Here is what we have
done:
• Cleaned and disinfected
workstations, office spaces,
and common areas
• Instituted daily disinfection and
cleaning protocols
• Stocked up on personal
hygiene sanitizers
• Redesigned workspaces and
workflow to establish Social
Distance
• Established health screening
checkpoints
• Implemented COVID 19
emergency response
procedures
• Arranged restrooms, cafeterias,
canteens, meeting rooms
and other common areas to
maintain Social Distance
BACK TO NEMAK PLAYBOOK

Personal Protective
Equipment
Nemak will provide
employees with facemasks,
glasses, and other protective
equipment designed to
prevent the transmission of
the virus.

Social
Distance

Hand sanitizers have
been placed where
soap and water are not
available throughout our
locations

What to do if you
have signs
or symptoms
If you feel sick-stay home
If you are at work
• Wear your mask
• Isolate yourself from others
• Report to Medical Services
• Report your condition to
Human Resources

What You Can Do
1.8 M

Maintaining Social Distance
is the best way to prevent
transmission of the virus.
Workspaces continue to be
evaluated to ensure Social
Distance of 6 feet or 1.8
meters.

• Maintain Social Distance
• Read and follow all
instructions
• Clean and disinfect work
areas
• Cough and sneeze into
tissues or your elbow

COVID-19 CORONAVIRUS PANDEMIC CONTROL PLAN
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Human
Resources
EMPLOYEE FEEDBACK
COMMUNICATIONS
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EMPLOYEE FEEDBACK
Facility Readiness
• Establish two-way communication channels to support fast response to
employee questions
To protect employees from the spread of the virus, work places have a new look
and new rules. Rapidly implementing the changes requires us to rely on real-time
feedback from employees regarding the effectiveness of these measures.
What you can do
Let us know what is working, and what is not
• Respond to surveys and questionnaires
• Suggest improvements for Social Distancing
• Identify the effectiveness of physical barriers installed at
workstations to maintain social distance
• Evaluate disinfection and cleaning protocols
• Provide feedback regarding the comfort and design of
Personal Protective Equipment
• Make recommendations about the use of
common areas
• Help us improve the COVID 19 employee
health screening process
• Offer input for new administrative
policies
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COMMUNICATIONS
Facility Readiness
• Prepare and present multi-media communication
• COVID 19 Illness
• Personal Protective Measures
• Social Distancing
• New Policies

Information about the coronavirus is constantly changing. Employees need
to know the latest medical information, personal protective measures,
and impacts on the local community. Nemak communications teams are
committed to providing employees with current information they can use at
work and at home.
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Information
Technology
TOOLS AND INNOVATION
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TOOLS AND INNOVATION
Facility Readiness
• Identify and support development of systems and applications to manage
COVID 19 response

Virtual Medical Consultation
Some locations offer on-line
medical consultations allow
employees access to health
care professionals without a
trip to the doctor

Virtual Meetings
On-line meetings are
effective and reduce the
spread of the virus through
Social Distancing

Health Screening Apps
Self-service mobile app that allows
employees and visitors to report
symptoms and exposure to the
COVID 19 virus. Information reported
through the app is confidential and
managed in compliance with global
privacy law and legislation.
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Risk Assessment App
Risk Assessments reduce the risk
of exposure to the coronavirus.
This easy to use mobile app
allows employees to assess
their workspace and implement
preventative measures

On-Line Training
Learning and development programs using
electronic media improve learning transfer
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Facility
Readiness
READINESS CHECKLIST
COVID 19 EQUIPMENT INVENTORY
FACEMASK/RESPIRATOR USE
BUILDING SYSTEMS
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READINESS CHECKLIST
Facility Readiness
• All Nemak locations must implement pandemic controls to reduce the transmission
of the COVID 19 coronavirus. The controls identified in the Facility Readiness
Checklist are minimum controls to be adapted for each unique facility and in
coordination with local requirements.
Appendix C contains the complete Facility Readiness Checklist.
Pandemic Controls:

• Building Systems
• Infrared Thermometers
• Heat Sensing Thermo
Cameras
• Respirators/Facemask
N95, FFP2 or equivalent
• Surgical Facemask:
Certified or non-certified
for medical use

BACK TO NEMAK PLAYBOOK

• Hand Sanitizers
• Disinfecting /
Decontamination
• Covid 19 Incident
Response
• Medical Services

• Personal Protective Control
Measures
• Covid 19 Audit
• Covid 19 Risk Assessment
• Employee, visitor, and
contractor Covid 19
screening process
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COVID 19 EQUIPMENT INVENTORY
Facility Readiness
•
•
•
•
•

Establish Crisis Management Team
Acquire Infrared Thermometers and Other Thermo Imaging Devices
Establish and Maintain Inventory of Soap and Hand Sanitizers
Establish and Maintain Inventory of Disinfection Solutions and Disinfection PPE
Establish and Maintain Inventory of Facemasks, Respirators, Safety Glasses,
and Gloves.

Thermometers and Thermo Graphic devices measure body
temperature, a symptom of COVID 19 Infection

Hand Washing and Social Distancing are effective
against the spread of the virus

Hand Sanitizers are located throughout the facility
where soap and water are not easily accessible
Continuous cleaning and disinfecting of
workstations and common areas reduces the risk
of COVID 19 contamination

Personal Protective Equipment is needed
whenever social distance cannot be maintained or
when there is potential exposure to contaminated
surfaces or infected people
BACK TO NEMAK PLAYBOOK
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FACEMASKS AND RESPIRATORS
Facility Readiness
• Determine daily utilization rate for non-medical N95/FFP2 and surgical mask
equivalents
• Maintain 90 day inventory based on daily utilization
• Prepare training and education program to teach workers to properly apply,
wear, remove, and store masks and respirators
Wearing Face Masks and
Respirators

Putting on a Face Mask

Fit Test

Wash hands thoroughly
before putting on and
taking off.

Position the respirator in your
hands with the nose piece at your
fingertips

Inspect the face mask for
damage. If it is damaged,
DO NOT USE.

Cup the respirator in your hands
allowing the headbands to hang
below your hand. Hold the
respirator under your chin with the
nosepiece up.

Place both hands over the
respirator, take a quick breath in to
check whether the respirator seals
tightly to the face.

Do not allow facial hair,
hair, jewelry, glasses,
clothing or anything else
to prevent proper placement between you and
the face mask

The top strap goes over and rests
at the top back of your head. The
bottom strap is positioned around
the neck. Do not crisscross straps.
For masks with ear loop bands, fit
loop snuggly around ear.

Place both hands completely over
the respirator and exhale. If you feel
leakage, there is not a proper seal.
If air leaks around the nose, readjust
the nosepiece as described. If air
leaks at the mask edges, readjust
the straps along the sides of
your head until a proper shield is
achieved

Place your fingertips from both
hands at the top of the metal nose
clip. Slide fingertips down both
sides of the metal strip to mold the
nose area to the shape of your nose

Removing Face Masks and Respirators
Wash hands thoroughly after removing the face mask.
If the mask is dirty or damaged, dispose of in a
designated container.

If you cannot achieved a proper
seal due to air leakage, ask for help
or try a different size or model.

DO NOT TOUCH the front of the respirator!It may be
contaminated!
Remove by pulling the bottom strap over back of head,
followed by the top strap, without touching the respirator.
For masks with ear loop bands, use one hand on either
band to pull bands around the ear.

If the mask can be re-used, store in paper bag identified
by your name.

BACK TO NEMAK PLAYBOOK

COVID-19 CORONAVIRUS PANDEMIC CONTROL PLAN

15

BUILDING SYSTEMS
Facility Readiness
• Verify HVAC units are operating, visibly clean and with no biological growth is
in the air stream
• Verify air filters are clean and not inhibiting flow
• Verify return air fan exhaust and air fan are operational to support economizer
mode of HVAC system as required
• Establish natural ventilation, when available, for facilities that have operational
windows and outdoor temperatures allow
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COVID 19
Occupational
Health Care
Management
COVID 19 CORONAVIRUS
INDIVIDUAL PREVENTATIVE MEASURES
MEDICAL SERVICES
COVID 19 CORONAVIRUS PANDEMIC SCREENING
SCREENING CHECKPOINT REQUIREMENTS
COVID- 19 INCIDENT RESPONSE
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COVID 19 CORONAVIRUS
Facility Readiness
• Prepare and present communication about the virus, how it is spread, and
personal protective measures
KNOW ABOUT COVID-19

PRACTICE SOCIAL DISTANCING

Coronavirus (COVID-19) is an illness caused by a virus
that can spread from person to person.
The virus that causes COVID-19 is a new coronavirus
that has spread throughout the world.
COVID-19 symptoms can range from mild (or no
symptoms) to severe illness.

Buy groceries and medicine, go to the doctor, and
complete banking activities online when possible.
If you must go in person, stay at least 6 feet or 1.8
meters away from others and disinfect items you must
touch. Get deliveries and takeout.

KNOW HOW COVID-19 IS SPREAD

PREVENT THE SPREAD OF COVID-19 IF YOU ARE
SICK

You can become infected by coming into close contact
with a person who has COVID-19. COVID-19 is primarily
spread from person to person.

Stay home if you are sick, except to get medical care.
Separate yourself from other people and pets in your
home.

You can become infected from respiratory droplets when
an infected person coughs, sneezes, or talks.
You may also be able to get it by touching a surface or
object that has the virus on it, and then by touching your
mouth, nose, or eyes.

There is no specific treatment for COVID-19, but you can
seek medical care to help relieve your symptoms. If you
need medical attention, call ahead.

PROTECT YOURSELF AND OTHERS FROM COVID-19 KNOW YOUR RISK FOR SEVERE ILLNESS
There is currently no vaccine to protect against
COVID-19. The best way to protect yourself is to avoid
being exposed to the virus that causes COVID-19.
Stay home as much as possible and avoid close contact
with others. Wear a face covering that covers your nose
and mouth in public settings.
Clean and disinfect frequently touched surfaces.
Wash your hands often with soap and water for at least
20 seconds, or use an alcohol based hand sanitizer that
contains at least 60% alcohol.
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Everyone is at risk of getting COVID-19.
Older adults and people of any age who have serious
underlying medical conditions may be at higher risk for
more severe illness.
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INDIVIDUAL PREVENTATIVE
MEASURES
Facility Readiness
• Prepare and present communication to inform employees of personal
protection measures they can take to lower the spread of the virus

1.8 M

Avoid close contact

Stay home when you are sick

Cover your mouth and nose

Clean your hands

Avoid touching your eyes, nose or mouth
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MEDICAL SERVICES
Facility Readiness
• Identify medical facilities capable of receiving suspected or confirmed cases of
COVID -19
• Contact to confirm that the outside medical services, including ambulatory
service, are authorized to receive potentially infected workers
• Discuss the Pandemic Control Plan with outside or community health services
• Identify public health protocols and legal requirements

We are here to help
Nemak is prepared to assist employees and their families
suspected of infection by the COVID 19 virus. We have
established communication channels with qualified health
care providers and public health departments in order to
advise team members.
If you are sick at work our First Response Teams will isolate
you for evaluation to determine if you need immediate care, or
to advise you how to contact qualified medical facilities and public health
departments.
If you are sick at home, we have established reporting hotlines and email
services to voluntarily report potential exposure of themselves, infected
family members, or others in the community. Your report is confidential.
To the extent possible, Nemak is prepared to assist you with information
about medical service and public health information.
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COVID 19 CORONAVIRUS
HEALTH SCREENNG
Facility Readiness
• Prepare and present communication about the Coronavirus Health Screening
process
• Acquire and maintain screening equipment
• Train screening personnel on the proper use of screening equipment and
health screening questionnaire
• Train screening personnel to identify signs and symptoms of Covid 19 illness,
and emergency response procedures

We have developed health screening protocols to help keep people safe from infection. The entry
process is critical in maintaining the health and safety of employees and visitors at each of our sites.
In compliance with legal requirements, the location has implemented measures to question
employees, visitors, and contractors as to whether, they have traveled outside the region, if they
have been identified as a confirmed case of Covid 19, and if they have been exposed to potential or
confirmed cases of Covid 19.

Site entry process
Prior to entering a Nemak facility, all employees and visitors
must follow applicable national and local COVID-19 isolation/
quarantine protocols.
Upon Arrival
At each entrance, all employees and visitors will be required to
comply with the following protective measures:
• Maintain a physical distance of six feet (1.8 meters) from
other people
• Wear the provided face mask
• Answer a simple COVID-19 questionnaire
• Have temperature screened

BACK TO NEMAK PLAYBOOK
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SCREENING CHECKPOINT
REQUIREMENTS
Facility Readiness
• Checkpoints include an area to isolate people determined to require further
medical evaluation
• Checkpoints incorporate engineering or administrative controls to maintain
social distance during the screening process
• Checkpoints have bio-hazard control kits on hand for emergency response and
disposal of contaminated materials
• Non-essential entrances to the location are closed

Screening Process
What to Expect
• Maintain Social Distance when
lined up/queued
•

Keep one arm length away from
screener

•

Have your body temperature
measured

•

Answer screening questions*

*Where mobile pre-screening app
is available, use it to expedite the
screening process
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COVID 19 INCIDENT RESPONSE
Facility Readiness
• Established a Covid 19 Emergency response plan
• Train First Responders in isolation and basic evaluation protocols
• Maintain inventory of bio-hazard PPE

COVID 19 Incident Response

If it is determined that the symptoms are not
related to normal occupational exposure then take
the following actions:
1. Trained First Responders must isolate the
worker from other people
2. Contact medical services to perform a medical
assessment
3. Interview the worker to determine contact with
others, including areas within and outside of the
workplace they were present
4. If the medical assessment results in a referral
for outside treatment or examination, or removal
from the workplace for self-quarantine do the
following:
a. Follow Local Health Department/Health
Ministry Guidelines for Release to evaluation
and care
b. Isolate and perform Medical Evaluations on all
persons the person has come in contact with
c. Clean and decontaminate work areas and
other areas as necessary
d. Assess First Responders and monitor for
signs and symptoms of the virus
5. Complete Business Continuity Risk Assessment
6. Review Incident Response
7. Daily follow-up/alignment with worker and family
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Business Continuity Risk
Assessment
•
•
•
•
•
•

Determine time to complete
investigation
Identify extent of
contamination
Evaluate Resources
Determine time to complete
decontamination
Estimate Duration of Business
Interruption
Notify Internal/External
Stakeholders
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RETURN TO WORK FOR AFFECTED
EMPLOYEES
Facility Readiness
• Prepare and present communication of the local COVID 19 Return to Work Policy

Returning people back to work safe and healthy is our primary goal. Employees who have been
exposed or diagnosed with COVID 19 are welcome to return to work when they are recovered and
cleared to do so under the following guidelines:
QUARANTINED PEOPLE WITHOUT A
CONFIRMED DIAGNOSIS OF COVID 19

PEOPLE WITH CONFIRMED CASES OF COVID
19 CORONAVIRUS

Employees may return to work after a 14-day
period of quarantine under the following conditions:
• If during the last 72 hours of the 14-day period
the worker has not had a body temperature greater
than 99°F or 37.2°C without the use of feverreducing medication, and
• No additional symptoms are present (Cough,
shortness of breath).

At the end of a 14-day period from the date of a
test that results in a confirmed case of Covid 19
coronavirus, people who have had a confirmed
case of Covid 19 and have not had any symptoms
without the use of medication for at least 72 hours
may return to work accompanied with a doctor’s
note.

Employees may self-declare that they meet the
conditions for return to work, or they may present
a doctor’s note communicating that they have
completed 14 days of self-quarantine and meet the
return to work conditions.

People with confirmed cases of Covid 19
coronavirus who have received a test with a
negative result may return to work with a copy of
the test result, or an accompanying doctor’s note
verifying the result of the test.

A person who has tested negative for the virus
during the time of self-quarantine may return to
work at any time with a copy of the test result, or a
doctor’s note communicating the negative result of
the Covid 19 test.

A person who cannot obtain a doctor’s note to
return to work, must self-declare that they have not
had any symptoms without the use of medication
for at least 72 hours prior to returning to work.
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Social
Distancing
CAFETERIAS AND CANTEENS
BREAKROOMS, LOCKEROOMS, AND RESTROOMS
ROUTINE PRODUCTION WORK
NON-ROUTINE WORK
REMOTE WORK
OFFICE AREAS AND MEETING ROOMS
RISK ASSESSMENT
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SOCIAL DISTANCING
Facility Readiness
• Prepare and present communication about the importance of maintaining
Social Distance (6 feet or 1.8 meters) and Hand Washing
• Train workers how to complete a COVID 19 Risk Assessment using the COVID
19 Risk Assessment App
• Complete COVID 19 Risk Assessment of all workstations, common areas, and
office space
• Install engineering controls to establish Social Distance and separate people
• Mark floors and work surfaces to delineate Social Distance boundaries
• Develop signage for posting in workspaces and common areas to inform
employees about the importance of maintaining Social Distance
• Include Social Distance module in re-orientation training
• Establish a Social Distance Policy
• Recognize employees for maintaining distance, separate those who violate the
guideline

Limiting face-to-face contact with others
is the best way to reduce the spread of
coronavirus.
Social distancing, also known as physical
distancing, means keeping space between
yourself and other others. Public health
organizations identify social distance as
staying at least 6 feet or 1.8 meters from
other people, avoiding groups, mass
gatherings, and other crowded places.

BACK TO NEMAK PLAYBOOK

1.8 M

Where to Practice Social Distance
• Health Screening Lines/ Queues
• Routine Production Work
• Non-Routine Work
• Shift Change
• Public Transportation and Buses
• Office Areas
• Restrooms and Breakrooms
• Cafeterias and Canteens
• Locker/Changing Room
• During Lunch
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SOCIAL DISTANCING –
CAFETERIA/CANTEEN
Facility Readiness
• Establish Occupancy based on number of seats available to maintain Social
Distance 6 feet or 1.8 meters
• Remove excess chairs
• Mark tables and floors to establish Social Distance borders
• Develop signage for posting to reinforce the importance of maintaining Social
Distance
• Recognize employees for maintaining distance, separate those who violate the
guideline

Social distancing during shift changes and breaks must be managed to reduce the
transmission of COVID 19. Start times, breaks, and meal times should be staggered to
maintain distance during breaks, and minimize contact when entering or exiting and area.
Meal service has been changed at many locations. Pre-packaged meals have replaced
‘made to order’ foods to reduce lines and queues during breaks. Self-serve drink
dispensers are out of service.
Employees are encouraged to bring meals from home to further reduce congestion for
food service

Break Room, and Cafeteria/Canteen Room Example

BACK TO NEMAK PLAYBOOK
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LOCKER ROOMS
AND RESTROOMS
Facility Readiness
•
•
•
•
•
•

Complete COVID 19 Risk Assessment of all common areas
Install engineering controls to establish Social Distance and separate people
Disable sinks, wash basins, and toilets where Social Distance cannot be maintained
Disable fountains and bubblers
Mark floors and surfaces to establish Social Distance boundaries
Develop signage for posting in common areas to inform employees about the
importance of maintaining Social Distance
• Recognize employees for maintaining distance, separate those who violate the
guideline
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ROUTINE PRODUCTION WORK
Facility Readiness
• Complete COVID 19 Risk Assessment of all workstations, material handling
equipment, processing equipment, melt centers, and warehouse
• Consider redesign work areas that results in only a single worker to perform in
isolation defined by social distancing
• Install engineering controls to establish Social Distance and separate people
• Mark floors, work surfaces, and aisle ways to delineate Social Distance boundaries
• Develop signage for posting in workspaces and common areas to inform employees
about the importance of maintaining Social Distance
• Establish policy requiring facemask whenever elimination and engineering controls
can be used to maintain Social Distance
• Recognize employees for maintaining distance, separate those who violate the guideline

Returning to work will have a different look and feel for many employees. We have
redesigned workspaces and workflow to establish Social Distance. In many areas
barriers have been installed and workstation lay outs have been change. Respect
these changes to protect yourself and others, and work with us to continuously
improve manufacturing efficiency while maintaining effective Social Distance.
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NON-ROUTINE WORK
Facility Readiness
• Establish a policy to complete COVID 19 Risk Assessment prior to starting any nonroutine maintenance, engineering, or other indirect support work
• Develop signage for posting in workspaces and common areas to inform employees
about the importance of maintaining Social Distance
• Require all workers, including contractors doing engineering and maintenance work
where Social Distance cannot be established to wear facemasks
• Recognize employees for maintaining distance, separate those who violate the guideline

Non-Routine work is High Risk
Maintaining Social Distance is difficult
during non-routine maintenance and
engineering. Often times this work is done
in teams working closely together. This
is high-risk work. Wear your facemask
to protect yourself and others from the
transmission of the COVID 19 virus.
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REMOTE WORK
Facility Readiness
• Establish Remote Work Policy
• Verify IT connectivity of Remote Workers
• Give access and install Apps to allow remote workers to hold virtual meetings

In line with current industry precautions and recognizing
that some work can be done remotely to maintain social
distance, we will - in conjunction with the re-start of our
operations - consider how working from home arrangements
can be used to keep the number of people at the office at
levels which ensures keeping the required social distance.
Employees working remotely are expected to work regular
work hours and to report all remote connectivity problems to the local IT department
and their supervisor

Tips for Remote Work

• Have a dedicated space to be your home office, treat it exactly like an office and
avoid it after hours.
• Keep your scheduled one-on-ones and your schedule large meetings
• Have clear agendas, resolve audio/video issues at the start of the meetings and
follow-up with clear minutes
• If possible, you can record meetings for those who can’t attend
• Hold frequent alignment sessions with the required employees
• Mindset is powerful, dress like if you’re going to Nemak office
• Maintain a fixed working schedule (start, lunch, end) to synchronize with coworkers.
• Start with the normal working hours of your site or the sites that you deal with the most
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OFFICE AREAS AND
MEETING ROOMS
Facility Readiness
• Determine occupancy based on the number of seats available to maintain Social
Distance of 6 feet or 1.8 meters
• Mark floors and surfaces to establish Social Distance boundaries
• Complete COVID 19 Risk Assessment of all meeting rooms
• Install engineering controls to establish Social Distance and separate people
• Develop signage for posting in workspaces and common areas to inform employees
about the importance of maintaining Social Distance
• Close unnecessary meeting rooms
• Recognize employees for maintaining distance, separate those who violate the
guideline
• Promote virtual meetings
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COVID 19 RISK ASSESSMENT
Facility Readiness
• Train workers to complete assessments using the COVID 19 Risk Assessment App
• Complete COVID 19 Risk Assessment for all routine manufacturing work, nonroutine work, common areas, offices, screening check points, and meeting rooms

COVID 19 Risk Assessment Rationale
TRANSMISSION OF COVID-19 CORONAVIRUS

EXPOSURE

Some persons can be infectious during the
pre-symptomatic stage of illness. Public health
agencies also cannot exclude the transfer of the
virus from infected people that show no sign of
illness (asymptomatic).

The European Center for Disease Control and Prevention (ECDC), WHO, and other agencies such as
OSHA have identified factors contributing to High
Risk Exposure and Low Risk Exposure. Collectively,
these agencies identify High Risk as unprotected exposure with a Potential Covid-19 Case at a
distance of less than 6 feet or 1.8 meters. Low Risk
is considered exposure with a Potential Covid-19
Case at a distance greater than 6 feet or 1.8 meters, or protected exposure when minimum social
distance is not possible

Therefore, if presymptomatic cases and asymptomatic cases are presumed to transfer the virus,
then for conducting a Covid 19 Risk Assessment,
all employees are considered potential Covid 19
exposure cases.

Exposure Rationale:
(1) Unprotected and intermittent direct exposure to potential
Covid 19 case a where social distance of > 6 feet or 1.8
meters is not possible is a High Risk.
(2) Exposure where Social Distance is ≤ 6 feet or 1.8 meters
while wearing proper PPE is a Low Risk.

1.8 M

(3) Exposure where social distance is ≥ 6 feet or 1.8 meters
is a Low Risk.
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Decontamination/
Disinfection
COMMON AREAS AND MANUFACTURING AREAS
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CLEANING AND DISINFECTING
Facility Readiness
•
•
•
•
•
•

Maintain inventory of disinfecting material and Personal Protective Equipment
Train workers on disinfection methods, PPE, and disinfection material safety
Establish a cleaning and disinfection schedule
Clean and disinfect all common areas prior to restart
Develop cleaning and disinfection audit
Develop signage for posting in workspaces and common areas to inform
employees about the importance of cleaning and disinfecting

Cleaning and Disinfection Best Practices
•
•
•
•
•
•
•
•

Use approved cleaning and disinfection products
Read SDS and labels to determine safe use and PPE requirements
Wipe down copiers, desktops, tabletops, and other frequent touch-points after use
Open doors not needed for security to keep door handles clean
Wipe down keyboards and door handles between use
Clean and disinfect returned computers and cell phones
Disinfect keyboards and control panels between users
Clean and disinfect micro wave oven, coffee machine, and vending machines
touch-points
• Use clean paper towels to open restroom doors
• Identify clean touch-points with tags or checklist
• Establish “Deep Cleaning” schedule
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