
 

Working during COVID-19 – A Quick Guide 
 

The State of Kentucky has mandated that we follow a number of requirements in re-opening our 
business. This will impact the way we have to operate. We firmly believe that following these 
requirements is in the best interest of you, your family and our community. Working together, we will 
one day get to the other side of this virus. Changes you will encounter include the following: 

THE BASICS: 

1) Make every effort to maintain a distance of at least 6 feet from all people at all times 
2) Do not touch anything you don’t need to touch 
3) Avoid touching your mouth, nose and eyes 
4) Wash your hands regularly and thoroughly (at least 20 sec).  Hand sanitizer stations are also 

located around the facility.  Please utilize them often, especially before/after eating, drinking 
and/or smoking  

5) If you see something wrong please notify your team leader, supervisor or shift manager 

BEFORE COMING TO WORK: 

• You will need to perform a self-assessment of your health.  Do not come to work if you do not 
pass the self-assessment.  

• Pack a pen so you know it is yours and do not share it with anyone 
• Remember to bring your lock for LOTO 
• Travel by yourself.  If you must share a ride with someone else, sit as far apart as possible and 

wear a mask at all times in the vehicle 

ARRIVING AT WORK: 

• Park in the North plant parking lot only 
• Enter through the North plant entrance near the front offices (follow the signs).  All plant 

personnel will enter through this same point 
• Lines on the floor indicate how far you should stand from the next person 
• You will undergo a temperature check and brief survey to make sure it is safe for you to work 
• Your PPE will be laid out on a table for collection.  Fastenal machines will not be in use 
• If you do not already have a mask on, you will be given one to wear for the duration of your 

shift.  Please note that these masks reduce the risk of transmitting the Covid-19 virus but they 
will not prevent it by themselves 

• Some time clocks have been moved  
• Do not use your locker if you have one 

WORKING: 

• As many doors as possible have been wedged open 
• Foot pulls have been added to doors that are not wedged open 
• One-way traffic patterns have been established 



 

• Maps have been posted in breakrooms and on message boards to show you traffic direction, 
entry/exit points and time clock locations 

• If you work in the Molds, there will only be one person per workcell wherever possible.  If there 
is more than one, each person will have their own designated space 

• If you work on the Lines, maintain a distance of 6 feet from others.  If you need to be closer than 
6 feet  (e.g. when running rolls for Mexico), there will be extra precautions put in place 

• If you work in Maintenance, do not share your personal tools with anyone.  Any company tools 
should be brought to the crib for sanitization after use 

• If you work in Shipping / Receiving, you must wear gloves whenever handling packages.  
External truck drivers must remain in their vehicles as much as possible, must be observed at all 
times they are inside the plant, and are not permitted to enter past the Shipping Office for any 
reason.  Wipe down anything they touch with sanitary wipes while on our premises.  

• Do not enter the parts crib – only the maintenance supervisor and crib attendant will be 
permitted to enter 

• Team Leaders and Supervisors will make all efforts to stand 6 feet from you when 
communicating with you.   

• Avoid touching your mask unnecessarily 
• Keep your work area as clean as possible to reduce the need for sweeping 

BREAKS: 

• Breaks will be staggered to minimize the number of people on break at the same time 
• The tables in the breakroom have been separated and there is only 1 chair at each table 
• Ice machines in the breakroom have been turned off and all water fountains have been taken 

out of service 
• You will need to wash your hands or use hand sanitizer after touching any equipment in the 

breakroom (e.g. Vending machines, coolers, water dispensers) and prior to leaving the 
breakroom area 

• Large tents have been placed in the parking lots and marks placed on the ground to indicate 
where you should stand.  If standing outside of the tents, make sure you are at least 6 feet away 
from anyone else 

LEAVING WORK: 

• Moldcell worktables will be sanitized at the end of each shift 
• Exit via the North plant only 
• You may dispose of your gloves and masks in the trash bins at each exit door if you do not wish 

to take them with you.  Keep your glasses, side shields, earplugs and other PPE for your next 
shift. 
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