
Quad Safe-at-Work Program 

Quad’s Overall Response to COVID-19 

As Wisconsin, the nation, and the world continue to wage war on COVID-19, Quad’s priority remains
protecting employees’ health and well-being while also protecting the financial health and long-
term viability of the company so that we remain an employer long into the future.

We follow guidance from the CDC and local health authorities, federal and state governments, along
with best practices and recommendations from our healthcare subsidiary, QuadMed.

Quad’s program uses existing staff—Executives, Operations, Communications, Safety, Risk, Legal,
Human Resources, Procurement.

Quad has three daily Crisis Management Team meetings and frequent executive updates to
ensure rapid decisions and communication.
We have standing Legal/HR calls to identify and answer new questions to ensure Human
Resources can provide employees and supervisors with the latest guidance.

Since February 2020, Quad has implemented:
Processes and procedures on good hygiene, social distancing and daily disinfecting to do
our part to fight COVID-19.
A Rapid Response team to assess each potential COVID-19 case, perform contact tracing,
and track employees through their return to work.
A communication strategy that includes regular CEO communications, vlogs, and dedicated
internal and external landing pages with resources for employees and stakeholders.

Quad’s 8-Person Rapid Response Team Assesses, Traces & Tracks COVID-19 Cases 

Quad repurposed its Human Resources Employee Relations/Investigation team (called myQuad)
into a Rapid Response Team that:

assesses each potential COVID-19-related situation,
performs contact tracing to determine whether any co-workers were in prolonged close
contact with the employee
makes the determination of whether any employee needs to self-quarantine, and
stays in contact to determine when each employee and co-worker can return to work,
considering the latest health authority guidance

Using HR investigators to conduct contact tracing provides the right level of experience in:
conducting employee interviews; documenting and tracking investigations; and maintaining
empathy with employees who are going through difficult situations.

The Rapid Response Team process ensures
a thorough assessment,
consistency in decisions, and
employees returning to work based on the latest health authority guidance

Quad’s Rapid Response Team has assessed, responded, and tracked situations involving 270+
employees since late March 2020.



Notification of Cases: All Employees & Supervisors Must Report Potential COVID-19 Cases ASAP 

Every Quad employee and supervisor is responsible for quickly notifying the Rapid Response Team
if they learn an employee:

has been diagnosed with COVID-19;
has COVID-19 symptoms (fever, dry cough, shortness of breath); or
had prolonged close contact (<6 feet & >15 minutes) with someone who has COVID-19

We reiterate this responsibility to all employees regularly through FAQs, communications, posters
at every entrance to facilities, and leader vlogs.  We emphasize that their speed in raising the
situation quickly to the Rapid Response Team helps prevent the spread of COVID-19.

Attached as 001, 002, and 003 are examples of communications to employees and the posters (in English
and Spanish) posted at every entrance to a Quad facility.

Contact Tracing: Quad’s Rapid Response Team Traces Close Contacts and Requires Employees to Self-
Quarantine 

As soon as an employee/supervisor identifies a COVID-19 case, the Rapid Response team follows a
standard protocol for assessing each case ASAP, which includes:

Creating a tracking number for the case and adding the case to a Master Tracking Sheet
Contacting the employee and completing intake questions (brief summary below):

Last date worked in a Quad facility
Any symptoms?  Date started?
Tested?  Results?  Or whether a doctor considers the situation to be a suspected
positive and the employee will not be tested?
Equipment and areas of facility used?  Cleaning process in place?
Prolonged contact with anyone at Quad? (<6 feet for >15 minutes)?

Determining whether the employee must self-quarantine and notifying the employee:
Quarantine start date and end date
Can the employee work from home?

Repeating the intake/determination with each employee identified as close contact
Contacting the local health authority for additional guidance, as needed
Attached as 004 is the Process Map used by the Rapid Response Team for the intake process, which
can be conducted in English and Spanish with bilingual members of the Rapid Response Team.

Supervisors and employees who do not take COVID-19 seriously by not following directions from
the Rapid Response Team are subject to discipline.



 
 
 

 
The Rapid Response team notifies key stakeholders (Plant leadership, Communications, Crisis 
Management team) and: 

Provides communications to employees at the facility, if needed, that includes reiterating the 
importance of:  

staying home and contacting the Rapid Response Team if someone is symptomatic;  
for everyone at the plant, continuing to follow procedures for social distancing, daily 
disinfecting, and good hygiene.   
Attached as 005, 006, and 007 are examples of communications 

Recommends any further action needed to address the situation (further disinfecting, etc.) 

 
Tracking: Quad’s Rapid Response Team Continues to Track Each Case and Reports Metrics Daily to 
Quad’s Crisis Management Team 

 
Following the intake interview, Quad’s Rapid Response Team: 

Contacts each employee periodically to check on how they are doing, and to monitor and 
confirm any changes to their status  
If a previously asymptomatic employee becomes symptomatic, the team: 

Contacts the employee’s close contacts (previously gathered) 
Notifies each of them to self-quarantine  
Updates key stakeholders 

Controls the return-to-work process to determine when an employee: 
With a confirmed or suspected case of COVID-19 can return to work 
Who was a close contact, can return based on being asymptomatic throughout the 
self-quarantine period 

Attached as 008 is the Standard Operating Procedure for the return-to-work process. 
 

The Rapid Response Team reports metrics daily to Quad’s Crisis Management Team on new 
confirmed or suspected cases, new close contacts, and trends in data by location and role.  

Attached as 009 is an example of the daily metrics provided by the Rapid Response Team. 

 
Since February 2020, Quad has implemented and improved guidelines and processes on social 
distancing, daily disinfecting, and good hygiene 
 

Quad’s social distancing guidelines are a key way to prevent the spread of COVID-19 
o We modified tasks and created guidelines, posters, floor graphics, and computer-based 

training on performing close proximity tasks to enhance social distancing. Attached as 010, 011, 
012, and 013 are examples of these procedures and materials. 

o We remind employees that we all need to work together and, ultimately, it is each employee’s 
responsibility to make sure they and their teams are following our social distancing guidelines.   

o Since March, employees who can work remotely have been working from home, including 
95% of Quad’s active administrative employees. 
 

  



Quad’s daily disinfecting protocols ensure equipment continue to be safe to use
o Quad established daily disinfecting procedures based on CDC guidelines so equipment, tools,

and common areas are routinely cleaned and disinfected multiple times each day.
o To help enhance Quad’s efforts to maintain a healthy work environment and prevent the

possible spread of COVID-19, we established daily cleaning procedures for production areas.
o Attached as 014, 015, 016, 017, 018, and 019 are examples of these procedures and materials.

Throughout, Quad continues to emphasize good hygiene as an effective way each individual
can prevent the spread of COVID-19

o For both employees at the plant and employees working from home, Quad regularly reminds
employees to be diligent about washing their hands frequently with soap and water, and not
touching their face.

Protective equipment
o Quad allows employees to use masks that meet CDC and state or local guidance.  Attached as

020 and 021 are posters Quad created and uses at plants on the safe use of do-it-yourself masks.
o Based on the U.S. Surgeon General’s recommendations, Quad provided t-shirts to be used for

masks and the CDC’s instructions on how to create them.
o In addition, Quad provides the option of using Quad-produced non-medical facemasks.  More

information available at https://www.quad.com/masks/
o Quad also reminds employees that a mask is not a replacement for continuing to follow social

distancing guidelines, daily disinfecting protocols, and good hygiene.

Temperature Checks
o Quad will soon pilot the use of temperature checks for employees entering a facility based on

the availability of equipment, such as thermal imaging infrared cameras.

As the COVID-19 situation evolves, Quad updates and enhances our processes, procedures, and materials. 



TO:  Manufacturing ALL 
FROM:  Daren Robarge 
DATE:  April 6, 2020 
SUBJECT:  Working Together to Fight COVID-19 

As you know, the next two weeks in the COVID-19 pandemic will be critical. We need 
to work together to do our part to help flatten the curve of increasing coronavirus 
cases and fight this invisible enemy.  

At Quad, we are not immune. We are now seeing the number of confirmed and 
suspected employee cases rise. Therefore, I have two important topics for you today 
that will help prevent the spread of COVID-19. 

Your Rapid Response is Critical 

To date, we are working with the plant teams in the Franklin 
Warehouse, Martinsburg-Caperton, Saratoga Springs, Westampton, 
West Allis and Woburn as they help their employees work through a 
few confirmed or suspected COVID-19 cases. All employees 
impacted are in our thoughts and we wish them well.   

Given the increase in cases, I am looking for your partnership to 
quickly notify myQuad if you have: 

1. Been diagnosed with COVID-19;
2. COVID-19 symptoms (fever, dry cough, shortness of

breath); or
3. Had prolonged close contact (within 6 feet and >15

minutes) with someone who has COVID-19.

myQuad will work with your plant leadership to assess each situation 
and guide where and when further action is needed, such as 
identifying and helping an employee who had prolonged contact 
transition to self-quarantine safely. Your speed in raising the 
situation quickly to myQuad will help prevent the spread of 
COVID-19. 

Social Distance – Do Not Congregate 



Social distancing is another key way to prevent the spread of COVID-
19. Last week, I sent out helpful links and guidelines for close
proximity tasks and process changes for enhanced social distancing.
This week, I am still receiving reports that some employees are
congregating in certain areas. Do not congregate in the
maintenance shop, cafeterias, on the floor, or after work. We all
need to work together on this and ultimately it is your responsibility
to make sure you and your teams are following our social distancing
guidelines.

Look for computer-based training module that will be published 
soon to reinforce social distancing best practices.  

We will continue to update employees as we learn more. In the interim: 

Continue to work safely and maintain social distances.

Remember that a mask is not a replacement for social distancing
guidelines.

Regardless if you wear a mask or not, you must adhere to social distancing
guidelines.

Be diligent about washing your hands frequently with soap and water, and
not touching your face.

I appreciate your continued patience and hard work during this unpresented time. 

Daren 



REVIEW THESE SCREENING QUESTIONS 
BEFORE ENTERING THE FACILITY.

A. 

B. 

Coronavirus (COVID-19) Response

In the last 24 hours, have you 
experienced a new or worsening 
cough or shortness of breath;

In the last 24 hours, have you 
had a fever of 100.4o F (38o C) or
higher, or had chills?

If you answer YES to either question, 
DO NOT ENTER THE FACILITY: 

go home;
call your doctor for guidance;
notify your supervisor; and
contact myQuad.

If you answer NO to BOTH questions, 
please enter the facility.



REVISE ESTAS PREGUNTAS DE INVESTIGACIÓN 
ANTES DE ENTRAR EN LAS INSTALACIONES.

A. 

B. 

Coronavirus (COVID-19) Response

En las últimas 24 horas, ¿ha 
experimentado una nueva o 
peor tos o falta de aliento?;

En las últimas 24 horas, ¿ha tenido 

más alta, o ha tenido escalofríos?

Si responde SÍ a cualquiera de las dos  
preguntas, NO ENTRE EN LA INSTALACIÓN: 

vaya a casa;
llame a su médico para que lo oriente;

comuníquese con myQuad.

Si responde NO a AMBAS preguntas, 
por favor entre en la instalación.



Rapid Response Process Overview  
Close Contact 

1. myQuad notified by employee or manager 
2. myQuad creates a ticket, generating a tracking number to be added to the tracking spreadsheet.  
3. myQuad refers case to Rapid Response Team 
4. Rapid response team conductor  

a. reviews ticket  
b. assigns based on priority and urgency 
c. adds to master tracker  

i. employee name 
ii. ID  

iii. Location 
iv. Business Area 
v. Phone  

vi. Payclass 
vii. Date added to tracker 

viii. Employee supervisor  
ix. Did they notify the supervisor  
x. Brief description  

xi. Ticket number 
xii. Field HRBP 

xiii. PD 
5. Rapid response team member contacts employee to complete the intake questions: 

a. What was the last date you work in a Quad facility? 
b. Do you have any symptoms of COVID-19? 

i. Date first showed symptoms 
ii. What are the symptoms 

c. Have you been tested for COVID-19? If yes –  
i. What date were you tested? 

ii. What date did you received your results? 
iii. What were the test results? 

d. Where do you typically perform your work in the facility? What equipment do you use?  
i. What is the cleaning process on the equipment? 

ii. Were you wearing any additional PPE, mask or gloves? 
e. Do you use the locker room?  Locker #  
f. Did you have prolonged contact* with anyone at Quad? (*defined as within 6 feet for 15 

minutes or more).  
i. Add their close contact names to the tracker  

ii. Is social distancing being practiced in your location? 
iii. Close contact comments 

g. Did you make your supervisor aware? 
h. Note section is updated every time we make contact with the employee. 



i. Update date contact with rapid response team member  
i. Close Contact Info – who they came in contact with (the reason they were added to the 

tracker) 
i. What date did your close contact begin to show symptoms of COVID-19? 

ii. Were they tested? 
iii. What date was your close contact tested for COVID-19? 
iv. What was the results of the test? 
v. What date did you last have contact with your close contact? 

j. Did you or your close contact receive any instructions from the local health authority? 
i. Can you provide us with a copy of the instructions? 

k. Did you disclose a list of people you had close contact with to the local health authority, 
and does that list match the one you gave to us? 

 
6. RAPID RESPONSE TEAM lets the employee know he or she must self-quarantine, determining 

the length of quarantine and sharing additional resources. Considerations to include: 
a. Quarantine start date 
b. Quarantine end date – move to return to work section 
c. Date returned to work – move to RTW section  
d. Is the employee already working from home? 
e. Can the employee work from home? 
f. Collect any prolonged close contact in the workplace in the event they become 

symptomatic and add to the tracker. 
7. Notification to key stakeholders 

a. See scripting document  
8. RAPID RESPONSE TEAM notifies the Leaves group – for review LOA options, including state 

directed sick pay and benefit premium coverage by the company. 
9. RAPID RESPONSE TEAM contacts the employee periodically to monitor and confirm any changes 

to their status  
a. If they become symptomatic  

i. Contact their close contacts (employees) from list previously gathered  
1. Notify them to self-quarantine  
2. Change their status to self-quarantine close contact 

a. Collect their list of close contacts 
3. Start the monitoring process  
4. Notification to key stakeholders 

a. See scripting document 
ii. Change their status to quarantine- symptomatic 

iii. Update key stakeholders 
10. RAPID RESPONSE TEAM contacts employee on day 12 of the 14-day quarantine period to 

determine if the employee has remained asymptomatic and asks the employee: 
a. See RTW document  

 



Rapid Response Process Overview  
Symptomatic, Confirmed and Suspected Positive Case  

1. myQuad notified by employee or manager 
2. myQuad creates a ticket, generating a tracking number to be added to the tracking spreadsheet.  
3. myQuad refers case to Rapid Response Team 

a. One of the Rapid response team conductors is on-call 24/7 
4. Rapid response team conductor  

a. reviews ticket  
b. assigns based on priority and urgency 
c. adds to master tracker  

i. employee name 
ii. ID  

iii. Location 
iv. Business Area 
v. Phone  

vi. Payclass 
vii. Date added to tracker 

viii. Employee supervisor  
ix. Did they notify the supervisor  
x. Brief description  

xi. Ticket number 
xii. Field HRBP 

xiii. PD 
5. Rapid response team member immediately contacts employee to complete the intake 

questions: 
a. What was the last date you work in a Quad facility? 
b. What are your symptoms of COVID-19? 

i. Date first showed symptoms 
c. Have you been tested for COVID-19? If yes –  

i. What date were you tested? 
ii. What date did you received your results? 

iii. What were the test results? 
d. Have you been tested for COVID-19? If No –  

i. Have spoken to a doctor 
1. Gather details of what the doctor told them  

e. Where do you typically perform your work in the facility? What equipment do you use?  
i. What is the cleaning process on the equipment? 

ii. Were you wearing any additional PPE, mask or gloves? 
f. Do you use the locker room?  Locker #  
g. Did you have prolonged contact* with anyone at Quad? (*defined as within 6 feet for 15 

minutes or more).  
i. Add their close contact names to the tracker  

 



ii. Is social distancing being practiced in your location? 
iii. Close contact comments 
iv. Verify the list of close contacts with appropriate leaders as well as the 

employees they listed 
h. Did you make your supervisor aware? 
i. Note section is updated every time we make contact with the employee. 

i. Update date to reflect when rapid response team member made contact 
j. Have you been in contact with anyone who has symptoms or has tested positive for 

COVID-19? – If yes  
i. Close Contact Info – who they came in contact with  

ii. What date did they begin to show symptoms of COVID-19? 
iii. Were they tested? 
iv. What date were they tested for COVID-19? 
v. What was the results of the test? 

vi. What date did you last have contact with them? 
k. Did either of you receive any instructions from the local health authority? 

i. Can you provide us with a copy of the instructions? 
l. Did you disclose a list of people you had close contact with to the local health authority, 

and does that list match the one you gave to us? 
 

6. Rapid response team member lets the employee know he or she must self-quarantine and that 
we will be following up periodically with them 

7. Contact their close contacts (employees) from list gathered  
i. Add them to the tracker 

ii. Notify them to self-quarantine  
iii. Mark them as self-quarantine close contact 

1. Collect their list of close contacts 
iv. Start the monitoring process  

8. Notification to key stakeholders 
a. If first case in facility (only for confirmed or suspected positive) 

i. Notify crisis management team 
ii. meet with key stakeholders  

iii. plant wide communication from PD  
b. For additional cases or symptomatic  

i. See scripting documentation 
 

9. RAPID RESPONSE TEAM notifies the Leaves group – for review LOA options, including state 
directed sick pay and benefit premium coverage by the company. 

10. RAPID RESPONSE TEAM contacts the employee periodically to monitor their symptoms   
a. See RTW document  

 



FROM:  
TO: [PLANT] - ALL 
SUBJECT: Important Coronavirus (COVID-19) Update for [PLANT] 
  
Dear [PLANT] Employees,   
  

As you may be aware, an employee in the [Department] is a confirmed 
positive for coronavirus (COVID-19). Currently, the employee is self-quarantining 
at home and receiving appropriate medical care. We thank the employee for her  
cooperation and concern for her fellow employees.  
  
We take this matter very seriously and have been working closely with myQuad’s 
Rapid Response Team.  Quad follows CDC and health department guidance and 
protocols for responding to situations involving COVID-19. Based on the guidance 
we have received, individuals who have been in prolonged, close contact (within 6 
feet for greater than 15 minutes) with a confirmed or suspected case of COVID-19 
would need to self-quarantine for 14 days.  We have identified and notified those 
employees who would need to be quarantined.   
  
Continue following all of our social distancing guidelines and practices, 
including how to perform close proximity tasks, to significantly diminish any 
potential prolonged, close contact. Continue practicing good hygiene, washing your 
hands for 15-20 seconds and not touching your faces.  Also continue cleaning and 
disinfecting plant equipment, workstations and other daily disinfected as part of our 
routine COVID-19 procedures.   
 
Thank you for your patience as we work through these uncharted waters.  As the 
COVID-19 situation continues across the U.S., I am looking for your partnership 
to quickly notify myQuad if you have:  
  

1. Been diagnosed with COVID-19;  
  

2. COVID-19 symptoms (fever, dry cough, shortness of breath); or   
  
3. Had prolonged close contact (within 6 feet for greater than 
            15 minutes) with someone who has COVID-19.  

MyQuad’s Rapid Response Team will work with our plant leadership to assess each 
situation and guide where and when further action is needed, such as identifying 



and helping an employee who had prolonged contact transition to self-quarantine 
safely. Going forward, we will continue to notify only those specific 
employees who need to self-quarantine. Otherwise, our facility can continue to 
operate per usual. Your speed in raising any situation quickly to myQuad will 
help prevent the potential spread of COVID-19.    
  
Please contact myQuad (myQuad@quad.com or 1-866-275-3737) with questions.   
We acknowledge this is a stressful situation, but if we work together to 
understand the facts and not let rumors sway our defined process, we 
will overcome this pandemic. Let’s rally around each other and remain optimistic 
and send our well wishes to our co-worker for a quick recovery.   
  

Kind regards,   

[Plant Director] 



FROM:  
TO: [PLANT] - ALL 
SUBJECT: Important Coronavirus (COVID-19) Update for [PLANT] 
  
Como puede saber, un empleado en el [Departamento] es confirmado positivo 
para coronavirus (COVID-19). Actualmente, la empleada está en cuarentena en el 
hogar y recibe la atención médica adecuada. Le agradecemos a la empleada por su 
cooperación y preocupación por sus compañeros de trabajo. 
  
Tomamos esta cuestión muy en serio y hemos estado trabajando estrechamente 
con el Equipo de Respuesta Rápida de myQuad. Quad sigue los dirección y 
protocolos del CDC y del departamento de salud para responder a situaciones que 
implican COVID-19. Basado en la guía  que hemos recibido, las personas que han 
estado en contacto cercano y prolongado (dentro de los 6 pies durante más de 15 
minutos) con un caso confirmado o sospechoso de COVID-19 tendrían que ponerse 
en cuarentena por 14 días. Hemos identificado y notificado a empleados que 
necesitarían estar en cuarentena. 
  
Continúe siguiendo todas nuestras directrices y prácticas de distanciamiento social, 
incluido cómo realizar tareas de proximidad, para disminuir significativamente 
cualquier posible contacto cercano prolongado. Continúe practicando una buena 
higiene, lavándose las manos durante 15-20 segundos y sin tocarse la cara. 
También continúe limpiando y desinfectando equipos de planta, estaciones de 
trabajo y otras desinfecciones diarias como parte de nuestros procedimientos de 
rutina COVID-19. 
 
Gracias por su paciencia mientras trabajamos en estas aguas inexploradas. A 
medida que la situación de COVID-19 continúa en los EE. UU., Estoy buscando su 
asociación para notificar rápidamente a myQuad si tiene: 
 

1. Ha sido diagnosticado con COVID-19; 
  

2. Sintomas de COVID-19  (Fiebre, tos seca, difficulted para respirar); 
o   
  
3. Tuvo contacto cercano prolongada (dentro de 6 pies por mas de
            15 minutos) con alguien que tiene COVID-19.  



El Equipo de Respuesta Rápida de MyQuad trabajará con el liderazgo de nuestra 
planta para evaluar cada situación y guiar dónde y cuándo se necesitan acciones 
adicionales, como identificar y ayudar a un empleado que ha tenido una transición 
contacto prolongada a una autocuarentena de manera segura. En el futuro, 
continuaremos notificando solo a los empleados específicos que necesiten 
autocuarentena. De lo contrario, nuestras instalaciones pueden continuar 
operando de forma habitual. Su velocidad en el aumento cualquier situación 
rápidamente a myQuad ayudará a prevenir la posible propagación de COVID-
19. 
 
Por favor póngase en contacto con myQuad (myQuad@quad.com o 1-866-275-
3737) con preguntas. Reconocemos que esta es una situación estresante, pero si 
trabajamos juntos para comprender los hechos y no dejamos que los rumores 
influyan en nuestro proceso definido, superaremos esta pandemia. Unámonos 
unos a otros y sigamos siendo optimistas y enviemos nuestros mejores deseos a 
nuestro compañero de trabajo para una recuperación rápida. 
  

Saludos cordials, 

[Plant Director] 
 
 



SOP for responding to myQuad tickets from leaders regarding COVID-19 or 
general illness: 

Responses should be sent: 

As soon as initial conversation takes place with the employee and information is gathered 
If unable to reach the person within 24 hours, send update that we are still trying to reach them 
When a RTW date has been identified/confirmed 

Responses should be sent to: 

Copy all from the original ticket/communication and ensure the following are added if not already 
included: 

Immediate supervisor  
PD or other site leader 
Field HRBP (list on HR Central) 
HR Exec Director  

Example text when an employee does not need to stay off work: 

Good afternoon - 
Thank you for notifying us that EMPLOYEE was out due to a fever.  I was able to speak with EMPLOYEE today and 
conduct our intake process.  
 

EMPLOYEE had a slight fever of 99.2 last night which has since resolved.  He suffers from seasonal allergies and his 
symptoms are consistent with those allergies. 
 

EMPLOYEE has not come into contact with anyone who has COVID-like symptoms or a suspected/confirmed case of 
COVID. 
 

I confirmed with EMPLOYEE that they are maintaining the social distancing and disinfecting practices at work and he 
has had no prolonged, close contact with other Quad employees. 
 

Based on my discussion with EMPLOYEE he is able to return to work as long as he remains asymptomatic.  He will 
notify us immediately if his situation changes.  
 

Please let me know if you have any questions or concerns on the above. 
 

Thank you 
Rapid Response Team Member  
 

Example text when an employee does need to stay off work due to abundance of caution: 

Good afternoon - 
Thank you for notifying us that EMPLOYEE contacted you regarding an illness.  
 

I was able to speak with EMPLOYEE this afternoon and his immediate family have had colds over the last couple of 
weeks.  At this time EMPLOYEE has a slight fever of 99.7 and some congestion but no other COVID-related 
symptoms and no known exposure to someone with symptoms or a suspected/confirmed case. 
 

Because EMPLOYEE has been on furlough since 3/26 he has not had prolonged, close contact with other Quad 
employees.  
 



Out of an abundance of caution EMPLOYEE has been asked to remain off work until his fever and other symptoms 
have resolved.  We will check in with him periodically next week and notify when a RTW date has been identified. 
 

Please let me know if you have any questions or concerns on the above. 
 

Thank you 
Rapid Response Team Member 
 

Example text when an employee needs to self-quarantine due to close contact: 

Good evening - 
Thank you for notifying us about EMPLOYEE 's situation.  I was able to speak with him this evening. 
 

His girlfriend's mother has now tested positive for COVID-19 and his girlfriend and child have both been around the 
mother this week and the child is now symptomatic.  The girlfriend and child are both now back in the home with him.  
 

EMPLOYEE is not showing any symptoms but due to being in close contact with his child who is now symptomatic 
but can't get tested we are going to ask him to self-quarantine for 14 days out of an abundance of caution. 
 

EMPLOYEE was last in the plant yesterday but did not have prolonged, close contact (less than 6 feet for more than 
15 minutes) with any co-workers when he worked. 
 

We will continue to check in with EMPLOYEE periodically and provide an update if his situation changes.  We will 
determine a potential RTW date based on his situation as we get closer to that time.      
 

Please let me know if you have any questions or concerns on the above. 
 

Thank you 
Rapid Response Team Member 
 

Example text when an employee is a suspected or confirmed positive case of COVID-19: 

Please note:  first point of contact should be Rapid Response Team Conductors to confirm if plant 
communications are required due to a first incident or growing trend within a plant.   

Good evening – 

Thank you for notifying use about EMPLOYEE’s potential COVID-19 diagnosis.  I was able to speak with her this 
evening and confirmed she has tested positive.

In addition to working on the WEEI160 at the time she started showing symptoms on 3/23 she also used the 
employee entrance, office door, women’s restroom and break room.

She provided the following list of employees with whom she had prolonged, close contact when she last worked: 
Employee 1
Employee 2
Employee 3

We have asked EMPLOYEE to self-quarantine at home and will continue to check in with her periodically to see how 
she is doing.

We have also notified her list of close contacts and asked them to self-quarantine.  We will check in with them 
periodically and monitor for any development of symptoms.  We will identify potential return to work dates as we get 
closer to that time.

Thank you 
Rapid Response Team Member 



SOP for responding to myQuad tickets from employees regarding COVID-19 or 
general illness: 

Follow process to determine if illness, COVID-related or fear-based 

Example text when an employee does not need to stay off work: 

Good afternoon - 
I wanted to inform you that EMPLOYEE contacted myQuad this afternoon regarding a potential illness.  I was able to 
speak with EMPLOYEE today and conduct our intake process.  
 

EMPLOYEE had a slight fever of 99.2 last night which has since resolved.  He suffers from seasonal allergies and his 
symptoms are consistent with those allergies. 
 

EMPLOYEE has not come into contact with anyone who has COVID-like symptoms or a suspected/confirmed case of 
COVID. 
 

I confirmed with EMPLOYEE that they are maintaining the social distancing and disinfecting practices at work and he 
has had no prolonged, close contact with other Quad employees. 
 

Based on my discussion with EMPLOYEE he is able to return to work as long as he remains asymptomatic.  He will 
notify us immediately if his situation changes.  
 

Please let me know if you have any questions or concerns on the above. 
 

Thank you 
Rapid Response Team Member  
 

Example text when an employee does need to stay off work due to abundance of caution: 

Good afternoon - 
I wanted to inform you that EMPLOYEE contacted myQuad this afternoon regarding a potential illness.  
 

I was able to speak with EMPLOYEE this afternoon and his immediate family have had colds over the last couple of 
weeks.  At this time EMPLOYEE has a slight fever of 99.7 and some congestion but no other COVID-related 
symptoms and no known exposure to someone with symptoms or a suspected/confirmed case. 
 

Because EMPLOYEE has been on furlough since 3/26 he has not had prolonged, close contact with other Quad 
employees.  
 

Out of an abundance of caution EMPLOYEE has been asked to remain off work until his fever and other symptoms 
have resolved.  We will check in with him periodically next week and notify when a RTW date has been identified. 
 

Please let me know if you have any questions or concerns on the above. 
 

Thank you 
Rapid Response Team Member 
 

Example text when an employee needs to self-quarantine due to close contact: 

Good evening - 
I wanted to let you know that EMPLOYEE contacted myQuad about potential exposure to COVID-19.  I was able to 
speak with him this evening. 
 

His girlfriend's mother has tested positive for COVID-19 and his girlfriend and child have both been around the 
mother this week and the child is now symptomatic.  The girlfriend and child are both now back in the home with him.  
 



EMPLOYEE is not showing any symptoms but due to being in close contact with his child who is now symptomatic 
but can't get tested we are going to ask him to self-quarantine for 14 days out of an abundance of caution. 
 

EMPLOYEE was last in the plant yesterday but did not have prolonged, close contact (less than 6 feet for more than 
15 minutes) with any co-workers when he worked. 
 

We will continue to check in with EMPLOYEE periodically and provide an update if his situation changes.  We will 
determine a potential RTW date based on his situation as we get closer to that time.      
 

Please let me know if you have any questions or concerns on the above. 
 

Thank you 
Rapid Response Team Member  
 

Example text when an employee is a suspected of confirmed positive case of COVID-19: 

Please note:  first point of contact should be Rapid Response Team Conductors to confirm if plant 
communications are required due to a first incident or growing trend within a plant.   

Good evening – 

I wanted to make you aware that EMPLOYEE notified myQuad about a potential COVID-19 diagnosis.  I was able to 
speak with her this evening and confirmed she has tested positive.

In addition to working on the WEEI160 at the time she started showing symptoms on 3/23 she also used the 
employee entrance, office door, women’s restroom and break room.

She provided the following list of employees with whom she had prolonged, close contact when she last worked: 
Employee 1
Employee 2
Employee 3

We have asked EMPLOYEE to self-quarantine at home and will continue to check in with her periodically to see how 
she is doing.

We have also notified her list of close contacts and asked them to self-quarantine.  We will check in with them 
periodically and monitor for any development of symptoms.  We will identify potential return to work dates as we get 
closer to that time.   

Thank you 
Rapid Response Team Member  
 

 

 

 

 

 

 



SOP for responding when an employee’s situation is determined to be fear-
based: 

- Ask the probing questions 
- Reach out to the leader/site HRBP/HR exec director and notify that the employee is looking for a 

furlough if the business can accommodate (see below for sample text) 
- Track with notes on the sick tracker if the original call came in as potential illness 
- Track in ticket with notes if the original call came in as a fear-based question/concern 

o Add to sick tracker if at any point in the discussion an illness or symptoms are 
introduced into the discussion 

 

Example text when an employee’s situation is determined to be fear-based: 

Good evening - 
I wanted to let you know that EMPLOYEE contacted myQuad about a potential furlough.  I was able to speak with 
him this evening. 
 

At this time EMPLOYEE has not come into contact with anyone who has COVID-like symptoms or a 
suspected/confirmed case of COVID. 
 

EMPLOYEE would like to explore a furlough option if the business would be able to support it.  I have advised 
EMPLOYEE to reach out to his direct supervisor for more guidance.   
 

Please let me know if you have any questions or concerns on the above. 
 

Thank you  
Rapid Response Team Member  
 



SOP – Return to Work following self-quarantine due to suspected/confirmed 
COVID-19, COVID-symptomatic or close contact 

 

An employee was a confirmed or suspected positive and has been released back to work 

Employee can return on the latest of  
o the date through which a health authority tells the employee to remain in isolation 
o the date their doctor tells the employee he/she is safe to return to work 
o 3 days after the employee no longer has symptoms of COVID-19 
o 7 days after the employee first has symptoms of COVID-19 

When the employee does return they are required to: 
o Wear a mask while at work 
o Continue to follow all social distancing and good hygiene practices 

As soon as practicable, provide a doctor’s note of their release 

An employee was symptomatic but not a suspected/confirmed case 

Employee can return on the latest of  
o the date through which a health authority tells the employee to remain in isolation 
o the date their doctor tells the employee he/she is safe to return to work 
o 3 days after the employee no longer has symptoms of COVID-19 
o 7 days after the employee first has symptoms of COVID-19 

An employee is finishing up their self-quarantine but has developed non-COVID-related symptoms 
(sneezing, running nose) 

The employee should consult with their doctor and determine if the symptoms are of concern or 
can be attributed to something such as allergies. 
If the doctor confirms there is no concern (the symptoms are allergies for example) the 
employee can RTW. 

o No written release needed. 
If the doctor guides the employee to remain off work follow that guidance.  

An employee lives with someone who was suspected/confirmed positive for COVID-19 and is now 
released by a doctor or feeling better– when does the 14 days self-quarantine begin?  At the onset or 
conclusion of other person’s illness (despite isolation at home) 

Employee would need to self-quarantine for 14 days from the time the other person’s 
symptoms resolved even if they isolated within the home. 

An employee was a suspected/confirmed positive and has been released to RTW but now someone 
within the home is symptomatic 

Employee can return on the latest of  
o the date through which a health authority tells the employee to remain in isolation 
o the date their doctor tells the employee he/she is safe to return to work 



o 3 days after the employee no longer has symptoms of COVID-19 
o 7 days after the employee first has symptoms of COVID-19 

When the employee does return they are required to: 
o Wear a mask while at work 
o Continue to follow all social distancing and good hygiene practices 

An employee was in self-quarantine due to close contact with a suspected/confirmed case  

The employee can return after 14 days as long as remain asymptomatic AND 
They have had no additional contact with someone with COVID-like symptoms or a 
suspected/confirmed case of COVID-19 

An employee was a suspected positive and test has come back negative  

Employee can return to work as long as they are and remain asymptomatic  

 



Employees Referred by Status

xx new people have been referred 
for evaluation in the last 24 hours

xx total employees have been 
referred to date

xx employees currently in 
quarantine (net yy in last 24 hours)

xx employees have returned to 
work (yy in last 24 hours)
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Employees Referred** by Location

**Referred – supervisor or employee contacts the Rapid Response Team for a COVID evaluation to begin



1 1 1 1
2 2 2

10

3
4

15

3

9
10

6

10

7 7

4

10

6

3

8

5

3

5
4

2
1

10

1 1
2

11 1
2

3
4

24

1

7

11

4

9

7

5
6

3 3
4

9

3

5
6

5

2

6

3
2

1

5

1 1 1

0

5

10

15

20

25

30

3/
12

3/
13

3/
14

3/
15

3/
16

3/
17

3/
18

3/
19

3/
20

3/
21

3/
22

3/
23

3/
24

3/
25

3/
26

3/
27

3/
28

3/
29

3/
30

3/
31 4/
1

4/
2

4/
3

4/
4

4/
5

4/
6

4/
7

4/
8

4/
9

4/
10

4/
11

4/
12

4/
13

4/
14

4/
15

4/
16

4/
17

4/
18

4/
19

4/
20

4/
21

4/
22

4/
23

4/
24

4/
25

4/
26

4/
27

4/
28

4/
29

4/
30 5/
1

5/
2

5/
3

5/
4

5/
5

Nu
m
be

ro
fE
m
pl
oy
ee
s

Employee Quarantine Start & End by Date

Quarantine Start Date Quarantine End Date

Employee Quarantine by Start & End Dates*

*Sample Data shown above



KEEP 6 F   APART MANTENER 2 METROS 
DE DISTANCIA 

(2 METROS) (2 METROS) 



Close Proximity Production Tasks 
 

*Tasks in RED have been analyzed and are required to have 2 people to perform. 
Any task requiring an employee to work outside the Power Zone or lift more than 
50 lbs. must follow safe lifting (using at least 2 people) and good ergonomic 
practices. 
 
 

Press  
These tasks should be completed with 2 people. These tasks take place with a close proximity to 

another individual, we need to create a distance 
awareness 

Installing, removing Plates, Blankets, Cylinders* O.I.M. & P.M. tasks - distance awareness  
Manually webbing the Press* Clearing Stacking equipment jams  
Removing, installing, resetting, handling rollers* Changing Delivery, Folder belts  
Removing, installing Auto-blanket washers* Replacing, Resetting Folder nips  
Jogging / down piling product ( Drum stacker etc.)* Pulling Inspection copies  
Moving, setting up Stacking equipment* Setting / maintaining Color, Register, Compensation  
Moving skid backboards, conveyors, etc.* Color Oks  
Filling Mailing Trays* Manually washing blankets  
Removing, disposing of large splicer Butt rolls* Cleaning idlers  
Replacing, moving web-up butt rolls* Removing paper from roller train  
Manually moving logs of product* Washing up at Press sink  

 Removing Ink trays  
 Scooping books off deliveries  
 Picking product up off the floor  
 Starting the press up  
 Monitoring deliveries on start-ups  
 Cleaning ovens  
 Taping on to the web or butt roll  
 Removing bad product from skids  
 Pulling, flagging skids  
 Setting, replacing Folder nips - distance awareness 
 Food Prep areas (microwaves, etc.)  
 Communicating while running  

 
 
 
 
 
 
 

 



Finishing 

These tasks should be done with 2 people. These tasks take place with a close proximity to 
another individual need to create a distance 
awareness 

 Cartoning at the end of the line 
   *  Make an effort to be set up correctly for 6’ distance 
 Samples run and piling down on the end of the line  
 Leader doing daily book check and bind ok’s (possible) 
   *  Need to make conscious effort to get 6’ 
 Arpac going down and having to stack bundles 
 Sack mail, if more than 1 person is needed to keep up  

    *  May need to pile down with tag and sack later or 
slow line down 

 Pocket feeding on Multi / distance awareness 
 Shift exchange pass-offs / distance awareness 
 Trouble shooting / distance awareness 
 Training on the floor  
   *  Area leader teaching Fill-in Operator how to do 
something  

   *  May be needed if inexperienced people are running 
machines  

  
 



Social Distancing in production areas 
Create workspace distance ideas for social spacing. Use judgement and apply when available. 

Designated space for each individual/removed one person from the area if needed 
Visually mark where people should be working/standing. ( some places, put tape "x"s on the 
ground .) 
Utilize 6s map for designated working areas 
Add conveyers where available and applicable 
Set up pockets farther apart  
(QPS/Handwork) put 2 people on each table set at each corner of the table  
Presses with multiple stackers can select deliveries to stacker that create spacing when 
applicable  
Box machine rearrange to create 6 feet separation 
Stagger compensation stackers whenever possible 
 

Process changes 
Postponed unit OIMs 
Modify process- 2 person tasks into 1 person tasks( added production time) 
We reduced speeds and crew size when applicable 
Take turns (process change, at sink, unit cleaning, inspection)  
After stacker jams- pick up books and move 6 feet apart to jog up. 
Offline cartoning where available ( process change) 

 
Misc. changes to help prevent spread 

Fewer leaders in office 
Continual communication to production leaders 
1 leader on all Gemba walk 
Virtual war room and mini war room 
virtual production calls 
realign work stations in admin 
pulled chairs apart in breakrooms 
food cart postponed 
prop doors open, not fire doors. 

 
 
 

 



COVID-19 Communications 
Board



Quad Confidential & Proprietary

West Allis Finishing



Quad Confidential & Proprietary

West Allis Finishing



Quad Confidential & Proprietary

COVID Communication Board

• Visual markers around the board to raise awareness Social 
Distancing and staying 6 feet apart.

• Board is placed in an information area to prompt employees to 
engage with the board and stay up to date. 

• Monitor located near the board will be used to alert employees 
when the boards content has been updated. (Where applicable) 



Quad Confidential & Proprietary

Communication Board Content

• Corporate Updates (aall emails posted must be shared publicly prior to posting)
• Critical emails from our CEO - Joel Quadracci
• Critical updates from our SVP of Manufacturing - Daren Robarge
• Critical info from our VP of Production - Dylan Blohm
• Critical info from Corporate Safety

• Plant Updates
• Emails from Plant Director

• Production Updates
• Critical emails from Department Head
• Updates to cleaning/hygiene practices 



COVID-19 
Communications Board



Thank You



 

Daily Disinfecting Procedures 
 

To help enhance our efforts to maintain a healthy work environment and prevent the 
possible spread of the coronavirus (COVID-19), the company has established daily cleaning 

procedures for production areas. 
 

Good Personal Hygiene: 
It is highly recommended that employees practice good hygiene by washing their hands with 
soap and warm water for 15 to 20 seconds, then rub their hands vigorously together and 
scrub all skin surfaces. It is the soap combined with the scrubbing action that helps dislodge 
and remove germs 
This procedure should be done numerous times throughout the day and is particularly 
important before employees eat, before gatherings or meetings, or when they have handled 
multiple common objects 
Employees should avoid touching their face, eyes, and mouth with their hands unless 
washed or sanitized immediately prior 

 
Bleach Distribution Stations: 

Facilities have identified a number of locations throughout the facility where bleach 
blending, filling of cleaning bottles and distribution of cleaning supplies for production areas 

o Larger facilities may have designated spaces within each department area 
Each designated area has a designated person(s) who oversees the process for blending, the 
labeling and distribution of the spray bottles and all other cleaning materials being used 
The bleach solution management SOP document will be displayed at all bleach distribution 
stations throughout the facility 

 
Disinfecting Procedures for Production Workstations: 

At the beginning of each shift employees will be tasked with cleaning their production 
workstation 
Department Managers are responsible for posting the Disinfecting Production Area sheet at 
all equipment and communicating with the operators about cleaning expectations 
Operators are required to follow standard cleaning procedures while wearing the required 
PPE when disinfecting all sinks, work surfaces and tools that will be used by crew members 
during the shift 

o Note: Do not spray the bleach solution directly onto the touch screen monitors as it 
may cause damage to them 

After disinfecting the equipment, operators and anyone who assisted with the disinfecting 
process should practice good hygiene by washing their hands with soap and warm water for 
15 to 20 seconds by vigorously rubbing their hands together and scrubbing all skin surfaces 

o It is highly recommended to practice good hygiene by thoroughly washing your 
hands routinely throughout the day 

Department Heads will audit these expectations on a regular basis 
 



 

Disinfecting Procedures for Production Administrative Workstations: 
At the beginning of each shift employees will be tasked with cleaning their work area and 
any vacant areas around them 
Department Managers are responsible for posting the Disinfecting Production Area sheet in 
the workspace and communicating with administrative production employees about 
cleaning expectations 
Department Heads will audit these expectations on a regular basis 

 
Disinfecting Procedures for Area Sinks and Eye Wash Stations: 

Sinks that are frequently used by employees to wash their hands have a designated 
employee and/or group that is responsible for cleaning and disinfecting the basin, handle 
and faucet several times per shift 
Eye wash stations present in production areas are cleaned and disinfected once per shift 

 
Disinfecting Procedures for Man Doors: 

All passthrough man doors in facilities will be left open to prevent the need for touching 
handles, knobs, push plates and push bars except for doors that fall under the following 
criteria: 

o Card swipe/locked due to security purposes 
o Fire doors 
o Safety, environmental or security purposes 
o Privacy concerns 

Plant Directors have determined a designated person and/or group to clean and disinfect 
the doors that are not allowed to remain open 

o Designated employees and/or groups will follow the same disinfecting procedures 
used when cleaning production workstations 
 

Disinfecting Procedures for Water Fountains: 
Water fountains that are open for employees to use have a designated employee and/or 
group to clean and disinfect the basin, handle and faucet on a daily basis 

o Water coming out of the fountain is safe to drink, but it is recommended that 
employees allow the fountain to run for a few seconds prior to drinking 

o Employees are encouraged to fill their personal water bottles or cups from the water 
fountains instead of drinking directly from the water stream 



Herramientas
 Necesarias

Disinfecting the Production area—Each shift Production
One Point lesson

This should be done before performing any production activities: 

1. Pre-wash:  Make sure area is clean of debris. If surfaces are dirty, they should be cleaned using a detergent or 

soap and water prior to disinfection utilizing proper PPE.

2. Prepare Safety Wear: disposable gloves and safety glasses for all tasks in the disinfecting process. 

3. Disinfect Touchpoints: (Handrails, Run Buttons, Keyboards Tools, Bundle clamp handles, Desk 
tops, Consoles, Big Joe handles, conveyors, anything you continually touch in your work area.)

A. Wipe or Spray Area with Bleach and Water Solution. Focus on Work surfaces and Tools.
Do not spray any solution directly on screens, and buttons, toggles, including 
touchscreens. Use a soft cloth for screens and displays with only enough of the dis-
infecting agent as to not have liquid run down the screen during cleaning. 

B. Allow Solution to contact surface for at least 5 minutes. 
C. Rinse well and air dry. 

4. Clean up: Clean Hands with soap and water immediately after gloves are removed. 

Note:  Do not use bleach solution on any touch screens,  use a soft cloth for screens and 
displays with only enough of the disinfecting agent as to not have liquid run down the 
screen during cleaning. 
 

Disposable Gloves
Pre-mixed Bleach solution

 Safety Glasses  

March 25, 2020
©Quad, Inc

Tools/ Materials 
Required



Herramientas
 Necesarias

Desinfectar el área de producción — Cada turno Production
One Point lesson

Guantes desechables
Lentes de seguridad

Solución de blanqueador premez-
clada  

March 25, 2020
©Quad, Inc

Esto debe hacerse antes de realizar cualquier actividad de producción:
1. Prelavado: Asegúrese de que el área esté limpia de polvo. Si las superficies están sucias, deben limpiarse con detergente o 

agua y jabón antes de la desinfección, utilizando el PPE adecuado. 

2. Preparar equipo de seguridad: guantes desechables y lentes de seguridad para todas las tareas en el proceso de desinfec-
ción.

3. Desinfectar puntos de contacto: ( pasamanos, botón para arrancar máquina, teclados, control 
de polipastos para paquetes, superficie de escritorios, consolas , montacargas, transportadores,  
todo lo que toca continuamente en su área de trabajo.)

A. Limpie o rocíe el área con blanqueador y solución de agua. Centrarse en el área de trabajo, he-
rramientas
No rocíe ninguna solución directamente sobre las pantallas, botones, conmutadores, inclui-
das pantallas táctiles. Use un paño suave para limpiar las pantallas, asegúrese de no utilizar 
el desinfectante en exceso al momento de limpiar las pantallas. 

B. Permita que la solución entre en contacto con la superficie durante al menos 5 minutos.

C. Enjuague bien y seque al aire.

4. Higiene personal: Lávese las manos con agua y jabón inmediatamente después de quitarse 
los guantes. 

Nota: No use solución de blanqueador en ninguna pantalla táctil, use un paño suave 
para pantallas y  el  desinfectante necesario para que no caiga liquido por la pantalla
durante la limpieza. 



CCleaning and Disinfecting Production Equipment 
Environmental Cleaning and Disinfection Recommendations from the CDC 
 
This guidance provides recommendations on the cleaning and disinfection of equipment, it is 
aimed at limiting the survival of novel coronavirus in key environments.  The bleach solution 
and cleaning instructions are based on the manufacturer’s directions listed on the Pure Bleach 
brand of bleach Quad is purchasing using QG# 55824.  Please follow the manufacturer’s 
directions for disinfecting on the back of the bleach bottle if a substitute is used. 
 
Materials Needed: 

1 to 6 Gallon Mixing Container  Bleach Label  
printing instructions   

Rubber Gloves 

Bleach QG# 55824 Measuring Cup  Press Clean 
Spray Bottles  
examples: QG# 286707  QG# 286707 

Shop Towels Hand Soap 

Spray Trigger QG# 44837 Safety Glasses  
 
Mixing and Dispensing Instructions: 
Being careful to not directly inhale bleach while pouring 
 

1. Utilize an empty container no larger than 6 gallons to mix Bleach and Water solution. 
Preferably a container with a spigot 
Small, clean funnel may also work 

2. Determine how many spray bottles you need to add bleach solution to.  Utilize Bleach 
Printed Spray bottle QG# 286707 if available, a blank spray bottle and Spray Trigger QG# 
300843, or another bottle may also be used with the bleach label. 

Bleach Label printing instructions. Central Stores has been asked to print copies 
as well. 
Affix bleach label to bottle with carton tape completely covering label so it does 
not get damaged. 
3 ¼  Bleach per gallon of water Solution is only effective for 7 days once it is 
mixed!  Write expiration date on each bottle.   
¾ cups Bleach per gallon of water Solution is only effective for 1 day once it is 
mixed!  Write expiration date on each bottle.   
 
 

3. Once you have quantity of spray bottles needed, add 1 to 5 gallons of water based on 
your needs (one gallon equals 4 quart size bottles).  Add bleach per gallon of water.  
**Based on the manufacturer Pure Bright’s (QG# 55824) disinfecting instructions.  Other 
manufacturer’s instructions could vary, please verify instructions on the bottle if using 
an alternative brand, i.e. Clorox. 

4. Pour mixture into each bottle and distribute as needed. 



5. Do not leave Bleach solution in mixing container.  Do not leave out for business to 
dispense into the bottle.  Each spray bottle will need to be managed.  Each week the 
bottles will need to be replaced with a fresh solution, therefore it is important to 
manage the quantity of bottles. 

6. Every week, dump out each individual bottle, make sure label is properly affixed or print 
out and add a new label.  Re-date the bottle each time a new batch of bleach solution is 
filled. 
 

HHow to Clean and Disinfect 
Surfaces 
 
Prepare Safety 
Wear disposable gloves and safety glasses for all tasks in the cleaning process. 
 
To clean Pre-wash 
If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to 
disinfection.  
 
Wipe or Spray 
Area with Bleach and Water Solution. 
 
Allow 
Solution to contact surface for at least 5 minutes. 
 
Rinse 
Well and air dry. 
 
Clean   
Hands immediately after gloves are removed. 



Surfaces 

Wear disposable gloves when cleaning and disinfecting surfaces. Gloves should be discarded 
after each cleaning. If reusable gloves are used, those gloves should be dedicated for cleaning 
and disinfection of surfaces for COVID-19 and should not be used for other purposes. Consult 
the manufacturer’s instructions for cleaning and disinfection products used. Clean hands 
immediately after gloves are removed. 
If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to 
disinfection. 
For disinfection, diluted household bleach solutions, alcohol solutions with at least 70% alcohol, 
and most common EPA-registered household disinfectants should be effective.  

o Diluted household bleach solutions can be used if appropriate for the surface. Follow 
manufacturer’s instructions for application and proper ventilation. Check to ensure the 
product is not past its expiration date. Never mix household bleach with ammonia or 
any other cleanser. Unexpired household bleach will be effective against coronaviruses 
when properly diluted.  

Prepare a bleach solution by mixing:  
3 ¼  Bleach per gallon of water Solution is only effective for 7 days 
once it is mixed!  Write expiration date on each bottle.   
¾ cups Bleach per gallon of water Solution is only effective for 1 
day once it is mixed!  Write expiration date on each bottle.   

o Products with EPA-approved emerging viral pathogens claimspdf iconexternal icon are 
expected to be effective against COVID-19 based on data for harder to kill viruses. 
Follow the manufacturer’s instructions for all cleaning and disinfection products (e.g., 
concentration, application method and contact time, etc.). 

For soft (porous) surfaces such as carpeted floor, rugs, and drapes, remove visible 
contamination if present and clean with appropriate cleaners indicated for use on these 
surfaces. After cleaning:  

o Launder items as appropriate in accordance with the manufacturer’s instructions. If 
possible, launder items using the warmest appropriate water setting for the items and 
dry items completely, or 
Use products with the EPA-approved emerging viral pathogens claims (examples at this 
linkpdf iconexternal icon) that are suitable for porous surfaces. 

 

Resources: CDC (Center for Disease Control) for more information see https://www.cdc.gov/ 

 

 



 

  
 
 
 
 
Monitors and Touchscreens:  
 

Interim guidance regarding practices and considerations for disinfecting 
electrical controls and screens on production equipment. (Version 2.0) 

Screens: 
1. Safety: Personnel should also understand if it is a touch screen when cleaning it, actions may 

occur with unintended consequences. If the risk of inadvertently initiating action on the 
screen during cleaning is a concern, cleaning should be done with the machine down or the 
screen powered down as the situation would warrant. Coordinate with your plant electrical 
lead or contact corporate electrical with questions or concerns if you are unsure. 

2. Do not spray any solution directly on screens. 
3. Do use a soft cloth for screens and displays with only enough of the disinfecting agent as to not 

have liquid run down the screen during cleaning. These  Kimwipe products  are suitably soft 
Example QG #’s 564525, 212527, 79901 

4. Both alcohol and the appropriate concentration  bleach solution are acceptable at this time. 

Buttons, switches, membranes, rotary potentiometers, slide controls 
1. Do not spray any solution directly on buttons, switches, membranes, rotary potentiometers 

or slide controls. 
2. Do use rags and towels with a minimum of disinfecting agent so as to avoid liquid running 

into places that could cause damage. 
3. Both alcohol and the appropriate concentration  bleach solution are acceptable at this time. 
 

With the myriad of materials, substrates and coatings on the controls and displays of our equipment it is 
impossible to provide absolute guidance.  
 
It is anticipated that with the application of disinfecting solutions occurring multiple times a day, 
damage may occur in some instances. 
 
Look for the legends, artwork and other labeling to start to fade or disappear. Screens may begin to 
haze.  
 
The guidance from the OEM’s  regarding chemical resistance in many cases was not developed with the 
frequency that is anticipated going forward. 



 



Disinfecting/Cleaning 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Kit Locations  
Plant’s add your Location 

Doors & Push Bars Doors Handles 

Glass Doors Kiosk Stations Utility Sink Area 
Break Rooms 

Table Frig, etc. 

 

Bundle Clamp 
Handles Desktop Surfaces Crossovers 

Phones 

Door Handles 

Jogging Tables Bundle Stops 

Passthrough  
Conveyors 

Big Joe Handles Cart Handles 

Kit Contents 
(2) Boxes Gloves, QG# (M)703241 or (L)703242 or (XL)703243 
(1) Roll Paper Towels, QG# 547717 
(2) Spray Bottle Bleach, (Pure Bright) QG# 55824  
  --1 Day Mixture ¾ C bleach per gallon of water 
  --7 Day Mixture 3 ¼ C bleach per gallon of water 

Chemical Table Folder Print Unit Buttons 

Console Skid Lift Quality Table 

Color Console 

**NOTE** Do not spray directly on Screens, Buttons, 
Switches, Membranes or Controls.   
Kimwipe products are acceptable for cleaning screens. 
QG# 564525, 212527, 79901 



This guidance provides recommendations on the cleaning and disinfection of 
rooms or areas of those with suspected or with confirmed COVID-19 have visited. It 
is aimed at limiting the survival of novel coronavirus in key environments. 
 
Here are the recommended steps in the event an employee has been confirmed 
with COVID-19.  This kit will include the proper PPE, products to clean prior to 
sanitizing, how to properly remove the PPE, and the importance of hand washing 
afterwards.  
 
Caution tape is included in this kit to eliminate entry to areas. 
 

o It is recommended to close off areas used by the ill persons and wait 
as long as practical before beginning cleaning and disinfection to 
minimize potential for exposure to respiratory droplets. Open outside 
doors and windows to increase air circulation in the area. If possible, 
wait up to 24 hours before beginning cleaning and disinfection. 

o Cleaning staff should clean and disinfect all areas (e.g., offices, 
bathrooms, and common areas) used by the ill persons, focusing 
especially on frequently touched surfaces. 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
Each kit will contain the following items to use: 
 

 
 

 
Be sure to be wearing the proper PPE for the task being performed.   The PPE 
included in this kit are glasses, face shield, gloves, apron, coveralls, respirator, & 
surgical masks.   
 
The areas need to be cleaned prior to disinfection.   You cannot properly sanitize 
any area if it is dirty with grease, ink, or dirt.   Scrubs in a bucket can be utilized for 
this.  

Cleaning refers to the removal of dirt and impurities, including germs, from 
surfaces. Cleaning alone does not kill germs. But by removing the germs, it 
decreases their number and therefore any risk of spreading infection. 
Next, the areas need to be disinfected.  Disinfecting works by using chemicals 
to kill germs on surfaces. This process does not necessarily clean dirty 



surfaces or remove germs. But killing germs remaining on a surface after 
cleaning further reduces any risk of spreading infection. 

This can be done with either bleach or utilizing the Virex product. You can use 
EITHER product.   

Disinfection Instructions for Mixing Products 

Bleach: 

Prepare a bleach solution by mixing: 
o 5 tablespoons (1/3rd cup) bleach per gallon of water or 
o 4 teaspoons bleach per quart of water 
o Use pre-printed bottle  

Cold water should be used for dilution as hot water decomposes the active 
ingredient of bleach and renders it ineffective as well.   Bleach should not be 
mixed with other detergents as it can cause a dangerous chemical reaction.  
If the surface is dirty, first use a general cleaner & rinse before using bleach 
for disinfection. For effective disinfection, diluted bleach should be used 
within 24 hours after preparation as decomposition increases with time if left 
unused.   
The bleach solution must sit on the surface for at least 5 minutes for 
disinfection 

Virex: 

Prepare a Virex solution by mixing: 
o 1 oz of Virex per gallon of water  

The Virex solution must sit on the surface for at least 10 minutes for disinfection. 

 
How to Clean and Disinfect 

 

Surfaces 

If surfaces are dirty, they should be cleaned using a detergent or soap and 
water, or general purpose cleaner prior to disinfection. 



For disinfection, diluted household bleach solutions, alcohol solutions with at 
least 70% alcohol, and most common EPA-registered household disinfectants 
should be effective. 

 
Personal Protective Equipment (PPE) and Hand Hygiene: 

Cleaning staff should wear disposable gloves and gowns for all tasks in 
the cleaning process, including handling trash. When mixing bleach, make 
sure to be in a well ventilated area. Try not to breathe in product fumes.  

o Protective gear (PPE)  Wear rubber gloves, gowns/aprons, & eye 
protection.  The PPE should be compatible with the disinfectant 
products being used. 

o Additional PPE (Faceshield) might be required based on the 
cleaning/disinfectant products being used and whether there is a risk 
of splash. 

o Gloves, gowns, or aprons should be removed carefully to avoid 
contamination of the wearer and the surrounding area. Be sure 
to clean hands after removing gloves. 

Gloves should be removed after cleaning a room. Clean hands immediately 
after gloves are removed. 
Cleaning staff should immediately report breaches in PPE (e.g., tear in gloves) 
or any potential exposures to their supervisor. 
Cleaning staff and others should clean hands often, including 
immediately after removing gloves and by washing hands with soap and 
water for 20 seconds. If soap and water are not available and hands are not 
visibly dirty, an alcohol-based hand sanitizer that contains 60%-95% alcohol 
may be used. However, if hands are visibly dirty, always wash hands with 
soap and water. 
Follow normal preventive actions while at work and home, including cleaning 
hands and avoiding touching eyes, nose, or mouth with unwashed hands. 

o Additional key times to clean hands include: 
After blowing one’s nose, coughing, or sneezing 
After using the restroom 
Before eating or preparing food 
After contact with animals or pets 
Before and after providing routine care for another person who 
needs assistance (e.g., a child), elderly, or anyone who is 
immune compromised. 



 
Linens, Clothing, and Other Items That Go in the Laundry 

Do not shake dirty laundry; this minimize the possibility of dispersing virus 
through the air. 
Wash items as appropriate in accordance with the manufacturer’s instructions. 
If possible, launder items using the warmest appropriate water setting for the 
items and dry items completely. Dirty laundry that has been in contact with an 
ill person can be washed with other people’s items. 
Clean and disinfect hampers or other carts for transporting laundry according 
to guidance above for hard or soft surfaces. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Bleach Solution Management Production Department

March 25, 2020
©Quad, Inc

1. Designated Area: Each Production department should do the following.  Larger plants should 
have 1 location in Press and 1 in Finishing.

Note:  Do not use with other chemicals—especially ammonia or ammonia based products.  
Use in well ventilated areas.

2. Designate Person(s): Responsible for overseeing the blending of the bleach solution in large 
container for dispensing.

Have large container with pre-mixed solution in 
       central location.

Have a copy of the SOP at the central location(s).
Have spare bottles with labels at central location.

3. Label each container: If you do not have bottles already labeled as BLEACH, use any spray 
bottle and attach label.

bottles and labels are available in Central Store
Bleach
Be sure to document date filled

4. Keep a spreadsheet of where bottles are located and when each bottle was filled.
Replace bottles 7 days after solution was mixed.
It is OK to pour unused solution down the drain.
It is OK to reuse a spray bottle multiple times

Tools/ Materials 
Required

Disposable Gloves
 Safety Glasses

Bleach and Water
Larger Container

Spray Bottles 
Labels     



Do-It-Yourself 
Cloth-Based Masks

Coronavirus (COVID-19) Response

When wearing a mask at work, make  
sure it follows the guidelines below so you  

stay safe around moving equipment.

Proper mask hygiene is important:
Be careful not to touch 
eyes, nose, or mouth 

when removing. 

Wash hands 
immediately after 

removing.

Routinely launder 
using hot water 
and detergent.

ACCEPTABLE
 

the face

NOT ACCEPTABLE



Mascarilla a Base de 
Tela Hecho en Casa

Coronavirus (COVID-19) Response

Cuando uses una mascarilla en el trabajo, 
asegúrate de seguir los lineamientos siguientes, 
para mantenerte seguro cerca de la maquinaria.

Es importante usar higiene correcta al usar mascarillas: 

Ten cuidado de no 
tocar los ojos, nariz o 

boca al quitártela.

Lávate las manos 
inmediatamente 

después de quitártela.

Lávala constantemente, 
usando agua caliente y 

detergente.

ACEPTABLE
 

 

NO ACEPTABLE


