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PACKAGING Internal Memo

To: All Employees

From: Joe Grilli

Date: 3/16/2020

Subj: Coronavirus Hygiene Practices (slide 1 of 2)

* Please wash your hands regularly, which includes prior to punching in or after punching
out

* |f you must sneeze or cough, then please make sure you sneeze/cough into the fold of
your arm

* Exercise “Social Distancing” practices for the following:

*  When getting in line to punch in or out, please provide adequate space between
each other

* On breaks or lunches, it is recommended to not share food or drinks with one
another

* Try to keep safe distances, as best you can, in your work environment

* We will eliminate the need to have meetings in offices and/or the training room for
the near future

(continued)
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PACKAGING Internal Memo

To: All Employees

From: Joe Grilli

Date: 3/16/2020

Subj: Coronavirus Hygiene Practices (slide 2 of 2)

* We reached out to our cleaning company last week to request that additional sanitizing

practices are put into place and they began this past weekend at implementing them into
our facility.

* These are all basic practices that we should all be aware of and practicing during these
challenging times. As more information becomes available, then we will provide
everyone with an update. If you have any questions regarding the Coronavirus Hygiene
Practices, then please feel free to contact Rachel Heavilin or myself.

Thank you,
Joe Grilli



Coronavirus - Employee Guidance

Please note the below guidance regarding the Coronavirus. All questions/concerns should be directed to your
local HR representative.

> If you have tested positive for Coronavirus, you are to stay home until you are cleared to return to work by a
health care professional.

»If you have been to an area of concern, are exhibiting symptoms, or have been exposed to someone who has
tested positive for Coronavirus, we encourage you to visit your health care provider and we ask that you
contact your local HR representative to discuss the best way to proceed to keep everyone safe.

»Don’t shake hands! All physical contact should be limited, but let’s take a pro-active step and eliminate
hand-shaking while there are significant health concerns. As an alternative, nod your head or wave to
acknowledge each other.
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& 9 Roye, France & 21, Vaja Hungary A 33 Vyazma, Russia A a5 Victoria, Seychelles ® F EKiev Llllu'aine
& 10, Schweighouse-sur-Moder, France A 22 Aprilia, Italy A 34 Pontevedra, Spain A 45 Khotyn, Ukrzine P Pittslburgh,PA USA
& 11, Veauche Franca A 23 Campegine, ltaly A 35 Reus, Spain & 47 Youngstown, Ohio, USA . H: Chicago, II.,U‘E:A
A 12 Villenewve-sur-Lot, France A 24 Incisa Scapaccing, Italy A 35 Deventer, The Netherands A 4B Inspeva, 530 Paulo, Brazil '
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What is Trivium Doing to Prepare?

» We have formed a Business Continuity Management team to ensure we have regular updates of
how this could impact our people and our business; we are reviewing the CDC updates daily

» We are maintaining regular contact with our suppliers and customers to understand any potential
Issues they are experiencing that could impact our business

> Communication —

» We are using our Marlin boards to communicate precautionary guidelines to our employees
» In-depth updates will be provided at plant meetings, town halls, etc. or as they become relevant
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Coronavirus - Global Guidelines for Trivium Locations
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Please avoid physical contact such as shaking hands.
Install (additional) disinfectants in all strategic areas (reception area, offices, meeting rooms...).
Wash your hands extensively and frequently.

Ask your cleaners to pay specific attention to handrails, door handles and community areas such as cafeteria, meeting rooms,

rest rooms etc.

Display the recommendations of the Center for Disease Control and/or your local Health Authorities (for work or home related

activities) or World Health Organization.

Cover your mouth and nose with a flexed elbow when coughing and sneezing. If you use atissue, discard of it immediately

afterwards into a closed bin.
Clean your personal devices frequently and avoid sharing them (such as pen, mobile phone).

Please contact your HR representative prior to returning to work if your exposure risk is heightened by travel to a ‘red zone’
area or have shared space with other affected persons (for medical questions please contact your doctor or local medical

services).
Limit non-essential meetings in person with customers, suppliers and contractors and try to have meetings via calls instead.

Facemasks should be used for people who show symptoms of COVID-19 or people who potential are in close settings with
persons possibly exposed. TRIVIUM
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Guidelines for Travelers

** 5 If traveling Internationally, ask yourself and check with your manager if trip can be postponed.
D= > Postpone travel to China and avoid any non-essential travel to Italy or other “red zone”.
@ > Be aware of potential disruptions or delays due to intensified screening measures at airports.

» Take a portable disinfectant with you (hands and personal devices such as mobile phone) .

» "J' » Try to avoid touching public objects (i.e. door handles) with your hands.

90)® > rollow the precautions described by the Center for Disease Control (CDC) or World Health

Organization (‘WHO?’) for travelers.

TRIVIUM

PACKAGING



Guidelines for Truck Drivers

> Please don’t shake hands with local staff .

®— | > Please respect instructions given by the manufacturing plants.

|

@ » Please wash your hands extensively and frequently.

> Please cover your mouth and nose with a flexed elbow when coughing and sneezing. If

o=

you use atissue, discard of it immediately afterwards into a closed bin.

"
& > Don’t share your pen if you need to sign documents.

CDC » Follow the precaution of the Center for Disease Control or World Health Organization
S (‘WHO’) to protect yourself and others.
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Guidelines for People in Contact with Truck Drivers
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Don’t shake hands with truck drivers.

Wash your hands extensively and frequently.

Cover your mouth and nose with a flexed elbow when coughing and sneezing. If
you use atissue, discard of it immediately afterwards into a closed bin.

Don’t share your pen if documents need to be signed.

Be aware of truck drivers entering a manufacturing plant and observe for
possible warning signs of sickness. Follow Global guidelines if warning signs are
observed.

TRIVIUM

PACKAGING



oS30
Guidelines for Meetings W

Meeting organizer should evaluate if possible, to meet via Skype.

@

» Evaluate if meeting participants are associated with a current “red zone” or may have been in
contact with contaminated persons.

Please avoid physical contact such as shaking hands.
If your meeting requires travelling, follow the travel guidelines
Wash your hands extensively and frequently.

Please follow the guidelines of the Center for Disease Control or World Health Organization

(‘WHO’) to protect yourself and others.
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WHO- Guidance on Protecting Yourself

Protect others from getting sick Protect yourself and others from getting sick
Wash your hands

« after coughing or
sneezing

: « when caring for the
@ sick
e

« before, during and
Avoid spitting in public o@ g

Avoid close contact when you
) S
& are experiencing cough and fever

after you prepare food

‘@ / « before eating
If you have fever, cough and

difficulty breathing seek medical

y care early and share previous travel

L ter hndllng nlml
World Health

Organization 4 or animal waste

« after toilet use

« when hands are
visibly dirty

Protect others from getting sick
Wash your hands
When coughing and sneezing
cover mouth and nose with
flexed elbow or tissue

Wash your hands with
soap and running water
when hands are visibly

Throw tissue into closed bin dirty

immediately after use tfiyour hands are not

A\ visibly dirty,

Clean hands with alcohol-based ) & /4  frequently clean them

hand rub or soap and water e ks, by using alcohol-based

after coughing or sneezing and hand rub or soap and

when caring for the sick o A water
@) b &) g et TRIVIUM
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WHO- Stay Healthy While Travelling

#7235 World Health 723N World Health 7% World Health
%72 Organization ;%72 Organization S Organization

) Word Health TRIVIUM
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D @ Centers for Disease Control and Prevention

Follow Advice from the CDC or WHO

g CDC 24/7: Saving Lives, Protecting People™

World Health
Organization
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https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-public
https://www.cdc.gov/coronavirus/2019-ncov/index.html




