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#bettertogether

“Only a group of people who share a body of
knowledge and continually learn together can
stay vital and viable.”

— Max DePree, Leadership Is an Art
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COVID-19 Return to Work Playbook

Playbook Objectives and Audience

This playbook defines our new reality, laying out how we™ll
20 about retuming 1o or continuing in--the workplace

in a way thatr s both safe and human. s divided Into two
major parts. The frst is an overview of corpomte policies
and procedures. Irs a base of essental information

that applies 1o all groups across the organization; ¢ &£,
protocols for health screening, retum 10 work, cdeaning,
ravel and visitors

The second part of the document s composed of sections
specific 1o different arcas of the business: haospitality,
manufacturing, remaill, showmoms, and workplace/ office
It provides addigtonal information specific to each arca of
the business

This playbook offers solid guidance, but we know there
will be times when It be necessary 1o Interpret and apply
our protocols in light of local conditions (e g . government
or other locasl authorities, or Baciliity-specific needs) In
those cases, please work with leadership 1o determine
the right course of action

HermanMiller

This playbook will continuously be updated with current
state/ county level requirements and other expen
guidance You' ll always be able 1o find the most cumrent
version of the play book here Hard copies will also be
avallable but may not be curment

This playbook will also be used o inform the
preparedness and approach of other location wpes
within Herman Miller, our Dealers, suppliers, and

potemntially unrelated third panies that respecs the
appropriate degree of confidentality

“The first responsibility of a
leader is to define reality.
The last is to say thankyou.”™

-~ Max DePree
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Covid-19 Playbook Basic Requirements

Stay vigilant!
See something, say something

It’'s every leader’s responsibility to ensure we’re setting the standard and
enforcing that this is all being followed to the best of our ability. WALK THE

TALK

We have to ensure our people are not getting complacent around the
pandemic. These protocols are most likely going to be here for a while.

HermanMiller



Covid-19 Playbook Basic Requirements

Masks worn over mouth and nose (except when eating and drinking)

Break time shutdowns to completely clean immediate area — three times a day (two
breaks and at end of shift)

6’ social distancing everywhere practical

Gaps between shift start times

» Additional face shields for responders, Facilitators, and TMOQ’s

* Social distancing of work-stations

* Barriers in place to the best of our ability if we can’t meet 6" 100% of the time
* Temp check stations — questions at temp check stations

* Scheduled/additional weekly cleaning of all areas of the plant

HermanMiller



Facility Entrance Temperature Station Examples
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Attention: please follow all Wellness
Center safety measures,

Recent guidelines set by the State require all employees
to follow the below procedures while using the Wellness
Centers to help slow the spread of COVID-19.

Guidelines

Sign in and out for contact fracing.

5 Use hand sanitizer before and after touching any shared
¢‘ surfaces.

Wear your mask at all times including while working out.

Practice social distancing by keeping at least 6 feet
between people.

Wipe down all equipment using disinfectant wipes
before and after each use.

Do not remove tape from equipment.
Limit your use to a half hour per machine.

At this time, only employees already approved to work onsite may use the
fitness centers. No guests or visitors.

GSO Wellness Fitness Center
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Before entering the facility, please perform
your COVID-19 self-assessment!

Have you been diagnosed with CovID-19?
Has anyone you have been in contact with been diagnosed?

Do you have, or have you had a fever in the last 24
hours at or above 100.4°F (38°0)?

Dy
; :i l\{;:u have any _of these symptoms: cough, shortness of breath,
» Muscle pain, headache, sore throat, loss of taste or smel|?

=
=

Shortness
of Breath

Ifyou answereq YES

tions, pleas

Attention: masks are
required in this facility.

GSO Entrance Signage Temp Station

Facility Entrance Signage Examples
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Facility Entrance Attendant Instructions & Schedule

Temp Check Station Decision Tree

Hickory Temp Check Station Schedule
HermanMiller



1. On your mobile device, open the mobile app
store (Google Play, iOS App Store) to search for

and install Kronos Mobile™
ol T B 10:44 AM .
Kronos r © Cancel

& Kronos Mobile™
=4 P
VY e v

3. Once prompted, you must allow Kronos
Mobile to use your location While Using App.
Kronos Mobile will use your location to verify
whether a punch will be permitted or not.
Kronos Mobile does not use or store your
location beyond verifying you are onsite to allow
a Punch In/Out.

2. Once installed, open the Kronos Mobile app.
Enter the Server name
https://mytime.hermanmiller.com/wfc
and click “Proceed”

KRONOS

.

4. Log On by entering your Herman Miller
network username and password (same
username and password used for One Login,
UltiPro) and click “Log On”.

Kronos App Timeclock
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Time Clock Examples

Temp time clock vs APP

Time Clock example



Ped Xing Gate replaced with flashing sign Hands free Gatorade Concentrate dispenser

HermanMiller Video Handsfree Macrowaves



Capacity Limits / Workspace / Meeting Space Socially Distanced Examples
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Capacity Limits / Workspace / Meeting Space Socially Distanced Examples
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Capacity Limits / Workspace / Meeting Space Socially Distanced Examples

Huddle social distance floor marking example FMDS SD floor markings SD workspace
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Capacity Limits / Workspace / Meeting Space Socially Distanced Examples
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Capac:lty lelts /Workspace / Meetlng Space Somally Distanced Examples

Gymnasium SD floor markings One Way Directional Travel Arrows
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Ventilation System Improvement Examples

BAF and Big Dog Fans
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Cleaning Agent Overuse Damage Example - $1800/lift
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Raymond Lift handle example Raymond Lift Handles example
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COVID-19 Audits
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Keep
smiling,
even If
they can’t
see your
face!
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Trick or Treat!
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Thank you!
Questions, Comments, Suggestions?

Scott D. Plummer
Senior Corporate Safety & Sustainability Specialist
Herman Miller, Inc.
616.7171400

Scott plummer@hermanmiller.com
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