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RETURN,TO WORK

SAFE & SMARReturn to Work (R2W) Plan
REVISEB.19.20



ColorArt'sCOVIEL9 EmergenciRespons@deam(ERT)
createdhisplanto ensureurTeamMembereejoireach
otherin our spacein the safestand most intelligent
mannepossible

Thefollowingagesletaia phasedR2W planwithmany
new precautionaryneasuresand protocolsfor Team
Membergvorkingn ourspaceandforthosedeliveringp

orworkingnourCustometrfacilities

Wewillcontinu¢o updatehisplanas newinformatiois
learnedndnewstrategiesaredeveloped

Your safety is our number one priority.
We look forward to welcoming you back.
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WHAT WEOVE DONE

HIRED
Newcleaningompany
Buildingittendartb clean/sanitizirspace

PURCHASED

Reusablenaskdorall TeamMembers
Disposablmasksandglovedorvisitors
IndividudlandsanitizeforeachTeamMember
Handsanitizeforeachserviceinddeliveryehicle

6 sanitizingtationsn officet+ 2 in warehousgstocked
with handsanitizedisinfectingipesmasksgloves)
Newsanitizestandplacedt entrancef/1
Temperatuseanningcreen attendadree5/28
Sneezguardg$orConciergdeskINPROCESS
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ENHANCED
Cleaningchedulég DAILY railingshandlesfaucets
andotherhightouchsurfacesestroometc
Electrostatfogging disinfecting
Surface&touchkpointbx / week
Entiréouildin@x/ week
Warehousex/ week
Vehicle@x/week

HVAQUPGRADES

Cleaningdisinfectingf HVAGunit/ coils
UpgradediVAGilters
Increasefiltereplacemesthedule
HVAGsystenenhancement\PDI& UV Technology
(reduceparticles/kilpathogensn the air) UNDER
REVIEW
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Accounting

TIER ONSITEESSENTIAMWOorking remotely hgs Construction

been deemed undesirable anefézctive.

TIER

Warehouse / Delivery
Installers
_Servicé’echs

Leadership TBD

2 ONSITEPREFERREWorking remotely ig Concierge TBD

Project Management TBD

somewhat effective but not ideal / preferregl ion coordinaman

TIER ONSITEFLEXIBLEWorking remotely is b
3 efficienand effective.

L__Fulfillment TBD
—Sports TBD

Facility Services TBD
Otlgales TBD

Design TBD
Workplac8trategyTBD
L__Steelcase Team TBD
Marketing TBD
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BUSINESSTATUSCLOSED

WORHKLOCATIONN/A

WAREHOUSEROTOCOLSLOSED

VISITORINONE

CLEANING DISINFECTINREDUCEBERVICES

OFFICEAYOUT / DISTANCINGA
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PHASE 2
3/15/20
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BUSINESSTATUSOPEN WITH MAXIMUM RESTRICTIONS

WORHKLOCATIONTIER 1 EMPLOYEES WORKRINGTE TIER2 AND REMOTE

WAREHOUSEROTOCOLBIANDATORY TEMPERATURE CHECKS
GLOVES & MASKS REQUIRED, BREAK ROOMSKRE®BFHDTED ACCESS

VISITORINONE

CLEANING DISINFECTINBJLL CLEANING 1 X/ WEEK + RESTROOM 3X / WEEK +
FOGGING 2X / MONTH

OFFICEAYOUT / DISTANCIRGL MEETING SPACE®SED
10
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PHASE 3
5/18/20
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BUSINESSTATUSOPEN ALL PROTOCOLS IN PLACE

WORHKLOCATIONTIER 1 EMPLOYEES WORKINSGTENTIER2 AND IREMOTE

WAREHOUSEROTOCOLBIANDATORY TEMPERATURE CHECKS
GLOVES & MASKS REQUIRED, BREAK ROOMS CLOSED; RESTRICTED ACCESS

VISITORALLOWED PER PROTOCOLS, LIMAYSATIMEBMUST HAVE
TEMPERATURE CHECK AND MASK)

CLEANING DISINFECTINRER STANDARD SCHEDULE 3X /WEEK + FOGGING 2X/
WEEK + HIGH TOUCH AREAS 5X / WEEK

OFFICEAYOUT / DISTANCIRGL PROTOCOLS APRAIY. MEETING SPACES
CLOSEDVIRTUAL MEETING&SASKS IN COMMON AREAS. 11
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PHASE 4

TBD

2]

A0 O gl (isd (KO)

BUSINESSTATUSOPEN LIMITED PROTOCOLS IN PLACE

WORHKLOCATIONTIER 1 AND 2 EMPLOYEES WORKISIGEONER3, REMOTE

WAREHOUSEROTOCOLBIANDATORY TEMPERATURE CHECKS
GLOVES & MASKS REQUIRBAMEBKLY FOGGING; LIMITED ACCESS

VISITORALLOWEWITHVASK AND TEMPERATURE CHECK

CLEANING DISINFECTINER STANDARD SCHEDULE 3X /WEEK + FOGGING 1X/
WEEK + HIGH TOUCH AREAS 5X / WEEK,

OFFICEAYOUT / DISTANCIRGR PLAN ON PAGES 24
12
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PHASE 5
TBD

I

000
000

BUSINESSTATUSOPEN / ALL BUSINESS FUNCTIONS OPERATIONAL

unnn
0o
00

WORHKLOCATIONTIER 1, 2 AND 3 EMPLOYEES WORKBIGE

WAREHOU3EROTOCOLSTANDARD

VISITORRALL VISITORS WELCOME

CLEANING DISINFECTINEER STANDARD SCHEDULE

OFFICEAYOUT / DISTANCINBD

A0 O gl (isd (KO)
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ONSITE SCHEDULE

TUESDAY

4 )

AMTEAM A

vy

(125 PM NO)
STAFF
VISITORS

MONDAY
- N
AM TEAM A
- J
- ~\
PM TEAM A
- J
- ~\
6 PM CLEAN
- J

ONLY

6 PM FOG
CLEAN

FRIDAY

7

~
AM NO STAF
VISITORS
ONLY

J

-
PM NO STAF

'

VISITORS
ONLY

J

WEDNESDAY  THURSDAY
) - )

AM TEAM B AM TEAM B

J - J

™ s ™

PMTEAM B PM TEAM B

J - J

™ s ™

6 PM CLEAN 6 PM CLEAN

J . J

~

6 PM FOG &
CLEAN

-

color
Qrt

RETURN TO WORK

To further promote
distancing, groups
may be separated

into A and B Teams,

at the Division
Leader 6s di
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PROTOCOBLS

For &Safe & Smafforkplace
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PROTOCOLS Co|or°
VISITORS Qart

RETURN TO WORK

Tuesdays 12 PM 5 PM MEETING SIZE
Fridays 7AM 5 PM Maximum 2 Groups in the building at any time
VisitorsReps, Showroom Tours ONLY Stagger start times

Officeclosed to Team members during these timeslaximum 4 People per group including C/A Team
Members no approval required

REQUIREMENTS Senior Managent must approve groups of >4
Visits must be scheduled in advance (use Outlook

Customer Walkthru Calendar) SAFETY

Temperature checks required for all visitors Meeting rooms are for visitors only

Masks requiréat all visitors Adhere to reduced seating protocols

Meeting host is responsible for enforcing all proté&ents meeting room to be used ONLY once per day
and for manually unlocking/ldc&iridoors No food/beverage service

Vistors must stay on marked path thru our space
Visitors mayse 2¢Floor restrooorosly
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PROTOCOLS
OFFICE

ACCESS / OCCUPANCY

Print/copsooms limited t@dcupardt atime
Restroomiémited to 2 occupants at a-tmiedle stalls
temporarily closegptomote distancing

Allareas with orange circleCax@SED

Allmeeting rooms and gathering sgh€eSED
1stFloor Kitchen and 2nd Floorsgatang CLOSED
Coffeemakers, refrigeratarsl ice makers CLOSED
Microwaves to be wiped down before/after use
Nopublic/shared food (candy dishgs, etc

PERSONAL WORKSPACE
Cleadeskof excess materials
Masks are not required while in pevsokspace
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SAFETY / DISTANCING

Masks required in ALL common spaces / hallways / restrooms
Please do not enter other Team Members work spaces
Continugirtuameetings via Zoom, GoToMeetmng,
Whiteboards and dry erase boards in open spaces are BYO
markers/erasers

Continue figharingechnology vs paper/printing

Daily temperature checks required (<100.4 ok)

Continue o mai ntain 60 Membersance
Packagé Mail delivery will continue to bedhebouse
Followdefined traffpatterns thiaffice

SCHEDULE

TeanmMembers to keep R2W Schegditeat altimes
Teammemberallowed 5 minutes additionalunch

17
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SPACE FLOOR MAXIMUM OCCUPANTS

Boardroom s 8 Maintain 66 dista
Coconut Beach 2nd 2 meeting rooms. This
Design Library 2nd 2 translates to a recommended
Flooring Library It 1 occupancy of 1 perspn per
Mailroom 2nd 1 28.26 SF
Media Lounge 1st 0 S limits h

: ‘ : ome occupancy limits have
SRR SO 2 L been reduced based on
Restrooms ALL E seating arrangements
Shamrock e 1
Sunset 2nd 4 Restricted spaces have been
Timberwolf 2nd 2 marked and seating removed
Training Room 1st 10
VIA 1st 4
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PROTOCOLS Co|or®
WAREHOUSE Qrt

RETURN TO WORK

REQUIREMENTS DISTANCING
Termperature checks and masks are requiredMai nt ain 606 distancing
for anyone entering warehouse All forklifts, dollies, etc. to be sanitized daily

Gloves must be worn when handling product qfimit one Team Member on any receiving truck

loading/unloading vehicles _ All drivers are to remain in vehicles during unloadin
Safety glasses to be worn at all times by all  ng access to building

Team Members except in designated path  ¢fice employees are NOT PERMITTED in wareho

Warehouse / Field / Service employees are NOT
PERMITTED in office

Ma n u f aRepsumust schiedule appointments in
advance and follow all protocols
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PROTOCOLS Color*’
JOB SITES Qrt

RETURN TO WORK

REQUIREMENTS SANITIZING / SUPPLIES
Daily temperature prior to entering jobsites Maintain supply of masks, gloves and hand
Masks and gloves required at all times sanitizer in all vehicles

Electrostatic disinfecting of all vehicles 2x / week
DISTANCING Require electrostatic disinfecting on all occupied

Color Art vehicles to be used for essential triﬂ??ﬁﬁ'fﬁ$ or recommend based on occupancy

One occupant per vehielk others travel to
jobsites in personal vehicles

Maintain 6' distancing when possible
One occupant per elevator

20



PROTOCOLS
PREVENTION

&l

©

AVOID EXPOSURE

0
The virus is thought to spreeé
mainly: Between people wh

v
are in close contact with one
another (within about 6 feet).
Through respiratory droplets
produced when an infected
person coughs, sneezes or
talks.

AVOID CONTACT

Stay home as much as
possible. Pdistance
between yourself and other
people Some@eople without
symptoms may be able to
spread virus

(02
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WASH YOUR HANDS OFT ‘, WEAR A MASK

Wash your hands often with -
soap and water for at least 20
seconds. Usehand sanitizer
that contains at least 60%
alcoholAvoidouching your

eyes, nose, and mouth with
unwashed hands.

CLEAN & DISINFECT

Clean AND disinfect frequent{é‘;
touched surfaceaily.

Usea household disinfectant.
Most common ERfyistered
household disinfectants will
work.

Youcould spread COMI®Dto
others even if you do not feel
sick Everyone over the age of z
shouldvear a cloth face cover
when they have to go out in
public Thecloth face cover is
meant to protect other people in
case you are infected.

COVER COUGHS & SNEEZES
Alwaygover your mouth and
nose with a tissue when you
cough or sneeze or use the
inside of your elbow.

Throwsed tissues in the trash.

Immediately wash yioamds. o1



PROTOCOLS COlOI’@
SCREENING & REPORTING '

RETURN TO WORK

Employees are expectesgliperform a daily health scre@md look for the following symptoms of COVID19:
dry cough, shortness of breath / difficulty breathing, sore throat, muscle aches, chills, loss of taste / smell.

IF YOU HAVE SYMPTOMS (INCLUDING FEVER >100.4)

Stay at home or leave the facility immediately

If in the office and walftmgransportatiavait in VIA Conference Room
Notify your supervisor AS3Upervisavill notify timarResources

Seek medical attention

Do not return to work vatilare fever and symptom free for 72 hours

IF YOU HAVE CO\D
Notify yowgupervisor ASABupervisavill notify Human Resources.
Do not return to work until cleared by a medical professional

22



PHASE 4 WORK PL.
1°STFLOOR

Permanent Resident

Ho

1% Temporary Resident

Area Closed

Limited Occupancy
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PHASE 4 WORK PL.

2"FLOOR

Permanent Resident
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gr Temporary Resident

‘%r Area Closed
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Limited Occupa L
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https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://health.mo.gov/living/healthcondiseases/communicable/novel-coronavirus/
https://health.mo.gov/living/healthcondiseases/communicable/novel-coronavirus/
https://health.mo.gov/living/healthcondiseases/communicable/novel-coronavirus/
https://health.mo.gov/living/healthcondiseases/communicable/novel-coronavirus/
https://health.mo.gov/living/healthcondiseases/communicable/novel-coronavirus/
https://www.dph.illinois.gov/restore
https://www.dph.illinois.gov/restore
https://www.stlouisco.com/Your-Government/County-Council/Council-COVID-19-Response
https://www.stlouisco.com/Your-Government/County-Council/Council-COVID-19-Response
https://www.stlouis-mo.gov/government/departments/health/communicable-disease/covid-19/index.cfm
https://www.stlouis-mo.gov/government/departments/health/communicable-disease/covid-19/index.cfm
https://www.stlouis-mo.gov/government/departments/health/communicable-disease/covid-19/index.cfm
https://www.stlouis-mo.gov/government/departments/health/communicable-disease/covid-19/index.cfm
https://www.whitehouse.gov/openingamerica/
https://www.whitehouse.gov/openingamerica/
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.osha.gov/Publications/OSHA3990.pdf
file://colorart/dfsroot/public/COVID-19/COVID-19-Safe-Work-Playbook.pdf
file://colorart/dfsroot/public/COVID-19/COVID-19-Safe-Work-Playbook.pdf
https://rightsizefacility.com/wp-content/uploads/2020/04/Future-of-Furniture-post-COVID-19_CBRE-Furniture-Advisory.pdf
https://rightsizefacility.com/wp-content/uploads/2020/04/Future-of-Furniture-post-COVID-19_CBRE-Furniture-Advisory.pdf
https://rightsizefacility.com/wp-content/uploads/2020/04/Future-of-Furniture-post-COVID-19_CBRE-Furniture-Advisory.pdf
https://rightsizefacility.com/wp-content/uploads/2020/04/Future-of-Furniture-post-COVID-19_CBRE-Furniture-Advisory.pdf
https://www.scottrice.com/wp-content/uploads/sites/906/2020/05/SR-Post-Covid-19-plans.pdf
https://www.scottrice.com/wp-content/uploads/sites/906/2020/05/SR-Post-Covid-19-plans.pdf
https://www.scottrice.com/wp-content/uploads/sites/906/2020/05/SR-Post-Covid-19-plans.pdf
https://www.scottrice.com/wp-content/uploads/sites/906/2020/05/SR-Post-Covid-19-plans.pdf




