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This session will give ‘our
story’ on how we have

reduced injuries by over
80%

NNATIONAL . | Furmiture with fevsonalit -

This session is intended to
share our best practices

NNATIONAL . | Furmiture with fevsonalit -
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Agenda

Who are we?
How is our program structured?
What are the key elements?

Assessments and Continuous
Improvement

Performance
Recognitions
Questions and Answers

NATIONAL. | Flarmittare: with Revsonmlity-
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We strive for an “INJURY FREE" working environmentfor our people.

Safety Is a choice,
Make 1t count.

'CHOICES

The Key to Success

How you Structure
the Program

NATIONLAL | femitire v fersoiv-




Trust

Worksite Analysis

Strong
Culture

AN

SAFETY MANAGEMENT SYSTEM

Management
Commitment

Employee Involvement

Worksite Analysis

Hazard Prevention &

Control

Training

Top Management

Organized Safety Team

Job Hazard Analysis

Lead Measures

New Employee Orientation

Safety is a Value

Safety Suggestion System

Trend Analysis

Planning Matrix

Documentation on Training

Safety Manager Local Emergency Response Team Audit Process Behavioral Based Safety Weekly Topics
Adequate Resources First Aid Team Injury /incident Evaluation Emergency Planning Drills Contractors Safety
Line Accountability for Results Ergonomics Team Job Safety Procedures Ergonomics Ergonomics

Mission Statement with
Policy/Commitment

Safety Representatives Program

Industrial Hygiene Monitoring

Near Miss Program

Employees assist in training

Goal Setting

BBS Site Champions

External Resources

Written Safety Plans

Specialized Training for Supervision

All Relative Items Receive Closure

A.E.D. Program

Personal Protective Equipment
program

Safety Performance Feedback

Housekeeping Rating System

Early Intervention Program

Return to Work Program

Maintenance Support

Contractors Safety Program

Qraanized fili
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Management
Commitment

NNATIONAL | fumitae wi

Management Commitment

Safety is a Key Performance
Indicator at the top level meetings
at Kimball International and
National Office Furniture

Safety is the first agenda item at
these meetings

NNATIONAL | fumitae wi
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Management Commitment

Monthly Safety Management Review Meetings
--- at each location---

Soai et A [
1 ot
3 | we ssm?u a0 [ 570 | @443 | 98 | o |

0] e | e
28 e | s006

# | morovemere prirty | wess we | Gosis san
1 |01t Tme neisens| wat | o
et g
B P
3 [y rate pu morn | A1 | o I=! 0
S Toar Pan | 2 7 7 2 ) 3 2 7 7 z
improvamnes Mot | 2 [2om | ¥
o EAN T [ w [ B8 [ ® | 3 [ % ) ® [ B 1%
5 |fomhesaietycur ot | sigomion
2o 2 @e | 3| w0

NATIONLAL | femitire v fersoiv-

Management Commitment

Investments in our People

Quarterly Safety Trainings

NATIONLAL | femitire v fersoiv-
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Return to Work

NATIONLAL | femitire v fersoiv-

Employee
Engagement

NATIONLAL | femitire v fersoiv-
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Daily Startup Meetings

FINAE V
QG OETALNG - -
‘

NATIONLAL | Fuitare withs fersonaiin-

Safety Teams

NATIONAL. | -
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SEEM Teams

safety employee engagement model

NATIONLAL | femitire v fersoiv-

Work Site Analysis

NATIONLAL | femitire v fersoiv-
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INJURY CAUSATION

Injury

Condition

85% of all injuries statistically are caused by unsafe acts or
behaviors

NATION AL | Fuarmitiare with Revsonalits-

Comprehensive Auditing

Formal Annual Assessments
Quarterly Assessments
Monthly Audits

Weekly Audits

Daily Safety Observations

NATIONLAL | femitire v fersoiv-
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Lean Job Hazard Analysis

Back Page Action Tracking Sheet rev.date 9202016
Comective !
1. i 2 i ing Controls 3. ini ive Controls 4. PPE
1. ot Corrective / Preventive Actions based on specific
2 Agorvaton n ciniod
aowe Projected
o Faime Threats / C?ndl ions e o | compltion
5 Mnd ot on Tosk Dat
o Epesnat

7 Placing hands ngers o oer bocy parts i he Lineof fre Wentiied oo the From Page:

5. Loss of batence, vaction, gip

tables being used properly)?
Do awkward hand/wist repatiive motions occur more than 10
inute?

pinch grips" of parts or material?

e large
panels large frames or itures?

squatting, standing on toes exist?

above the shouider?
Are parts/materials placement organization of workcell needed?
'ASK THE EMPLOYEE IF THEY ARE EXPERIENGING DISCOMFORT
OR PAIN (WHICH WE CAN HAVE AN ERGONOMIST OR
OCCUPATIONAL THERAPIST REVIEW)

40 1bs. andlor over 30°%60°)

Struck by (carts, transfers, machinery. faling objects)
‘Caught In, Under or Between, of I the point of operation(guarding
Bes

pulleys. chains, rollers. etc.
Cuts (sharp edges on conveyor, work surfaces, siorags containers, safe
use of utlty knffe chisels, scissors, etc..)

Sips, rps or fals(fatigue mat, air hose

leciic cords, sippery surfaces.
banding. bags. shrink wrap. o

Hand tools (1ight to0 for he 0b. n good repai, . cracked hammer
hang etc)

Fals (adders, crossovers, stais. clmbing)
Chermical / Dust / Fumes Exposure(proper g wom. fe. Gloves.
aprons, etc.) Verfy Industrial Hygiene Monioring has been completed in
the last 5 years. f applicabe.

yed cords
exposed wires, damaged receptacies, knock outs missing, exposed ive
slectrcal parts)
orkift hazard (aisles identifed, signage I piace and being observed,

NATIONLAL | femitire v fersoiv-

Daily Safety Observations

NOF Daily Safaty Observation Audit T T T owE
Area:
|Revision: september 6, 2016 Department
Auditor:
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
Ves [No Yes [No. Ves [No Yes [No Yes [ No
Process Process Process Process Process
e

There are no slipping or tripping hazards present
such as an airhose (sirhoses must be retained or out
of the way).

Reinforce proper hand placement for ‘stapling and
‘assembly’ operations to avoid stapling injuries (Not
in the LINE OF FIRE)

If applicable, have the operator state when lockout is
required, show the lockout out point and that they
understand the no tolerance policy

The employee or the operation does not use a FIXED
BLADE cutting tool. And only safety utility knives are

used.
[The employees hands are not within 6 of the point
of operation (for patential cuts or being caught i the!
operation)

correct (not in an ackward position)
Verify the employee has been properly trained for the
iob
Compressed air should not be used to 'mave dust’
(ie...get airborne)
‘The employee states there are no hazards or potential
items that need corrected o improved
Hand tools are correct for the job and in good
ndition, including staple guns and pinners

‘The correct PPE is being used on the operation
(glasses, gloves, foot protection, etc)

‘All guards are in place and adjusted properly not to
allow contact wiith the point of operation

the emergency alerts and

stays under the 40 Ibs
The area s clean and organized to

NATIONLAL | femitire v fersoiv-
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6S Scores
Area “IAVG |~
CNC 539 0| 4.216667
Hand Sand/Finish 542 0.2| 4.583333
Assembly 545 0.6 4.35
Upholstery-1 546 0.1 4.3
Upholstery-2 548 0 4.22
Upholstery-3 549 0.2| 3.966667
HWC East upholstery 551 0| 4.483333
HWC West 551 0.1 4.55
HWC east sewing & 1.1| 4.433333
Pack 555 -1.1] 4.333333
Sewing 556 0.2| 4.583333
CSA -0.3] 3.983333

NATIONLAL . | fuvitue witts pesoaiin

OSHA CERTIFICATIONS

STAR
WORKSITE

Safety & Health Achievement
Recognition Program
Consultation: An OSHA Cooperative Program

NATIONLAL . | fuvitue witts pesoaiin
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Prevention

NATIONLAL | femitire v fersoiv-

% of internal Quarterly Safet i
o Q y y Job Hazard Analysis completed Safety Improvement
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Planning Matri

A B G H
1 Action Ereguency i . April May | June
2 v Safety Tour Monthly Nicki x x x x x x x x x
3 | Complete Safety Scorecard -Corporste Wonthly Hicki x P x x x = x x x
4 [AED Check Wonthly Micki/Suzie - x x = x x x x x
5 [Elevator Evaluation/Contractor Log. Wanthly Hicki x « x = x x = x x
5 Matrix on Sharepoint Menthly Nicki x P x * = X x x x
7 [ERTN Mesting Minutes Capt Quarterly [eRT x ® x
8 |Internal Safety Assessment Semi-Annual | Nicki & Emily ®
S [Firse Al Training Compliancs Augit izl B « * *
10 [Fire Drint il Employess
11 Ternaso/Severs Weather Drill a1 Employess x
12 [incruder Dril a1t Employess x
13 [Kkey Leaders Update Meeti Anmually Emily/Angie/Richara/Parvin * x x
14 Annusily | allEmployees/First Aid Resp. 762012
15 [HazCom C: /= pervine Annually Not need per vince
16 |Ergonomics Communication Annually Al Employees 5/28/20
17 [Bomb Threat Awareness Communication Annually Lindy/All Employees
18 [ob Safery Reminder Annually A1l Employees x
19 [Safety Policy Review Annualiy A1l Employess 2.10.2012
20 [simpt, of Alarm System Annually Simplex
21 |Emergency Action Plan Training (Drills) Annustly | ANl Employess «
22 [Firs Extinguisher Training Annuatly ERT x
23 [Emerzency Action Plan Updatas Sami-Annusl |Nickl P
24 Violanca Training 23yesr= Al Employees
25 [Fire Department Watkcehrs Every 2 years |HR/Fire Depe. ==
26 |Post & Take down OSHA Log Anmually Emity/Nicki « x x
27 |Aler: Driving Modules Quartery | Nicki x x x
28 [company Licanse Audic Semi-Annual |Nickl x x *
29 [ Monthiy Stretches. Wonthly Nicki x x x * x x x x x
30 [Job Hazard Anslysis Review -Sheets Quarterdy |Nicki x x x
31 |Update Emer. Action Plan Pits-Plan, Maps, Dist. List Quarterly Nicki x * x
82 [NoTolerance Policy Training Maintenance-N/Apervince | Annually Nicki
33 ChackFirst Ald Kits Quartarly  Nicki n ® ® x
34 |Completed
35
EC

NATIONAL. | Fuarmitire with Revsone)

INJURY CAUSATION

Injury

Condition

85% of all injuries statistically are caused by unsafe acts or
behaviors

NATION AL | Fusituve with Revsonali
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Management Commitment

Investments in our People

Over 1000+ Behavior Based
Site Champions

NNATIONAL | fumitae wi

an “INJURY FREE" working environmentfor our people.

Safety is a choice,
Make 1t count.

CHOICES

NNATIONAL | fumitae wi
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Ergonomic Improvements

Behavioral Based Safety
Ergonomics

We strive for an "INJURY FREE" working
environment for our people

Don't Ever Take Unnecessary Risks B

NATION.AL. | Furmittre withs Revsonmlity=

Early Intervention
Program

NATIONAL . | Fuvitve with Rersonslity-

1/30/2019
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Basic Principle

Early intervention is a proactive strategy designed to
discover early warning signs of MSDs and prevent the
early warning signs from developing into an injury.

NNATIONAL | fumitae wi

Early Reporting is the Key!

NNATIONAL. | fumitae

18
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Stretching Programs

NNATIONAL | fumitae wi

Post Offer Job Function Testing

NATIONAL. | Fusitee w . C H O | C E S

19
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Incentives

For CONTRIBUTIONS to improve Safety

» Safety Improvements
» For being on a Safety related Team

NNATIONAL | fumitae wi

Safety Improvements

NATIONLAL | Fuitare withs fersonaiin-

20
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Employee Engagement
* 316 Ergonomic Improvements
* 565 Job Hazard Analysis
* 3,965 Safety Improvements

* 4,866 Daily Safety Observations

NATIONLAL | femitire v fersoiv-

Comprehensive Auditing

* Formal Annual Assessments

* Quarterly Assessments

NATIONLAL | femitire v fersoiv-

21



SAFETY MANAGEMENT SYSTEM

Management Employee Involvement Worksite Analysis Hazard Prevention & Training
Commitment Control
Top Management Organized Safety Team Job Hazard Analysis Lead Measures New Employee Orientation
Safety is a Value Safety Suggestion System Trend Analysis Planning Matrix Documentation on Training
Safety Manager Local Emergency Response Team Audit Process Behavioral Based Safety Weekly Topics
Adequate Resources First Aid Team Injury /incident Evaluation Emergency Planning Drills Contractors Safety
Line Accountability for Results Ergonomics Team Job Safety Procedures Ergonomics Ergonomics
w Safety Representatives Program Industrial Hygiene Monitoring Near Miss Program Employees assist in training
Policy/Commitment
Goal Setting BBS Site Champions External Resources Written Safety Plans Specialized Training for Supervision
All Relative Items Receive Closure A.E.D. Program Personal Protective Equipment
e EE— program
Safety Performance Feedback Housekeeping Rating System Early Intervention Program
Return to Work Program Maintenance Support
Contractors Safety Program
0 ized fil
Assessment Checklist
N A | | O N A I_ Fursiture with Personalivy
Safety Assessment Checklist Review --- Revision 11/27/2018
Yellow highlighted items indicate a Kimball Intemational standard |
Privileged & Confidential Information
Scorecard Checklist is used as part of the Safety Assessment process to provide
IComNon- n/a |item # + p
supporting details for the Safety Scorecard Assessment
MANAGEMENT COMMITMENT Comments/Suggestions/Recommendations
y Safety policy is written, posted and reinforced on a regular basis (verify)
p \Written Policy is explained to new employees in orientation.
Poli
3 Employees understand written policy. (Survey Employees)
A Is safety reviewed with all employees at plant meetings (Documentation)
Goals are documented and published

1/30/2019

22



Continuum based Safety Continuous Improvement Model’ --- Safety Assessment

Phase 1 Phase 2

Phase 3

Phase 4

Commitment

Safely is not a priory of fhe location's management feam

Safety is reguiatory based and ‘oumership is vith

Safely depariment

Safety is apparentwihin he various levels ofthe management feam

Safety is a core value and accountabifty s wih the managemen feam

Limited if any Safety resources, and not at s management level Dediated Safety Manager

Safety Manager it Gedicated resources

Safety Manager s a member of e business unts long tem sirategic planning

Limited fany accountabilty of Safely is evident. most acions are diiven through the

Safety department instead of at the local levels or depariments

Managers are aware of ssues bu rely on Safely o solve issues

Managers are prozcive, evidenc is obvious

Frontline managers are well engaged, izke ful sccountabilty and drive
confinuous Salety mprovement

o contractorsafety program or plan s

in place no iaining,

o agreements or COIs| Training providd. no forma folow p to assure compliznce to safety standard
thi

ird party ceriiicalion programs may be uliize

‘Centractors are only selected from It of preferred or approved providers

Third party 'certifes' contractors sed, location performs audits toveriy
‘compliancs to safety standards

New hires are not screened Turmover of new hires are frequent (ie... 30% or higher)

A1z hires are scrzened through the SP1 process

Al neyi hires are scrsened frough a pre-employmentipost offer physecal esiing
program

‘Continuous improvement procsss, such a5 lean inroduced. but Safety s nct
included

Safety becomes part of the Confinuous improvement process, al Safety related
ftems receive ciosure

Confinuous imprave

tefors proactvely assure Safety s he primary focus

isin place

No return fo work program for injured employees or if employees are brought back
they are placed in non-produciive jot

Employess ar brought back but ot nto 3 procuctve emvironment

Employess retum to work folowing irfuries n a productie job

Managers of e injred employes take ful responsibiy for the njury and
feinforce the e 10 work program by placing them back nto heir normal job

o policy or goals are in place or I policy and goa
understood by employess

butnal  [Policy and butnot fully underslood and folowed  being mor

proactive than reactive

Poicy and goais viell inderstood, actions being drven to obtzin resuts

vision is a natural part of the:culture (DNA)

Employee

o Satety team or the Safety team is idenfified with imited fraining and effecfiveness
low alfendance, managers donol

Safety teamiswelfrained. mesis on aregular basis, good aftendance:
‘accountabilty given, management supports fo a limited degree:

Safety feam helps develop and provids faining, high levels of eccation
Management supparts participation

‘Advanced form of employes engagement and empowement (e... SEEM)
and s executing at a high evel. Strong degree of management commiment

Employees are either not engaged or accountatle, and are ot partipaing n
mprovement effrts

[Evidence exists that employess are stating to paricipate in proactve measurss t
improve Safety and elminale injures

Employees want accountabiity and shov postive paricipation to eiminate i

and

Ho orfmifed efective progiam for emplogess,
follo-up, sow reaction o complete actions. Legal ssues arse fiom ciims.

Efective communication process.fmited fracking

Strong communicafion betvsen emplojees and managament

Highiy eflectve through local or al
items formally racked and completed n a timely basis Legal ssues relsive fo
claims are nof evident or very infrequent

Employees do not prticipate on Safety relzted feams such as emergency or

emonomics, or teams are Imied in attendance or efectiznsss Teams mectfnd re i o

Effective ieams, meets on a regular basis fo review roles and responsibilities, drills

Fiigh level of confidence and execufion are exemplified vhen emergencies arise

No near miss program exists Liited safety suggestion program in piace

Formal Near miss program in piace that tracks and rends data. Emplojees are
incenivized for pariicipation

Program becomes more relaled lo safety improvemens' than near misses. 5%
o higher participation (eekly) in the near miss program based on the fotal
umber of employess

Formalized or

Job Hazard Analysis ith employee parficipati d

o or informaljob hazard andlysis are performed, job safety procediures are wrien
. creation of documented job safety procedures

vithaut formally assessing

Lean Job Hazard or similar process (al processes reviewed every 18 morths or
less)

All processes reviewed at least annually

Intemal audits are not erormed or ineffctive, no tracking, no ollow up or closure Audits performed. racked and owned within individual work group

Audis are broken donn fiom the plant leve! (generic) o specifc fems

At are specific 1o @ piece of equipment o process

Seris nuriss have occumed Autits performed butno focus on Big Stones

Big Stones recogrized and audited

Big Stones have 3 high level o review and focus. Ho serious injries have
ocoumed for an extended period offime

Injay vesigabions are nct F’“"““g‘a"i;h”s”” petformed on Losttme o medical | 1. faions performed on recordabie inuries ony but not eectiveness

Formal invesfigation through allypes; first id, near miss, elc

Investigations are owned by management of management process vilh highly
sfiecte pravenive actions

y
- ; Fomalsyslem n place vilhrequlr lestng performed based on schedued ime.|All ew maleials orchemicals ars reviewred and approved pror o being used || Chemical,malerils o processes that ceate he nesd for monioning e
Noinustial monicringis perormed ot only when based on emplye complants skl chreipteitipighaits o g piakesh
Location doesnt have @ management sysiem Localion has @ management sysiem bul doesn' aut fois eectveness Location audis the managementsystem e
“L It ‘n‘ It- I I(r
Location | Date of Assessment Category Item Action Owner Expected Date of Completion Completed
RS TS 11535 T T3 TSI 53 VT WG e
s 10/5.6/2016 caeral e Each report has proper signaluras including the njured smployes
ConnE currnt efort 1 fmalize allelechonic 1es a1 SC (and we
y Alfles are well organized The standardized fiing systemis followed
% Gnee it 9 g3y need o sync up across National) Usa ongaing
Verly hal all required baining has been completed which may indude i
5 10/5-6/2016 Frlies Combustible dust, Confined Space, Forklit, Haz Gom, Hearing, Safe Driing, | P23 i fles fo the efectroric fles Lisa 1/1/2016
sC 10/5-6/2016 General ltems Training Operators no longer change tooling Lisa 12/1/2016)
Review oplions (possibly 1e Ino qUIck W3e reviews althe monty
] An advanced safetyraining programs exist fr supenision
s 1075672016 ity R P safelyreview mestings) isa 11172016
SC 10/5-6/2016 PLANT AND OUTSIDE WALK THROUGH
0w 10/5-6/2016 Plant MR2 - employee not wearing safety glasses, HMIS Iabel missing on a container Corrected Lisa 10/6/2016| 10/6/24
Maintsnance ares; housekesping opportunties i specif aress, tems stored under lectca
sc 10/5-6/2016 Plant boxes, bandsaw lef in the upright posiion (non-guarded), no HIIS labeing on a couple [ Review with Waintenance and correct
items, 2 forkiifts (out of service?) didn't have the fire x checked monthiy e s s
s 10/5-6/2016 Plant [wAVE — empioyes not using an ergo ift to pickup mutiple panels ata time: Find or use an ergo it Lisa ongoing
sc 10/5-6/2016 Blant Whitewiood - safety chain on bander notin use, missing HMIS label on glass cleaner Correct i Siisinis i
s 10/56/2017 Security Update master key lsting Waster key lsting was added to Security Plan lsa 1077/2016] 1077/3
sC 10/5-6/2017 security Security plan Plan was uploaded into security section in secure files Lisa 10/7/201] 1077/
Process in place where Safety Manager is provided notfication ofal contractors
v a/5-6/2017 General Items Assure Saey is always aware of upcoming projecls
[work on premises. Managers/Maintenance End of 2017
v 4/5-6/2017 General ltems Managers attending and participating in safety commitee meetings Randomly attend ke tosh el
4 Documentation and acton plans existfiom safetyteam meetings Working on improving minutes documentation
ov 4/5-6/2017 General ltems p ty I 9 proving llosh ‘Apr-17|Aprill Sth 2017
ov 4/5-6/2017 Genera It Industial Hygiene exposures Open diink containers noted
i i i i i losh/Managers 4/1/2017 Continuous Addressing Al
ov o/5-6/2017 General It Fite depariment has toured the facilfy in the past 3year period Document 2017 walk through
=6 enersiltems B ty o HER 9 Josh Date/Time Posted 4/24/2)
Have all employees with potential exposure to Blood bome Palhogens been given
ov 4/5-6/2017 General tems ihe opportuniy o fake Hepaliis B vaccine. Those nol receiving the vaccing mus! - |Create Walrix and Finish series of shots and document ll May 2017-Scheduling-Contract Signed
sign a declination form. Verlfy ine e
ov a/5-6/2017 High Level Ahistory of Is being Startlisting monthly ergo improvements i Ty s
Put dales on lockouttrainings, perfor the 2017 Forkif vaining,
ov a/5-6/2017 High Level Recommendations |Verly hat al equired training has been complefed which may include {esting and dring requirements, Haz Com. Hotwork and conined
space for maintenance. llosh Dates are on lockout machine lists
Anew Safely Manageris given opportunity to attend training from such resources
N . "y a5 National Safety Gouncil, Voluntary Prolection Program, American Saciely of _|Tralning malri created for Josh to attend bofh technical and

46
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PERFORMANCE

NATIONAL | -

12

10.6
10 \

\/\6.9 91% reduction

INJURY RATE

2004 2005 2006 2007 2008 2009 2010 2011 2012 2013 2014 2015 2016 2017 2018

NATIONLAL | fuitoe vt fersona
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LOST WORK DAY RATE

0.2 \ ——0.23

2014 2015 2016 2017 2018

NATIONLAL | fuiture witts fersonaiivy-

WORKERS COMPENSATION COSTS

\ 86% reduction

\ AN )
N2 AN

—— v

2011 2012 2013 2014 2015 2016 2017 2018

NATIONLAL | fuiture witts fersonaiivy-
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RECOGNITIONS

NATIONAL . | Fuvitve with Rersonslity-
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Lastly, why we do what we do!

NATIONLAL | femitire v fersoiv-

We strive for an “INJURY FREE" working environmentfor our people.

Safety Is a choice,
Make 1t count.

'CHOICES
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