
Ergonomics Program
Adapts Jobs to the People Who Perform Them

Disclaimer: This template is provided by the Maine Department of Labor, SafetyWorks!.  The object of this template is to assist Maine workplaces in meeting basic written program requirements.  It is the employer's responsibility to modify this template to be workplace specific to clearly define exposures, responsibilities, and protective measures to be taken. Be sure to delete any notes made in this template, as they are for reference only and not intended to part of this plan. Please contact SafetyWorks! by email at general.bls-safetyworks@maine.gov or at 1-877-SAFE-345, if you have any questions. 
Facility Name: 
Facility Physical Address: 

Prepared by:					
Date Prepared:        
 
(Company Name) is committed to improve our employees' comfort and well-being by identifying and correcting ergonomic risk factors on the job. This program applies to all work operations, both in our workplace and on the road.

Under this program, a team of our employees will be available to evaluate tasks which include risk factors and/or cause pain or discomfort.  In order to do this, we need your early reporting of risk factors or discomfort.

Our goal through this Ergonomics Program is to prevent the occurrence of work-related musculoskeletal disorders by controlling or eliminating the risk factors which cause them. This program ensures that all affected employees are aware of job-related risk factors and provides information and solutions to alleviate them. 

If, after reading this program, you find that improvements can be made, please contact (insert position title here). We encourage all suggestions because we are committed to the success of our Ergonomics Program. We strive for clear understanding, safe and efficient work practices, and involvement in the program from every level of the company.



Ergonomics Team
(Name of Person Responsible for Ergonomics Program) is responsible for our Ergonomics Program.  This team consists of employees trained to recognize ergonomic risk factors.  After a review of the following, goal(s) and objectives were developed to reduce the likelihood of ergonomic injuries.

· Industry hazard data
· Injury and illness data
· Near miss and incident investigation reports
· Employee symptom survey data
· Workplace assessment by Workplace Healthcare Provider and Ergonomics Team

The current goals and objectives for our workplace is as follows:

· Goal/Objective
· Goal/Objective

The members of our Ergonomics Team are:

	Name
	Department
	Phone Number

	Fill in name and contact info
	
	

	Add additional rows if needed
	
	



The Team members have been trained to recognize problem jobs, identify risk factors, and develop solutions to reduce those factors. 

In addition to the team members listed above, all first line supervisor(s) have been trained to identify risk factors and to encourage employee(s) to request an evaluation by an Ergonomics Team Member.




Injury/Medical Management
(Healthcare Provider) is the health care provider we have chosen to provide medical treatment for our employees with injuries or illnesses relating to ergonomic factors. They have visited our facility and are familiar with our specific workplace job procedures and the job risk factors. 

Employees will be trained to recognize risk factors.  Immediately upon the identification of risk factor(s) or symptom(s) of discomfort associated with their job duties, employees are to report to their immediate supervisor or an Ergonomics Team Member.  A determination will be made at this time if a medical evaluation is necessary with the Healthcare Provider.

Every work procedure that contains risk factors and/or discomfort or injury will be evaluated. 
 
After an injured employee who has been treated by the health care provider, the following procedures are used to monitor the recovery process and their return to work.
 
· (list your procedures monitor the recovery and return to work) 
· (add additional bullets as needed) 

The Ergonomics Team has developed a list of light and restricted duty jobs which have low musculoskeletal risks. This list is a valuable resource for assigning duties to recovering employees until they can resume their normal job functions. These jobs include:

· (list light duty tasks) 
· (add additional bullets as needed) 

After verification of an employee's job-related injury or illness, our safety manager and a member(s) of the Ergonomics Team will review this plan and re-evaluate the workstation to determine if additional practices, procedures, or redesign of the station could be implemented to prevent similar injuries.


Identifying Problem Jobs 
There are several methods used to identify problem jobs which are most likely to result in ergonomic disorders. The Ergonomics Team initially reviewed and will periodically monitor injury and illness records such as the Log of Work-Related Injuries and Illnesses and workers' compensation data to identify patterns of ergonomic-related injuries and illnesses.

In addition to this review of data, a workplace assessment and employee symptoms survey was performed and reviewed. 

The workplace assessment was to identify tasks for the following risk factors: 
· Rate and number of repetitions: performance of the same motion or motion patterns every few seconds for more than two hours at a time. 
· Postures and limb positions: fixed or awkward work postures such as overhead work, twisted or bent back, bent wrist, stooping, or squatting, for more than a total of two hours. 
· Vibration: use of vibrating or impact tools or equipment for more than a total of two hours. 
· Loads/lifted: lifting, lowering, or carrying of anything weighing more than 25 pounds more than once during the work shift. 
· Loads/static: holding a fixed or awkward position with arms or neck for more than ten seconds. 
· Muscle forces: continually pulling or pushing objects. 
· Work pace: piece rate or machine paced work for more than four hours at a time (legally required breaks cannot be included when totaling the four-hour limit). 

Our Ergonomics Team has identified the following jobs at our facility as having these ergonomic risk factors:

	Job Title 
	Risk Factor 
	Possible Solutions 

	
	
	

	Add additional rows if needed
	
	



Unfortunately, not all tasks are performed and/or evaluated at the time of a workplace assessment.  Some non-routine tasks will still need an evaluation.  The Ergonomics Team will need you to help us identify those tasks which may not have received an assessment at this time due to their infrequent nature.

If there is a task not listed in the previous table that you believe should be on it, please talk to an Ergonomics Team Member.

Solutions 
When a job, process, or equipment has been evaluated, the Ergonomics Team or a Team Member completes a risk factor checklist. Through this checklist, problems are identified for correction and supervisors and employees in the affected areas are notified. The Ergonomics Team Member, in conjunction with those affected employees, will develop possible solutions, choose the most appropriate solution, implement the changes, and follow up to determine the effectiveness. 

For each problem job which has been changed, we maintain a file of the improvements and changes completed. The file contains documentation of the ergonomic-related illnesses or injuries, the actual changes made, and any similar incidents which occurred after the changes were implemented. 

The checklist will include a follow-up date to ensure the changes were effective and are being continued.  Upon a successful change, any affected documentation will be updated such as Job Safety Analysis, Standard Operating Procedures, orientation, or annual training data, etc.

Employee Training 
All employees who work at (Company Name) will receive initial training as outlined below: 
· How to recognize workplace risk factors associated with work-related musculoskeletal disorders and the ways to reduce exposure to those risk factors. 
· The signs and symptoms of work-related musculoskeletal disorders, the importance of early reporting, and medical management procedures. 
· Reporting procedures and the person to whom the employee is to report workplace risk factors and work-related musculoskeletal disorders. 
· The process the company is taking to address and control workplace risk factors, each employee's role in the process, and how to participate in the process. 
· Opportunity to practice and demonstrate proper use of implemented control measures and safe work methods which apply to the job. 

In addition to this training, first line supervisors will also learn to recognize the non-verbal cues of ergonomic symptoms, as well as their responsibility to immediately report concerns to an Ergonomic Team Member.

This company will not implement any policy or practice which discourages reporting, or which results in discrimination or reprisal against any employee who makes a report.

Enforcement 
Constant awareness of and respect for ergonomic hazards, and compliance with all safety rules are considered conditions of employment. Supervisors and individuals in the Safety and Personnel Department reserve the right to issue disciplinary warnings to employees, up to and including termination, for failure to follow the guidelines of this program.



Process for developing and Ergonomics Program

1. Develop a team and train in the identification and control of ergonomic injuries based on your workplace.  Ensure team consists of your medical management provider, if possible
a. Office
b. Driving
c. Industrial/construction/manufacturing
2. Analyze the workplace
a. Near misses and injury reports
b. Worker’s compensation claims
c. Industry data
d. Employee symptoms survey
e. Behavioral observations in the workplace
3. Measure progress
a. Develop goals, objectives, and an action plan based on Step 2
i. Leading indicator goal: early reporting
ii. Leading indicator goal: reduce ergonomic hazards by using a pre-post hazard assessment
iii. Leading indicator goal: reduce worker discomfort by using a pre-post symptoms survey
iv. Leading indicator goal: increased participation in stretching, ergonomic evaluations, or work breaks
v. Lagging indicator goal: reduce injuries/illness related to ergonomic hazards
4. Administrative policies or procedures to consider implementing:
a. Hazard identification and reporting system
b. Stretch and rest breaks
c. Job rotation
d. Wellness program
e. Medical management program
f. Non-compliance policy for not reporting
g. Early reporting system
5. Develop processes
a. Conducting an employee symptoms survey
b. Performing observations
c. Performing evaluations and follow-up evaluations based on risk
d. Budget/finance and equipment procurement
6. Communications plan
a. Goal(s), objectives, and action plan
b. Training plan for all employees
c. Action plan for the processes developed in step 5
d. Team to work with the employee to find appropriate corrective measures.  Employee to “give corrective measures time and effort to work”
7. Train all employees per their roles and expectations
8. Evaluation and sustainment plan
a. Continuous improvement… how to sustain and progress
b. How and when do you measure your goal?  How do you communicate to all employees?
c. What is the process for requesting an ergonomic evaluation?  What about when employees change jobs, workstations, or vehicles? 
d. New hire training to recognize ergonomic hazards
e. Sustaining early reporting and emphasis on ergonomics
f. Sustaining evaluators and Ergonomics Team Members
g. Follow up feedback from employees; do they like changes, any new problems, need more training, what should be different?


Symptoms Survey
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Please complete a separate page for each area that bothers you.
Check area: O Nedk OShoutder O Elbow/Forearm 0 Hand/Waist 0 Fingers

OUpperBack OlowBack OThigh/Knee  Olowerles 0 Ankle/Foot
L Please put acheck by the word(s)that best deseribe your problems:

1) Acing/ Cramp 9 Numbness/ Tingling 7) Stiftness
2) Buming 5) Pam 8) Weddness
) Loss of Color 6) Swelling 9 Other

2. When did you fxst notice the problemn? ummber of monthe  -or- years ago

5. How long doss sach spisods lsst? (please chack)
) Less than 1 howr 3) 24 houss to L week: 5) 1month to 6 menthe
2) 1hour to 24 hours 9 Tuweek to L month 6) more than 6 months

4. How many separate spizodss have you had in the st yess?

5. What do you think ceused the problem?

6. Haveyouhad theproblemmthe st 7days? O Yes  ONo
‘OPTIONAL
7. How would you rate this problem? Mark an ¥ on the line.
RIGHTNOW:  None Unbearable
ATITSWORST:  Nene Unbearsble
5. Have you had medical restment for this probiem? O Yes  ONo

I s, what was the diagnosis?
9. Honw much time have you lost from swork in the Las year because of this problem’ dsys
10, Howe many days in the lst year were you on modified duty because of this problem? dsys
11 Have you changed jobs becsuse of s problem? O Yes  ONo

12. Plasse comment on what you think would mprove yous symptoms:
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OFFICE ERGONOMICS: WORKSITE ANALYSIS FORM

Date: Number of years at this job:
Analyzed by: Previous experience in similar jol
Task Analysi
Work schedule: Break schedule: Breaks taken away from the office? Y N
How many hours per day - at the computer?: has. Any previous or current injury? Y N
reading?: has. Past(s) of body:
on the telephone?: has. Any previous or current discomfort?” Y N
spent seated?: has. Past(s) of body:
spent standing?: has.
Ofher significant tasks: Which tasks in pasticular are associated with discomfort?:
Workstation Analysi
Possible Problems Recommended Solutions Priority’ | Person Responsible Date for
Completion
“Prioritization:
Give higher priority to finding solutions for risk factors which:
« affect pats of the body where an injury has occurred  »  are present in tasks which are performed for longer periods of time

* are associated with physical discomfort «  have simple, casily implemented solutions,
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OFFICE ERGONO S: WORKSITE ANALYSIS FORM

Environmental Analysis:

Possible Problems Recommended Solutions Priority | Person Responsible Date for
Completion

Organizational Analysis:

Possible Problems Recommended Solutions Priority | Person Responsible Date for
Completion

Notes:
A3
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Analysis and Implementation Guide

Workstation Analysis

Keyboard
Questions Possible Problems Potential Discomfort Recommended Solutions
« Adjust seat height so that elbows are at
Forearm and elbow the same height as the keyboard.
Is the keyboard o Risk Factor: Awkward Postures N . deetable sorks
ocated oo + Raise or lower adjustable worksurfaces
K rh:* that 'hf‘hd Typing with bent wrists increases Waist and hand in systems funituse so that they aze just
wrists aze in a new chance of tendinitis of the hand below seated elbow height.
posture (notbent up, [ n |and wrist, as well as caspal . - " .
‘*‘;‘:“ o to the side) tunnel syndrome. b ;;rahi’:i‘ ihe |+ Place keyboard and mouse on
while typing 8 e asticulating keyboard tray and adjust
gers
tray height and tilt until wrists are
working in neutral posture.
Risk Factor: Static Loading « Adjust seat height so that elbows are at
Lifting forearms up elevates Forearm and elbow the same height as the keyboard.
hands and reduces circulation.
Isthekeyboardata (] N0 | Bending elbows too much places Weist and hand + Raise or lower adjustable worksurfaces
height which places st = - = ot
stress on tendons in the joint. in systems furniture so that they are just
the forearms Oyt below seated elbow height.
approximately YES Numbness, tingling and
parallel with the Risk Factor: Awkward Postures | burning sensations in the |4 Place keyboard and mouse on
floor? Dropping forearms down to fingers articulating keyboard tray and adjust
seach keyboard results in bent tray height and tilt until wrists are
wwrists. working in neutral posture.
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Keyboard

Questions Possible Problems Potential Recommended Solutions
Discomfort
Risk Factor: Static Loading Shoulder and upper
asm Use a wrist sest for support d
Continuously supporting the tusing
Are the wrists DONo= | eight of the forearms fatigues pauses in typing.
supposted by a wrist the muscles of the upper arms. Wist and hand
restdusingpausesin [ 1o g | Risk Factor: Awkwvard Postures Use asmrests on the chair for forearm.

typing?

Forearms tend to drop when
fatigued, resulting in bent wrists.

Numbness, tingling
in the fingers

support during pauses in typing.

Risk Factor: Contact Stress

Replace hard wrist rests or wrist rests

‘Hard wrist rests o sharp edges Wist and hand
with worn fabric with new, padded
I the wrist rest padded I NO | on keyboard trays place precouce hwom pad
and covered with a soft, disectly on the carpal tunnel. Numbness, tingling
nonirritating fabric? [y n | Fabrics with rough material build | and busning sensations Pad sharp edges on keyboard trays with
up heat under the palms and in the fingers. foam (e.g. - pipe insulation) as long as
sestrict movement across the thickness does not affect wrist posture.
keyboard.
Riok Factor Staic Loads Remove any obstacles (desk drawers,
isk Factor: Static Loading xes, waste baskets)
Are the cond (o 2 boxes, waste baskets) that prevent
elbows close to the A Lifting elbows up and to the Neck and a sitting close to keyboard.
sides of the body when sides or out in front of the body shoulder Avoid using chair armrests that are
thehands areonthe  [] yps§ |makes the muscles in the upper fasther apast than shoulder width.
Keyboard? acms, shoulders and neck work wer word to seate:
e Lower keyboard worksusface to seated.
elbow level.
Lower or remove armrests that are too
high and don't allow the arms to hang,
A the shoulders O o= |Risk Factor: Awkward Postures down natusally.
mhxedﬂ:t:.. the bands Hunr;\nm‘\“g ll‘\‘emn‘:::r;e e Neck and shoulder Rasee chair and provide footrest f feet
eyboad? g :‘d‘: e the e e are not fully supported by the floor.

Lower keyboard worksurface to seated
elbow level.
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Input Devices (Mouse/Trackball/Touch Pad)

S & L

Questions Possible Problems Potential Discomfort Recommended Solutions
« Use keyboard shortcuts to reduce the
Neck and shoulder number of reaches to other input
devices.
. Elbow and forearm |+ Use input device with the other hand
Istheinputdevice [ o |Risk Factor: Awkward Postures (e - swwitch to left-handed wse if right-
(mouse / trackball / Long reaches to frequently used Hand and wwrist Thanded).
touch pad) directly to input devices can cause fatigue in i
the side of the the muscles of the shoulder and ©  Clear off desk space or relocate
keyboard? Oves8 |neck. Numbness, tingling and computer to provide room for the input
burning sensations in the | device.
fingers +  Use akeyboard tray that is wide enough
to accommodate the input device, or
attach adapter to cusrent keyboard tray.
* Useavoice navigation program with
voice commands in place of nput
device use.
If you need to raise the input device:
Risk Factor: Static Loading Neckand shoulder |+ Place input device on top of book or
Elevating the hand when stack of papers.
reaching up to input devicesona | Elbow and forearm | Use a platform that places the input
s theinputdevice  [Jno= |high worksusface reduces device over the keyboard 10-key.
:fr:::i at ““‘:ms‘\“ cm"ﬂ-lahﬂ:;:\d Pk‘ﬂw;;:dlhm'ﬂmd Hand and wrist If you need to lower the input device:
eight as or slightly stress on the joints of the arm. i
higher than the O yees |hand K + Useakeyboard tray thatis wide enough
Keybourd? Numbness, tingling and | to accommodate the input device, o
“ensations in. attach adapter to cusrent keyboard tray.
Risk Factor: Awkward Postures | "8 the °r ke ¥
fingers *  Usea platform that places the input

Reaching down to use input
devices results in a bent wrist.

device over the keyboard 10-key.
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Input Devices (Mouse/Trackball/Touch Pad)

Questions Possible Problems Potential Discomfort Recommended Solutions
Shoulder
Risk Factor: Repetition Elbow and foreasm Remove and clean mouse ball or
Does the bl O x0= | Poosly maintained input devices trackball.
mouse/ te can cause tracking and input Hand and wrist
movefeelymdiatt = which mun then b Check cables to make suse they are fully
wellmaintained YES S | corvected, resulting in Numbness, tingling and | Pluggedin.
unnecessary repetition. busning sensations in the
fingers
Shoulder
Is software related to Elbow and forearm Install software and customize cursor
the input device O xo= |Risk Factor: Repetition elority, aceeloration ancl sive
installed, and is the Lack of training and appropriate Hand andd et
user trained in. software can lead to input errors Assign clck and deag or dowble cick
customizing the O ves 8 | and unnecessary sepetition. Numbness, tingling and | functions on programmable input
vase to theis ‘burning sensations in the | devices.
needs’ fingers
Elbows and foreamn Let go of the mouse when not actively
Oxo= | wsingit.
Is a loose grip used Risk Factor: Force .
on the mouse or other Gripping the mouse tightly Hand and wris Switch to using keyboard shorteuts
input device? O yes® |strains the tendons in the hand instead of pull-down or pop-up menus.

and wrist,

Numbness, tingling and
burning sensations in the

Use a mouse or other input device
which is designed to better fit the hand.
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Monitor Ao
Questions Possible Problems Potential Discomfort Recommended Solutions
If you need to raise the monitor:
* Place it on top of the CPU.
Risk Factor: Awkward Postures * Place it on top of reams of paper.
Can the monitor Ox~o= Looking up at the monitor + Use amonitor stand or arm.
screen be viewed fatigues the relatively weak neck Back of neck If you need to lower the monitor:

without tlting the
head up at all or more [ YESD
than slightly down?

‘muscles that lift the head, while
looking too far down fatigues the
‘muscles which support the
weight of the head against
gravity.

* Remove tilt/swivel stand and tilt with a
ook under the front edge.
* Lower monitor work susface.

* Cutinto work surface and lower portion
for monitor.

* If the monitor is viewed the most, center

O no |Risk Factor: Awlkuward Postures
Can the monitor be. it directly in front of the QWERTY
viewed by looking. Twisting the head while looking | Back and side(s) of neck |  portion of the keyboard.
straight ahead? O yes |Syourmonitor loads the neck + If documents are viewed more often,
muscles unevenly. place the monitor just to the side and
angled in.
* Sitclose enough to monitor to read
without leaning forward.
i . Back of neck
L the monitor close I N0 |Risk Factor: Awloward Postures  Use a lasger font size for text and.
e Sitting too far from the monitor i on graphics,
enough to read from can result in leaning forward to Lower and uj back
comfortably? OvesB |read ot PP *  Have annual vision exams and make

sure any prescription lenses are suited
to computer work.
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Monitor

Questions Possible Problems Potential Discomfort Recommended Solutions
Move monitor fusther away on desk
O e |RiskTactor: Awlicard Postures susface.
Is the monitor atleast (] 5o
. Sitting futher back from the
18" away from the Eummaﬂmsaz Shoulder and upper arm Use a keyboard tray to move the
eyes? i er
e O yes 8 |comfortable viewing distance can ‘keyboard further back.
result in zeaching forward to use
Install a corner wnit with more zoom for
the keyboard. the monitor.
Does the monitor At g “ .
display: Headaches just brightness and contrast controls
daches to improve image and reduce flicker.
* have good
:""’c‘i:‘:; o N0 |Risk Factor: Awkward Postures Eye strain Display black characters on a white
P such as leaning forward to read ‘background for improved contrast.
* haveahigh blusry text.
enough Ovesn Neck and upper back Have a PC technician optimize
‘brightness level? YES resolution and refresh sate on the
+ have bright Low back geaphics card.
‘::';“5" nds that Repair or replace older monitors.

flicker?
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Other Office Eq

vl

Questions Possible Problems Potential Discomfort Recommended Solutions
Risk Factor: Awkward Postures
Can the telephone be « se asy in private offices.
wsed without having, Oxo= Tilting the head to one side and Use a speakerphone in private
to hold the handset ‘hunching ene shoulder can strain | Neck and upper shoulders [+ Use a headset in cubicles or open office.
between the car and (] vEs 8 |the muscles in the neck and r—
shoulder? wupper shoulders on that side,
while over-stretching the muscles
on the other side.
Make soom so that keypad devices can
e pulled close.
Risk Factor: Awkward Postures Shoulder Use  padded wrist rest for use dusing
Can10key Ovoo rard | pauses in keypad entry.
e adother 10-key use can be just as
devices with keypads repetitve “g"““‘m‘* use, yet Elbow Place devices on pull out "bread boards”
ased in a neut often devices like this are placed to place them at the appropriate height.
::rh“g tal - Dveso |2000 they require long reaches Hand and wrist e !

to use.

Look for ways to consolidate keypad
device functions onto the computer,
such as using tape calculator software in
‘place of the 10-key calculator.
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Paper Documents

Questions Possible Problems Potential Discomfort Recommended Solutions
e e e Ol now |Risk Factor: Awkeward Postures Neck Place documents on copy helders to the
are referenced while [ 3 o oleward Bostur side of the monitor and at the same
typing at the Documen height, or between the monitor and the
o - the desk susface resultin leaning, Upper back x
PP O yes8 |forward and tilting the head eyboard.
copy holders to the forvard oo L
side of or just below e ow back Make sure copy holders are large
the monitor? enough to handle the size of the
documents in use.
Are carbon or O xo= |Risk Factor: Force Fill out ncliuple copy forme on the
carbonless copy Pressing down to make multiple | Elbow and forearm typewsiter.
forms which st be [ copies results in relatively high
ves B Create electronic forms that can be flled
flled ot by band hand forces. Wrist and hand. e e et e

copies.
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Chairs

A13
Questions Possible Problems Potential Discomfort Recommended Solutions
Place a rolled up towel or attacha
‘zemovable back support cushion to
existing back support.
Risk Factor: Awkward Postures
O No= | Lack of low back support inhibits Remove or lower arm rests which may

Does the backrest

e normal S-shape of spine while prevent sitting back fully due to contact
provide supp siting which puts adltional Back ‘with front of desk or keyboard tray.
ctrest on and can
Oyso contribute to low back pain. Adjust the back rest o the small of the
‘backs in contact with the most outeward
curved aes of the back support.
Replace the seat pan if it's too long and
doesn't allow for sitting back fully in
chair.
O ~0o> |Risk Factor: Contact Stress Adjust chair seat height so feet are
Are fect touching the Circulation to the legs and feet is Leg and foot supposted by the floos.
floor? reduced due to contact between. tingling, numbness PP -
0 yes & | the front edge of the chair and the
S |t emighe, Use a foot rest to support feet.
Adjust the back rest/ lumbas suppost
o forward to shorten chair seat.
Is there a comfortable 1 N | Risk Factor: Contact Stress
amount of space Cizculation to the legs and feet is Leg and foot Place a rolled up towel or attach a
between the edge of reduced and pressure is placed. fingling, mumbness removable back suppost cushion to

the seat and the back
of the knees? Oy

o the nerves at the back of the
knees and legs.

existing back support.

Replace the seat pan if it's too long and
doesn't allow for sitting back fully in
chair.
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Chairs

Questions Possible Problems Potential Discomfort Recommended Solutions
If armrests are too low:
* Add padding to bring them up toa
Do armrests support [ oo | Risk Factor: Awlovard Postures comfortable level.
the forearms without — ‘Hunching the showlders can
resulting in hunched result in muscle tension and Neck and shoulder  |*  Replace with height adjustable armsests.
choulders (armsests fatigue.
too high) or leaning armsests are too high:
oo bt o (o, yes® 1 ts ase too hight
too low)? Leaning to one side results in an
wuneven posture and muscle * Only use the armrests during shost
imbalance. pauses from typing.
* Replace with height adjustable armrests.
* Remove armrests that interfere with
Are the armrests Oxo= good work postures.
designed so that they Risk Factor: Awkward Postures | Neck and shoulder
dontbump into Armrests which limit chair * Lower adjustable armsests so that they
worksusfaces or N Tue o
otherwemicdere [ Wml mustbe n‘:npﬂ;:ﬂ‘rd Upper and lower back fit under writing work surfaces.
with movement or YES iy Ay g te
Sitting close cnough twisting and reaching, + Replace loop asms with "T" shaped amms
to the keyboard? that allow the chair to be pulled closer
to keyboard worksufaces.
* Add padding to armrests that are low
[ noo |Risk Factor: Contact Stress Elbow and forearm encugh to allow this.
Are armrests padded ‘Hard armuests can place pressure
and to on the elbows, damaging nerves, *  Remove armwrests where added padding
avoid hard or square blood vessels and tendons close | Numbness, tingling and ‘would cause hunched shoulders.
edges? [ yes D | to the skin's surface. busning sensations in the

*  Replace armrests with padded ones at
the appropriate height.
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O

Work Space als ©
Questions Possible Problems Potential Discomfort Recommended Solutions
Move keyboard/ input device to the
edge of desktop to avoid resting
Waist ‘Tands/wists on edge.
Ave hands/oorats I NOZ |Risk Tactor: Confact Stress Use a wist rest for suppost dusing
free from contact with PH“hcf ‘;,‘;;““ml’ deck edges can Hand pauses in typing.
the desktop edge?
top edg [ vee | finnelm thepalm and tendone 8| mtmess, tngling and |* Pad shazp edges on desktop with fosm
¥es st burning sensations i the | (&5~ pipe insulation).
fingers Install keyboard tray with wrist rest for
support during pauses in typing.
If right-handed arrange accessories
Neck (except telephone) to the right of
N0 |Risk Factors: Repetition and computer.
ﬁ‘;f:;“:‘?}e . Do | Risk Factors: Repet
telephone, stapier, titive arm motions increase Shoulder Locate telephone on the left i order to
‘manuals) within easy fatigue and risk of answer with the left hand and take
sreach and arranged . [ YES$ | especially when coml with notes with the right. Just the opposite if
according to extended arm reaches. left handed,
frequency of use? Etbow
Determine which accessories are used
‘most frequently and locate them closest
toyou.
Install keyboard tray to allow proper
Is there adequate O ~0= | Risk Factor: Awkward Postuzes Neck and shoulder placement of keyboard, monitor, and.
cpace for pr Lack of space results in poor Back input device. Place CPU on floorin
lacement of monitor, phcement of spupment, coing Ebow vertical stand to free up space on
Lyhm@ ndinput [ vz | fwisting and reaching when Wit ot ot desktop.

wusing it,

Install free floating monitor stand to
bring monitor off the desktop.
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Work Space

Questions Possible Problems Potential Discomfort Recommended Solutions
Risk Factor: Contact Stress Remove materials underneath desk.
Bumping ino the underide of Kaee
1o there adequate Oxo2 |he l"’f,’,: ‘objects underneath Raise desktop susface if taller individual
space for e end can cause and impact has problems bumping into desktop
legs underneath work e fo knees or hughe. Leg edges, or lower chair.
surface? o Risk Factor: Static Loading
vesB 3
Foot Install keyboard tray to increase
Lack of space under the desktop e i A desktop
does not allow changes in e
e and provide more leg room.
Place frequently used items on the desk
o susface rather than overhead.
Is the reach o NO= | Risk Factor: Awkward Postures
overhead storage. reaches to items stored. Shoulder Stand and use both hands to lift items
Spaces minimized? overhead can result in over- from storage.
[ yes 8 | stretching of the muscles and
increased strain. Lower adjustable height storage units as

far as possible without interfering with
‘monitor placement or other work.
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Lifting And Carrying

A17

Questions Possible Problems Potential Discomfort Recommended Solutions
Rearrange shelves to maximize storage
Are ir;quﬂ\lly tifted I N0 |Risk Factor: Awkward Postures Low back at a convenient height.
items located Especially bending, stooping, ex back and shou
between knee and ineeling and. :ﬁms. Upperback and shoulder | b 4. additional open work surfaces
shoulder height? Ovesa Kaces at waist height for temporary storage of
items.
O xoe |Risk Factors: Force combined o Slide objects close to you before lifting.
Canitems be brought | with Awlovard Postures Upper back and shoulder |*  Remove obstacles over which you
close to the body Lifting away from the body pperback an ‘would have to lift.
before being liffed? [ ygs§} | increases load on the low back. Knees
and results in reaching and Use smaller containers which can be
bending. ‘brought closer to your body.
Oroo Low back Store frequently used items on shelves.
> Risk Factor: Awlkward Postures
Is lifting from the Use a hand truck to move objects which
floor avoided as Eopecially bending stooping, | Upper back and shoulder | o ored at floos level.
muchaspossible? [ ygs§ |kneclingand '8
Kaees Unload containers rather than lifting.
while full
Risk Factor: Force
« Break down large loads into smaller
fare the w DINOD | T yoeight o the lond dicectly Low back parts before moving
loads to be. determines the amount of force | Upper back and shoulder = s
minimized? required to lft, carry, push Use smaller containers for stor
O vesd |2l pattit, 4 Kaees 'se smaller containers for storage.
Create storage space to keep supplies
Are items stored close [1 N0 |Risk Factor: Sustained Exertions Low back near equipment (c.g, - printer stands
to where they will be . loads long distances can | UPPST back and shoulder | i, petves for reams of paper).
sed to reduce revalt e aviscle fague and Forearm and hand
carrying distances? ] vEs D | Sooainy. Koees Use carts and hand trucks to move

supplies when storage cannot be
created.
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Questions Possible Problems Potential Discomfort Recommended Solutions
* Slide items from shelves to the top of a
Low back cart at the same level to avoid lifting.
Are mechanical Risk Factor: Force
acviotance devices I NOD | When sonmtive dovices ase ot * Have anumber of carts available to use
(casts, hand trucks) readily ler eampioyecs amay | UPPer back and choulder | in place of carrying by hand.
available to help attempt to lift loads beyond their + Useahand
climinate ifting and ] yes & | physical capability. Knees e a hand truck to move objects which
carrying by hand? = are stored at floor level.
* Use rollers for loading and unloading
packages in the mail room.
Risk Factors: Force and « Encourage teaming up when ifting
Are chwbﬁmk!:t‘; . O o= |Repetition Low back large containers that cannot be broken
available to help wi s that could eas own.
heavy, awkward or m oo ot vockers | UPPer back and choulder | 4
repefitive lfting O vms8 | may be overwhelming for an *  Have several employees Lift a few boxes
employee working alone. each rather than a single employee
lifting repetitively.
Risk Factors: Force and Low back. Train employees to:
Are employees O ~02 | Awkward Postures * Lift with the load close.
trained in proper Untrained workers may adopt | Upper back and shoulder | * Minimize twisting by moving their feet.
lifting procedres? [+ | poor postures or nee amere fosce *  Push rather than pull loads.
YES® I than is necessary when lifting, * Use mechanical aids properly.
Knees « Ask for help if something is too heavy.
« Assign lifting tasks to a number of
o Risk Factor: Repetition Low back employees who are physically capable.
ek dezigned e N0 = |Jobewith ifting s the only tak | e ack and shoulder |+ Redesig lfting jobs to include les
of a variety of tasks? recovery time, resulting in physically demanding tasks (e.g. - some
O ves 8 |fatigue and an increased risk of Kaees desk work).
e + Use mechanical assistance to reduce or
climinate lifting.
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Environmental Analysis
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Questions Possible Problems Potential Discomfort Recommended Solutions
Risk Factor: Awkward Postures Eyeste Tumm moniter at right angle to
Are computer N0 |Reflected images on the screen e indow or bright light source.
monitors placedat ‘make focusing on the displayed text Hendach Cover window with vestical blinds or
Esh‘ angles to brigh difficult, often resulting in twisting eadaches shades.

(‘5“, o wvall O ves8 |and leaning when tofinda Use anti-glare screen or monitor hood

(rndoney glare-free angle to view from Neck and back fo seducereiected images.
Risk Factor: Awkward Postures Luuen monitors at right angles to the
fre monitors placed [ o= | Reflected overhead lights may cause Eye strain =8 cveread N
tveen sows “white spots o sereers often Hoadach. Install paabolic louvers (egg crates)
grehead ight el i oiting s leaning eadaches in overhead light to direct Lght.
reflections? O ves 8 | when trying to find a glare-free Neck and back Use anti-glaze screen or monitor hood.
: angle to view from to reduce reflections.

. e — Tuurn monitor at right angle to
B, Do et . | B vindonorbrigh igh sonse
sides of the monitor eye strain. The eyes are pasticulasly Headaches Cover window with blinds or shades.
similar tothelight [ ypo g |sensitive to glare in the peripheral Reduce the amount of oveshoad
level emntted from the vision. Neck and back lighting and use low wattage fask
screen Lighting.

Use supplemental task ighting in
cabider shtins
anize cubicles to provide an

Ase cubicleslocated [ NO= | Low lighting and shadow: Eye st Sen distribution of gkt
50 that they are make it difficult to see hard m;;y. e m&iﬂm‘;ﬁfﬁ; i
evenly Lt by This may also lead to increase. 2 e o
overhead or w O vesd |errors. Headaches by -

o |§;=d all YES provide light on needed surfaces.

ights Add overhead lights to reduce

“hadows and/ o mstall diffusers to
more evenly distribute light (be awaze
Hhat either of these can increase glare
on monitors, however).

O o= Provide adequate overhead light in

Ase filing and Low lighting and shadows ma Eye strain "

e b e ey e Y v ling and copes s which ey

could lead to miséiling. Headaches e e compet

Oves8
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Environmental Analysis

Questions Possible Problems Potential Discomfort Recommended Solutions
Avoid placing paper and other white objects
where they catse reflections on the monitor
Wear dark clothing to avoid seeing your
Eye strain own reflection.
Is reflected glare from [ oo Install parabolic (egg crate) louvers on
the envizonment Glase reflecting from work overhead lights to direct light downward.
minimized? surfaces can also shine into Headaches Install filters on overhead lights.
[ vz 8 | workers' eyes and is more Paint walls and select furniture and
difficult to avoid. equipment with a matte finich to reduce
Neck and back reflections.
Switch to indirect lighting (lights that reflect
off of walls and the ceiling) and supplement
with task lighting.
Provide separate enclosed rooms for
‘meetings, private conversations, or break
Repair and maintain equipment to prevent
Hensing domage igh! noisy malfunctions
alikely in mostoffes) |+ Move noisy machines (copiers, staples, fax
Noise levels above 85 dBA. ‘machines, etc) to separate rooms or floor to
Are noise levels low cause he damage ceiling enclosures.
enough that workers (noise levels this high are Strese Discotrage radio and telephone
canwork . O~o= typically only found with conversation levels that can be heard outside
gl comertons e ndutid pchinery) e o peopi whasegie oo
(computers, radios, YES? | distracting to employees, Increased muscle tension who perform noisy tasks.
copiers, etc)? increasing errors Use acoustical ceiling tiles and wall panels,
decreasing productivity. carpet floors, and install noise attenuating
Continuous noice is a sotrce e
of stress, which results in an | Increased general fatigue P

increase in muscle tension.

Use electronic noise masking systems in
open areas (ote: noise masking systems
located directly over occupied spaces may be
annoying to nearby employees).
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Organizational Analysis A21
Questions Possible Problems Potential Discomfort Recommended Solutions
Rotate employees to tasks that use
different ascle groups to allow
Arejobs designed 20 [ 5% | Risk Factors: Repetition stressed muscles o est.
that sepetitive tasks Oxos | k Factors: Repett Overall
b Increased duration of exposure Allow job shasing o provide fack.
are rotated or shared o s ok factorn, low g to provide
among employees? (] YES O variety.
Enlarge jobs to include more
responsibility with less repetition.
I the work weekc 40 ) N0 |Risk Factors: Repetition. Add temporasy or past-time staff when
houss or less? Increased duration of exposure Overall feasible.
O ves8 | to other risk factors.
Does task scheduling ] No = |Risk Factors: Repetition ic‘xﬁmd‘de tmpzytes to tasks that use
“nto ace ferent muscle groups.
fake o pecount Increased duration of exposure Overall ) -
Fepetifivensss of O yes® | to other risk factors. Spread repetitive tasks out over alonger
tasks? period.
Do sh:iu\g lev:\l:“ take [] yoo |Risk Factors: Repetition » Aot tmporasy ox pst e st to
repetitiveness o Increased duration of exposure Over reduce excessive workloads.
account? YESD |\ ther sisk f:
Risk Factors: Repetition
Increased duration of exposure Request employee input when setting
o P . o
Do employees have Oxo to other sisk factors. deadlines, quotas, and customer service
loyee: expectations (e.g. - number of phone
control over the pace Use of too much force when Overall calls answered per hour)
of the task? Dlves? | Cing to meet deadlimes under ° perhows
stress. Eliminate electronic monitoring of
Lack of control leads to job. individual output.

dissatisfaction.
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Organizational Analysis

Questions Possible Problems Potential Discomfort Recommended Solutions

Whentask changes  []x0= | No sence of i o
are made, are 10 sense of owners up/ o * Request employee input on decisions
e :‘;sahsiachm\, less than ideal job Overall et
their input? Oyes |deste™

Risk Factors: Repetition

Increased duration of exposure

O g |focther ok actors.
~o
Has incentive work Lack of recovery time when Overall *  Eliminate incentive work.
been eliminated? working through pain, skipping.
O ves8 |breaks.

Use of too much force when

rushing to increase production

under stress.

Risk Factors: Repetition
L automation (e - Increased duration of exposure
Ekckm“"s“hﬂm' O e |other sk faciors
scanning and opticl Fm::m and cm:;« Sh::s dusing + Look for low cost/short payback
Mkc r{«ﬂs:\- on, Ovesss certain tasks such as stapling. Overall automation possibilities, especially for
b » “h““‘“‘ "“‘“) The human cost in terms of repetitive tasks.
ed where fescibe? inefficiency and increased injury

sate may be higher than the

‘machine cost.

Risk Factors: Repetition
Averestbreaks away [ N0 | g Londing
from the computer 2 *  Encourage break activities such as
e Increased duration of exposure Overall b & e .
Ceooenged? Dlyes | toother risk factors. wlking o talking
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Last Name Farst Name

ponal) Toptonal)
Werk Location Job
S Supervisor
(opional)
Time on THISjob: 0 Less than 3 months 05 menths o1 year

O Grester than 1 year to Syears 0 Greater than 5 years to 10 years
O Greater than 10 yeszs
Have you had any pain or discomfort during the ast year?
OYe 0N @NO,stophere)
IFYES, carefully shade in the area of the drawings below which bothers you the MOST:
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