Office Ergonomics

Tips and Considerations

Applicability. This Plan covers ergonomics in office environments, including the prevention of musculoskeletal disorders (MSDs) and back injuries.

OSHA citation policy on ergonomics and lifting injuries. The federal Occupational Safety and Health Administration (OSHA) will cite employers under the General Duty Clause for failure to reduce employees’ exposure to MSD risk factors. Working on a computer and lifting heavy objects often expose employees to one or more risk factors for MSDs. The basic criteria OSHA will use in deciding whether to issue a citation under the General Duty Clause are: 
· Whether an ergonomic hazard exists 

· Whether that hazard is recognized

· Whether the hazard is causing, or is likely to cause, serious physical harm to employees

· Whether a feasible means exists to reduce the hazard

OSHA will not focus its enforcement efforts on employers that are making good-faith efforts to reduce ergonomic hazards.

Job hazard analysis. Before you can complete and implement a plan for ergonomics regarding safe lifting, you must conduct an analysis or evaluation of workplace hazards and risk factors for repetitive motion and lifting activities. OSHA has developed a list of tools for evaluating such risk factors. See the attached Job Hazard Analysis Form for more information.

Training. In the absence of an OSHA regulation, there are no specific employee training requirements for ergonomics in office environments. However, training to help employees avoid MSDs and back injuries will help reduce workplace injuries and lost workdays.

Checklists. The attached Computer Safety Checklist may be used for supervisors and for employee training.

Review and incorporate state regulatory requirements. This plan is based on federal requirements and/or best practices. Some states have laws and regulations that are stricter than federal requirements and may impact how you customize this plan. See the Safety.BLR.com state regulatory analysis for more information.

[Organization name]

Office Ergonomics Plan

Plan last updated: 

Scope: This Office Ergonomics Plan covers all employees who work in the office.

Policy: [Name of organization] will prevent injuries to all employees and ensure their safety at work. All computer workstations will be evaluated and adjusted to ensure that employees maintain correct posture. All lifting procedures will also be evaluated to ensure that safe practices are followed.

Plan Administration
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	Contact Information

	Plan Administrator
	[name]
	Work phone: 

Cell phone:

	Job Hazard Analyst
	
	Work phone: 

Cell phone:

	Supervisor
	
	Work phone: 

Cell phone:


Plan Administrator. The Plan Administrator will:

· Implement the MSD prevention program.

· Enforce all safety policies and procedures in the office ergonomics plan.

Job Hazard Analyst. The Job Hazard Analyst will conduct periodic inspections, surveys, and analysis of computer workstations and lifting techniques. The attached Job Hazard Analysis Worksheet may be used.
Supervisors. Supervisors will:

· Continually conduct safety checks of work operations for MSD and lifting hazards.

· Ensure that employees follow safety procedures and policies in the Plan.

Employees. All employees must:

· Follow the procedures of this Plan and the instructions of their supervisor.

· Report any unsafe or hazardous conditions or acts that may cause ergonomic injury to either themselves or any other employees on the Employee Report of Hazard.
· Keep working surfaces uncluttered, orderly, free of trip hazards, and free of other hazards that could result in personal injury or injury to others.

· Report MSD symptoms immediately on the First Report of Musculoskeletal Symptoms.
Plan Review and Update

This Plan will be reviewed annually by all supervisors and changed or updated as needed to ensure the program’s effectiveness.

Definitions

Ergonomics means the science of fitting the job to the worker.
MSD means an injury or disorder of the nervous system or soft tissue in fingers, hands, wrists, elbows, shoulders, back, neck, etc., which includes muscles, tendons, ligaments, joints, cartilage, blood vessels, and nerves.
Repetition means doing the same motion over and over for long periods of each day. It includes daily and lengthy use of a keyboard or mouse.
Force means constant lifting or pushing and pulling.
Awkward posture means working with the back or neck bent down or twisted, or working with the hands above the head.  It includes extending arms to type or sitting forward with hunched shoulders.
Contact stress means using the hand or knee as a hammer (e.g., contact with a hard surface such as leaning against a counter or continually pounding a stapler with the palm).
Carpal Tunnel Syndrome means compression of the median nerve, which provides sense of touch for fingers, where it passes through the wrist and into the hand. It is usually the result of repetitive motion such as typing.
Tendinitis means tendon inflammation that occurs when a muscle/tendon is repeatedly overused.
Tenosynovitis means inflammation or injury to the synovial sheath surrounding the tendon. It is usually the result of excessive motion.
Thoracic Outlet Syndrome means compression of nerves and blood vessels as they travel from the neck, under the collar bone, through the armpit, and down into the arm. It is often attributed to repetitive arm extension and slouching.
De Quervain’s Disease means inflammation of the tendon sheath of the thumb. It is usually caused by forceful gripping or twisting motions of the hands.
Trigger Finger means the tendon becomes locked in the sheath, and attempts to move the finger cause snapping or jerking motions. It is usually associated with using tools with hard handles.
Hazard Assessment

The Job Hazard Analyst will conduct or oversee a job hazard analysis (JHA) of all computer workstations for possible ergonomic hazards. See the attached Job Hazard Analysis Worksheet and Computer Workstation Hazard Assessment Survey.
Criteria for Identifying Signs and Symptoms of MSDs

Signs and symptoms of MSDs include pain or swelling in the hands, wrists, fingers, forearms, elbows, and joints. The feeling of the pain varies depending on the MSD and can be described as tightness, stiffness, soreness, burning, tingling, coldness, numbness, or general discomfort.

Specific signs and symptoms of MSD-related injuries to specific body parts include:

· Shooting pain or stiffness in back or neck

· Pain, stiffness, or loss of mobility in shoulders

· Shooting or stabbing pains or numbness in arms or legs

· Pain, swelling, stiffness, or soreness in elbow or knee joints

· General pain, swelling, tingling, numbness, coldness, burning sensation, or loss of strength or coordination in hands or wrists

· Loss of mobility, snapping or jerking movements, loss of strength, loss of feeling sensation, or severe pain in fingers

· Pain at the base of the thumb

· Tingling, numbness, coldness, stiffness, or a burning sensation in feet or toes

· Swelling or inflammation of joints

· Vigorously shaking hands as if trying to get the circulation back

· Massaging hands, wrists, or arms

· Cradling arms

· Limping

· Walking stiffly 

Illness and Injury Investigations

All reports of MSDs will be reported and investigated. Investigations will be conducted by [Insert name] or other competent person as soon after a report as possible to identify the cause and means of prevention to eliminate the risk of recurrence.
Plan Implementation

Computer Workstations

[Insert name] will ensure that all computer workstations have been evaluated and adjusted to fit the worker. See the attached Computer Safety Checklist.
[Insert name] will ensure that all lifting procedures have been evaluated to ensure that safe lifting practices are followed.
General Lifting Techniques

Lifting techniques that apply to all types of lifting tasks include:

[Insert additional lifting techniques that are appropriate to specific tasks, such as lifting people, group lifting, and lifting oversize or awkward loads.]

· Determine whether more than one person or a mechanical device is needed for moving a load.

· Ask for assistance if needed.

· Break down the load into parts where feasible.

· Get a good grip on the load.

· Keep the load close.

· Keep balance with footwork.

· Lift with a straight back.

· Use the legs to lift without bending the back.

· Never twist or turn while lifting.

· Avoid lifting above the shoulder level.

Ergonomic Work Practices

Work practices and operating procedures can be used to reduce the duration, frequency, or severity of a worker's exposure to ergonomic risk factors.
Job design and work methods should incorporate ergonomic practices and provide relief from:

· Repetitive motions

· Static and awkward postures

· Excessive forceful exertions

· Contact stress

· Vibration

· Muscular fatigue
Job rotation can be used to prevent injury by moving workers in and out of jobs that use different muscle-tendon groups.
Workers can use recovery pauses to help prevent eyestrain; headache; and neck, back, shoulder, arm, or hand pain.  See the attached Office Ergonomics Best Practices.
Training

[Insert name or department] will provide training in ergonomics to all employees at the time of hire and as needed thereafter.

Supervisors will provide safety meetings or talks to employees as a group every [insert frequency] and to individual employees who fail to follow safe procedures.
Recordkeeping

Training will be documented with employee sign-in sheets, date of training, and the training session agenda.

Copies of all hazard assessments, inspection forms, and safety checklists will be maintained at [insert location] for [insert duration].
Attachments
Job Hazard Analysis Worksheet 
Computer Safety Checklist

First Report of Musculoskeletal Disorder Symptoms  
Employee Report of Hazard 
Office Ergonomics Best Practices
