Village of Lake George Ergonomics and Safe Lifting Policy

Purpose

The Village of Lake George (“The Village"”) has implemented this ergonomics program to address the problem
of musculoskeletal disorders (MSDs). The purpose of this program is to inform employees, that the Village 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.

Scope

This policy appties to all Village employees.

Definitions

Ergonomics: Fitting the job to the person, not the person to the job. This is achieved by evaluating and
designing workplaces, tasks, equipment, and processes in relation to human capabilities and
interactions.

Workplace Risk Factars; Actions or conditions in the workplace that may cause or aggravate a work-
related muscuioskeietal disorder. Examples include repetitive, forceful, or prolonged exertions:
frequent or heavy lifting; pushing, pulling, or carrying heavy objects; awkward posture; contact
stress; and |ocalized or whole-body vibration.

Musculoskeletal Disorder: An injury or illness of the muscles, tendons, ligaments, peripheral nerves,
joints, cartilage, bones, and/or supporting blood vessels in either the upper or lower extremities,
back, or neck. Examples are cumulative trauma disorders and repetitive strain or motion injuries or
illnesses,

Sprain: An acute injury of the muscles, tendons, ligaments, and other musele groups. These usually occur
from a one {1} time event,

General

The Village, with the involvement of its employees, has implemented an ergonomics process to minimize
employee exposure to musculoskeletal disorders and other related ergonomic hazards.

Our ergonomics process will be accomplished through the following primary elements:

. Incorporating and following Basic Risk Factor Prevention Techniques in our work.
. Worksite/Workstation/Task Analysis.

. Hazard Prevention and Control.

. Medical Management.

. Training and Education.

Office Ergonomics

Office workstations are very important in the consideration of ergonomics. Many employees spend long
periods of time using informational technology at desks and workstations, There is no one-size-fits-all
approach to employee comfort when discussing workstations. There are, however, standards and guideiines
that employees should use in evaluating their workstation (see Appendix 1)

Computer Monitors

The computer monitor should be directly in front of the keyboard, the height should be such that the chin is
parallel to the floor and the monitor is approximately an arm’s {ength or more away from the user. To help
prevent glare, the screen should be tilted to a 90-degree angle with the overhead lights and in some cases
tilting the top of the screen forward slightly will help reduce glare even further (depending on the situation}.
Avoid positioning computer monitors where the user faces a window, as the bright light coming in from a
window can create too much contrast with the computer screen and can cause eye fatipue.
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Document Holders

If an employee works from paper documents frequently, a document holder should be used. The holder should
be positioned at the same height and distance as the computer screen and as close to the monitor as possible.
Placing a reference document on the desk and/or further away from the employee than the screen forces the
eyes to refocus every time the document is referenced, which can cause eye fatigue.

Input Devices (keyboard, mouse, efc.)

The keyboard should be positioned so that the hands can access the keys while holding the elbows naturally
next to the body and the forearms paralle] to the keyboard. The mouse and other input devices shouid be in
close proximity to the keyboard to reduce reaching and shoulder stress. The keyboard or chair should be
adjusted so that the forearms, wrists, and hands are in a straight line (neutral position) while using the
keyboard.

Typing and Wrist Rests

Until recently, many people believed that obtaining a wrist rest and constantly resting the wrists on it while
typing was acceptable. All employees should make an attempt to keep their wrists off of the desk or wrist rest
while typing and only rest their wrists when needed. Resting the wrists on any surface while typing increases
the risk of cumulative trauma disorders.

Posture

Proper posture should be maintained while working at a computer workstation. Proper posture includes a 50-
degree or greater angle at the hips and knees and the feet resting flat on the floor or footrest. The knee and
hip angles should not stay fixed while seated. Employees should vary their seated posture periodically. The
head and neck should be in an upright position, even while on the phone. The shoulders should be relaxed and
the elbows hanging naturally next to the body. Allow ample leg and knee clearance under the desk to maintain
proper posture.

Chair

The chair should allow some clearance behind the knees when seated against the backrest. The backrest
shouid be used to provide support for the lower back and if it does not, a lumbar pillow can be obtained to
provide adequate support. The chair adjustments should be used to achieve the position described here and
above. Armrests are not necessary on a chair and depend on an employee’s preference. Adjustable armrests
on a chair are not mandatory, but the armrests of the chair should be at a height that will not force the
employee to raise or lower their shoulders while resting their elbows on them. It is for this reason however,
that adjustable armrests are ideal, as it allows adjustments for any worker that sits in the chair.
“Micro-breaks”

Anytime employees work uninterrupted at the computer for extended periods of time they should take micro-
breaks (two to three minutes) every 45 to 60 minutes. Studies have shown that changing tasks and postures
periodically significantly reduces the number of complaints and symptoms of pain and discomfort associated
with repetitive tasks such as computer work. The micro-break does not have to be a rest break, as the
employee could just begin another task that does not require the same posture and position as typing does
(e.g., faxing, copying, standing up and using the phone, etc.)

Computer Use at Home

Many employees have a computer at home and use them for extended periods of time in the evening or
over the weekend. It is extremely important for employees to apply good ergonomic practices there as well.
Whether employees are at home or work, under mast circumstances, If they sit and work in a comfartable,
natural position/posture, they should not experience any probtems.
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Training
Al affected employees will receive the necessary training to ensure that they are sufficiently informed and
are able to participate in the ergonomics program.

General Awareness Training

All employees will have formal instruction that includes information on the varieties of musculoskeletal
disorders, how to recognize and report symptoms, how to recognize hazards, how to implement basic
solutions, and how to prevent these disorders.

Basic Prevention Techniques
Minimize Awkward Posture
1. Work near elbow height to avoid excessive bending.

2. Avoid overhead reaching and kneeling when possible.
3. Where awkward postures are unavoidable, change tasks, stretch, and take short breaks frequently.

Minimize Force
1. Use mechanical lift assist devices and carts when availabie.

2. Avoid manually handling heavy objects (more than 50 pounds).
3. Avoid carrying objects more than 100 feet.
4. Practice proper cart handling:
a. Push instead of pulling.
b. Use both hands when pushing.
¢. Stand directly behind the cart when pushing (avoid twisting your body).
d. Maintain good control and limit speed.

2. Ensure cartis not overloaded.

3. Use proper lifting technique: (See Fig. 2)
8. Know the weight of the object item you are lifting.

=

Examine the load and the surrounding area.
Bend knees when lifting a load.
Look forward to keep the back straight.

Position the load close to the body.

Snoooo

Maintain a firm grip on the load.

Use smoaoth, controlied movements.

> @

Keep arms in front of body.
Turn feet in direction of movement to avoid twisting.
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ImproprlLifting Proper Lifting

Fig. 2

5. Get help before performing tasks requiring excessive force.
6. Use atwo person lift when:
A lift, hoist or other mechanical assistance is unavailable.
b. The object is heavier than you are capable of lifting alone (typically more than 50 pounds)

c. The object is not heavier than what two people are capable of lifting (typically less than 100
pounds).

d. The object is awkward or oversized.
e. Any object that does not have its weight equally distributed within the load.

Remember some objects are too heavy or awkward to be handled with two people

7. Use the correct tools / powered tools for the task.

8. Powered tools tend to require less exertion to perform a task.

9. Ensure that the weight of a powered tool (and cording) does not create additional force issues.
10. Use only the amount of force necessary to complete the task.

Minimize Repetition

1. Use power tools when available.
2. Change tasks, stretch, or take a break from repetitive tasks.

3. Follow job rotation policies where applicable — effective job rotations work alternate muscle groups
between successive job functions.

Minimize Static Loading
1. Avoid prolonged awkward postures.

2. Change the position of the work or your body position to get as close to the work area as possible.
3. If prolonged awkward postures are unavoidable, use a “supported” posture to compensate.
4

A supported posture uses part of your body to support the weight of another body segment that is in
an awkward position.
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Minimize Contact Stress

1. Avoid pressure on palms, wrists, and elbows:
a. Use padding on hard or sharp surfaces.
b. Change your position to eliminate the stress.

2. Avoid pressure on knees:
a. Avoid kneeling on hard surfaces for prolonged periods.
b. Use knee pads when kneeling tasks are unavoidable.

Minimize Vibration and Torgue
1. Padtool handles with a soft compressible surface.

2. Use vibration damping (gel filled) gloves.
3. Select tools (hammers and chippers} with built in damping systems (springs/hydraulics).

WORKSITE ANALYSIS

1. identification of jobs, worksites or workstations with ergonomic risk factors is the first step in the
prevention of ergonomic hazards. This is accomplished by direct observation, injury/iliness case
referrals, and incident data review.

2. Direct observation may be done by the safety committee or by workers who can identify tasks or
situations which are uncomfortable and may indicate ergonomic risks.

3. The following are risk factors that contribute to ergonomic related disorders that should be
considered in identifying ergonomic problems or hazards:

a.  Repetitive motions {especially during prolonged activities).
Sustained or awkward postures.
Excessive bending or twisting of the wrist.
Cantinued elbow or shoulder elevation (e.g., overhead work).

b
c
d
e. Forceful exertions (especially in an awkward posture).
f.  Excessive use of small muscle grougs (e.g., pinch grip).
g. Acceleration and velocity of dynamic motions.
h. Vibration.

i. Mechanical compression.

j- Restrictive workstations (e.g., inadequate clearances).

k. Improper seating or support.

[. inappropriate hand tools.

m. Machine-pacing and praduction-based incentives.

n. Extreme temperatures.

o. Extended exposure to noise,
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4. Ergonomic considerations will be integrated in to the job safety analysis process.

Worksite, workstation, or task analysis implementation of ergonomic hazard control measures will
be performed in conjunction with the job safety analysis.

See Appendix 1 ~ Office Ergonomics Workstation Assessment Worksheet

Hazard Prevention and Control
Hazard prevention and control relies on determining and implementing appropriate solutions to eliminate or
minimize the high-risk hazards identified by the worksite analysis.

Hazard prevention & control activities will normafly proceed from the simplest to the most complicated
solution in a structured succession. Through general training, employees will be made more aware of
ergonomically unsound conditions and methods. This will facilitate an increase in employee involvement,
while at the same time provide employees with the necessary knowledge to correct some of the ergonomic
situations on their own. The normal succession for resolving ergonomic problems is as follows:

The employee, given training and time, will resolve items within their control.

2. The supervisor will resolve ergonomic problems that are beyond the control/capabilities of the
employees.

3. The ergonomics team or an engineer/specialist assigned to the problem, will resolve the issue if it is
beyond the supervisor’s ability ta resolve.

Planning

¢ Plan the job to minimize manual handling of heavy materials - making sure crane time is available,
forklifts are used maximally, and materials are delivered and stored close to where they will be used.

¢ Storing materials so they are accessible and easier to get to (e.g., not above shoulder height or at
ground level), but not in the way of on-going work.

¢ Making sure that walkways are clear and even, so that carts and dollies can be easily empioyed.

Engineering Controls

Engineering controls invoives physical design changes to permanently and positively eliminate or minimize
ergonomic hazards in the workplace. Because this measure of control is permanent and positive, it is the
control measure most preferred. “Fitting the job to the person” may involve one or more of the following
areas of engineering controls:

* Automate operations when possible.

* Change workstation or equipment design.
* Change tool or tool handle design.
¢ Provide material handling equipment that eliminates lifting.

¢ Providing equipment and work surfaces that eliminate awkward posture,

Work Practice Controls
Work practice controls involve changes to the work method and/or work content to reduce ergonomic
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stressors. Work practice controls can be applied as follows:
¢ Employ proper work techniques that reduce risk factors.

* Implement a means to condition employees.
e Stretch and flex programs.
* Monitor employee behaviors ta ensure use of proper methods.

* Make any necessary adjustments and modifications when the dynamics of the workplace change.

Administrative Controls

Administrative controls can reduce the ergonomic related hazard duration and severity of exposure to the
employee. Administrative methods inctude:
e Job/Task rotation

¢ Use of additional persons when lifting

s lob relief
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Appendix 1 - Computer Workstation Ergonomics: Self-Assessment Checklist

The goal of this self-assessment is to help you set up your workstation for optimal comfort and performance. For more
information, refer to the National Institutes of Health, Office of Research Services. Division of Occupational Health and

Safety website.

[ ltem [ The Office Chair Yes [ No [ N/A | Suggested Actions
1. Can the height, seat and back of the chair be adjusted to * Obtain a fully adjustable
achieve the posture outlined below? chair
2, Are your feet fully supported by the floor when you are seated? s Lower the chair
* Use a footrest
3. Does your chair provide support for your lower back? » Adjust chair back
* Obtain proper chair
o Obtain lumbar roll
4. When your back is supported, you able to sit without feeling + Adjust seat pan
pressure from the chair seat on the back of your knees? * Add a back support
5. Do your armrests allow you to get close to your workstation? . Adjust armrests
* Remove armrests
. Head upright and over your shoulders.
Eyes looking shightly dowrmward
hs (30 range from hortzontal ine of sight)
without bending from the neck.
Wristin a neutral Back thould be supported by the
g =T
NS et sl S RECTEDS. SIS TR (e
7 i il
k | et _
' | Neutral wrist posture
I |
1
| Feet fully supportad and fiat on the floo:
£ =} L
ltem | Keyboard and Mouse Yes | No | N/A | Suggested Actions
6. Are your keyboard, mouse and work surface at your elbow * Raise / lower workstation
height? ¢ Raise or lower keyboard
* Raise or lower chair
7 Are frequently used items within easy reach? ) + Rearrange workstation
8. Is the keyboard close to the front edge of the desk allowing space ¢ Move keyboard to correct
for the wrist to rest on the desk surface? position
9. When using your keyboard and mouse, are your wrists straight * Re-checkchair, raise or
and your upper arms relaxed? The keyboard should be flat and lower as needed
not propped up on keyboard legs as an angled keyboard may * Check posture
place the wrist in an awkward posture when keying. ¢ Check keyboard and
| mouse height
10. Is your mouse at the same level and as close as possible to your + Move mouse closer to
keyboard? keyboard
+ Obtain larger keyboard
tray if necessary
1. Is the mouse comfortable to use? * Rest your dominant hand
by using the mouse with
your non-dominant hand




T

for brief periods (mouse
buttons can be changed
within the computer
control panel)

¢ Investigate alternate
mouse options.

walking to printer / fax etc.?

L
ltem | WorkSurface Yes | No | N/A | Suggested Actions
12. | Is your monitor positioned directly in front of you? * Reposition monitor
13. | Is your monitor positioned at least an arm'’s length away? * Reposition monitor
e Seek an alternative
Note: the monitor’s location is dependent on the size of the monitor if necessary e.g.
monitor, the font, screen resolution and the individual user eg. flat screen that uses less
vision/use of bifocal spectacles etc. space
14. | Is your monitor height slightly below eye level? » Add or remave monitor
stand
» Adjust monitor height
16. | Is your monitor and work surface free from glare? * Windows at side of
monitor
* Adjust overhead lighting
» Cover windows
* Obtain antiglare screen
16. | Do you have appropriate light for reading or writing documents? + Obtain desk lamp
+ Place on left if right-
handed - place on right if
left handed
17. | Are frequently used items located within the usual work area and * Rearrange worsktation
items which are only used occasionally in the occasional work |
area? [
ltem | Breaks Yes | No | N/A | Suggested Actions
18. | Do you take postural breaks every 30 minutes? E.g. standing, ¢ Set reminders to take

breaks




19.

Do you take regular eye breaks from looking at your monitor?

+ Refocus on picture on
wall every 30 minutes

Is there sloped desk ;hﬁabe or angle board for reading and

« Obtain an angle board

writing tasks if required?

21. | Is there a document holder either beside the screen or between » Obtain document holder
the screen and keyhoard if required?

22. | Are you using a headset or speakerphone if you are writing or » Obtain a headset if using

keying while talking on the phone?

the phone and keyboard

In the event of using a laptop computer for prolonged periods of

time use of;
s Afull sized external keyboard and mouse;
*» Docking station with full sized monitor or a laptop stand

Obtvéin"é‘bpropriate' Iéptbb '
accessories

D] ica

Provided time, support and supervision to make above
adjustments.

Following completion of this checklist, please discuss any concerns or requirements with your DOHS ergonomics specialist.
All completed assessments should be submitted to your DOHS ergonomics specialist.

Person Completing Assessment

Recommendations

Name | Position |
Signature Date
Egonomics Specialist _
Name Position
Signature Date
Comments/




