City of Biddeford

City Hall Building
Office Ergonomics (VDT) Policy
Purpose

The purpose of this program is to establish an office ergonomics program for the City of Biddeford.  This program applies to all employees.

Definitions
Cumulative Trauma Disorders (CTD):  The wear and tear on tendons, muscles and sensitive nerve tissue caused by continuous use over an extended period of time.

Ergonomics:  The science that seeks to adapt work or working conditions to fit the worker.

Responsibilities
Program Administrator is the City’s Director of Human Resources, working in conjunction with the Safety Committee.
This person is responsible for:

· Issuing and administering this program

· Providing training to employees on office ergonomics

· Maintaining the training records of all employees included in the training sessions

· Providing Principals with a Workstation Setup Evaluation Form to assess their work areas for ergonomic hazards

· Initiating changes in workstations to support employee needs, adjusting furniture and/or workstations to support the City’s ergonomics program

Managers and Supervisors

These people are responsible for:

· Encouraging employees to vary work tasks

· Supporting and encouraging stretching at the workstation throughout the day.

· Evaluating workstations and making recommendations for changes

· Recognizing ergonomic hazards within the department

· Recognizing symptoms of CTD and initiating prompt medical attention

Employees
These people are responsible for:

· Adjusting their workstations to fit their work needs

· Varying their work tasks throughout the day

· Stretching at their workstations throughout the day

· Reporting symptoms of CTD to their supervisors

Program Activities

General
· The City of Biddeford will provide equipment which supports good ergonomics design in the office
· Employees will be involved in the work planning process to identify and find solutions for work process problems

· Jobs that contain repetitive motions will be modified to reduce stress and strain on the body

· Job rotation will be used to involve multiple muscle groups throughout the day

· Time will be provided to employees to stretch at their workstations periodically throughout the day

· Workstations will be evaluated, and low-cost changes will be made immediately.  Changes which affect capital expenditures for office equipment will be evaluated and implemented as soon as is practical

· Employees will be encouraged to vary their work tasks throughout the day

· Employees with CTD will receive appropriate medical treatment

· Injured employees returning to work will be given alternative tasks consistent with the health care provider’s recommendations.

Attachments
· Workstation Setup Evaluation Form

· Office Ergonomics Training Record

· The Maine Video Display Terminal Law

· Exercises for Computer Users

Workstation Setup Evaluation Form

	Yes
	No
	N/A
	Head

	(
	(
	(
	Is the employee’s head directly over the shoulder’s

	(
	(
	(
	Does the employee’s head face straight ahead?

	(
	(
	(
	Does the employee have to look down to see his or her work?

	(
	(
	(
	If the employee is reading or writing, is his or her work titled up to prevent the head from tipping forward?

	(
	(
	(
	If the employee is performing data entry, is the document directly in front of him or her.

	
	
	
	

	
	
	
	Neck

	(
	(
	(
	Does the employee cradle a telephone on his or her shoulder?

	(
	(
	(
	Is the employee’s head tipped forward?

	(
	(
	(
	Is the monitor at a height that keeps the employee’s neck in a neutral position?

	(
	(
	(
	Does the employee use bifocals or trifocals and tip his or her head back to focus?

	
	
	
	

	
	
	
	Shoulders

	(
	(
	(
	Are the employee’s shoulders relaxed?

	(
	(
	(
	Are the employee’s upper arms next to the body?

	(
	(
	(
	Does the employee have to reach for materials?

	(
	(
	(
	Does the employee have to reach to operate equipment?

	(
	(
	(
	Is the work surface at the correct height for the employee?

	
	
	
	

	
	
	
	Back

	(
	(
	(
	Does the chair provide good support to the employee’s low back?

	(
	(
	(
	Is the chair adjustable and is it adjusted to support the employee?

	(
	(
	(
	Does the employee have to stand at a low work surface that causes him or her to bend forward?

	(
	(
	(
	Does the employee have to move heavy material?

	
	
	
	

	
	
	
	Arms & Wrists

	(
	(
	(
	Are the employee’s forearms and wrists in a neutral position?

	(
	(
	(
	Is the keyboard at the correct height and angle for the employee?

	(
	(
	(
	Are the employee’s arms supported by either a wrist rest or by the arms of the chair?

	(
	(
	(
	Is the arm supported when using a mouse?

	
	
	
	

	
	
	
	Legs and Feet

	(
	(
	(
	Are the employee’s feet flat on the floor or on a footrest?

	(
	(
	(
	Is there clearance under the work surface for the employee’s legs?

	(
	(
	(
	Does the chair put pressure on the back of the employee’s lower leg?

	
	
	
	

	
	
	
	Eyes

	(
	(
	(
	Is the monitor at a comfortable viewing distance of 18-30”?

	(
	(
	(
	Are the brightness and contrast controls set for comfortable viewing?

	(
	(
	(
	Is the screen clean?

	(
	(
	(
	Is the employee’s eyeglass prescription up to date?

	(
	(
	(
	Is there reflected glare on the screen or on surrounding flat surfaces?

	(
	(
	(
	Is there direct glare from windows or bright light fixtures?

	(
	(
	(
	Are ventilation ducts directed at the employee that may result in dry eyes?

	(
	(
	(
	If the employee uses a copy holder, is it placed next to the monitor and at the same distance away as the screen?

	
	
	
	

	
	
	
	Work Methods

	(
	(
	(
	Does this employee vary tasks throughout the day?

	(
	(
	(
	Does the employee do some work standing as well as sitting?

	(
	(
	(
	Is there an opportunity to rotate tasks with other employees to use different muscle groups?

	(
	(
	(
	Does the employee take periodic breaks throughout the day to stretch?

	(
	(
	(
	Does the employee know how to adjust the workstation to fit his or her body?

	(
	(
	(
	Is the workstation adjusted properly?


Biddeford City Hall

Office Ergonomics Training Record

	Facility
	
	
	Department
	
	
	Date
	


By my signature below, I acknowledge that I have received information and training regarding:

	· repetitive motion hazards
	· symptoms and injuries

	· static postures
	· adjusting your work station

	· taking care of your back
	· choosing a chair

	· head forward posture
	· taking care of your eyes

	· Maine Video Display Terminal Law
	· exercises


	Employee Name 

(please print)
	Job Title

(please print)
	Employee

Signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Signature of Trainer  _____________________________________

THE MAINE VIDEO DISPLAY TERMINAL LAW

TITLE 26

VIDEO DISPLAY TERMINALS

SECTION 251. Definitions

As used in this subchapter, unless the context otherwise indicates, the following terms have the following meanings:

	1.
	Bureau.  “Bureau” means the Department of Labor, Bureau of Labor Standards.

	
	

	2.
	Employ.  “Employ means to employ or permit to work.

	
	

	3.
	Employee.  “Employee” means any person engaged to work on a steady or regular basis as an operator by an employer located or doing business in the State.

	
	

	4.
	Employer.  “Employer” means any person, partnership, firm, association or corporation, public or private that uses 2 or more terminals at one location within the State.  The term “employer” includes, but is not limited to:

	
	

	
	A.
	Any person, partnership, firm, association or corporation acting in the interest for any employer, directly or indirectly; and

	
	
	

	
	B.
	The State, in its capacity as an employer.

	
	

	5.
	Operator.  “Operator” means any employee whose primary task is to operate a terminal for more than 4 consecutive hours, exclusive of breaks, on a daily basis.

	
	

	6.
	Terminal.  “Terminal” will mean any electronic video screen data presentation machine, commonly called video display terminals, VDTs, or cathode-ray tubes, CRTs.  The term does not apply to television or oscilloscope, cash registers or money typewriters.


SECTION 252.  Education and Training

Every employer shall establish an education and training program for all operators as provided in this section.

	1.
	Requirements.  An employer’s education and training program must be provided both orally and in writing, except that an employer that uses fewer than 5 terminals at one location may provide the education and training program in writing only.  The program must include, at a minimum:

	
	

	
	A.
	Notification of the rights and duties created under this subchapter by posting in a prominent location in the workplace a copy of this subchapter and a written notice that explains these rights and duties in plain language;

	
	
	

	
	B.
	An explanation or description of the proper use of terminals and the protective measures that the operator may take to avoid or minimize symptoms or conditions that may result from extended or improper use of terminals; and

	
	
	

	
	C.
	Instruction related to the importance of maintaining proper posture during terminal operation and a description of methods to achieve and maintain this posture, including the use of any adjustable work station equipment used by the operator.

	
	

	2.
	Literature; clearinghouse.  The Bureau shall recommend to employers, for the use of education and training programs, occupational safety literature that provides appropriate, current and pertinent date on terminal use.  The Bureau shall also serve as a clearinghouse for information regarding workplace safety and health relative to the use of terminals.

	
	

	3.
	Training schedule.  Employers shall provide current operators with this education and training program within 6 months after the effective date of this section and annually thereafter.  Beginning 6 months after the effective date of this section, employers shall provide all new operators with the education and training program within the first month of employment as operators.


Effective Date:  January 1, 1992

EXERCISES
for 
COMPUTER USERS
 

STRETCH HIGH - TO HELP STIFF MUSCLES
Bring your arms over your head, as high as you can. 
Then lower arms and rest

FOR THE EYES
Blink full blinks, pausing when closed.
Cover your eyes with your hands for one minute.
Look away from your computer and try and focus on a distant object.
Roll your eyes around in the sockets in one direction then the other. 

THE EGYPTIAN - FOR THE NECK COMFORT
Move your head back as far as it will go, keeping your head 
and ears level. Now move your head forward as far as it will go.

NECK STRETCH 
#1Gently try to touch your ear to your shoulder. Hold for a count of ten.
Return your head to neutral and repeat the process on the other side.

#2 Gently turn your head and try to touch your chin to your shoulder.
Hold this for a count of ten. Return your head to neutral and 
repeat the process on the other side.

FINGER TAPS - FOR HANDS 
Tap your index finger against your thumb then move to 
your middle finger and so on now reverse the sequence. 
Try this five times and switch to the other hand.

PRAYING
Place the palms of your hands together and gently bring
your elbows up to the point where you feel gentle pulling 
but, not pain. Hold this position for a count of ten.

Now place the backs of your hands together 
and gently try to press your elbows down.
Hold this position for a count of ten.

FINGER STRETCH - FOR THE HANDS 
Spread your fingers wide apart- then make a fist- then release. 
Repeat with the other hand.

WRIST FLEX - FOR THE HANDS
Gently bend your hand back toward your forearm.
Do this in both directions. Then switch hands. 
Hold for a count of ten.

SIDE STRETCH 
Lift your arms over your head and interlock your fingers. Gently lean to 
the side and hold for a count of ten. Now do the same for the other side. 
Repeat the stretch two or three times on each side.

ARM CIRCLES - FOR THE SHOULDERS
Slowly rotate your arms in small circles forward then backwards.

SHOULDER ROLLS 
Gently roll your shoulder forward at a relatively easy pace.
Try this ten times, then switch directions, then switch shoulders.

SHOULDER SHRUGS 
Gently bring your shoulders up to your ears then back down.
Try this ten times

HUG YOURSELF
Gently wrap your arms around your shoulders and hold this for a count
of ten. You should feel a gentle pulling in the upper back.

CHEST STRETCH 
Place your hands behind your head and slowly bring your elbows 
back as far as is comfortable. Hold this for a count of ten.

All stretching should be done slowly; a feeling of a gentle pull in the muscle should be felt. 
Never go beyond a gentle pull. If the stretch causes you pain, stop and find out why.

Stretching Can
Increase blood flow, reduce fatigue, increase comfort, prevent injury, improve flexibility, reduce joint deterioration, increase range of motion, improve muscle force, reduce muscle pain and reduce post 
exercise soreness.
A healthy well-conditioned muscle will stretch instead of tear.

Remember --Breath normally while stretching.
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