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Ergonomic Program 
 

Purpose & Scope 
 

The purpose of an ergonomic program is to apply ergonomic principles to the workplace in an effort to reduce 

the number and severity of musculoskeletal disorder (MSD), thus decreasing workers’ compensation claims 

and, where possible, increase productivity, quality, and efficiency.  Any ergonomically sound work 

environment maximizes employee comfort while minimizing the risk of undue physical stress. 

 

A proactive approach focuses on making changes when risks have already been identified, as well as 

incorporating ergonomics into the design phase of a new facility or process, into purchasing new equipment or 

tools, and into the contemplation of scheduling change.  This program applies to all FSU employees and all 

related jobs and job tasks 

 

Definition 
 

Musculoskeletal disorder (MSD) - are soft-tissue injuries caused by sudden or sustained exposure to repetitive 

motion, force, vibration, and awkward positions. 

 

Roles & Responsibilities 
 

EHS Officer / Professional is responsible for the following:  

• Ensures that a written program is in place 

• Reviews the program periodically and monitors to ensure compliance with this program 

• Oversees the effectiveness of the Ergonomic Program   

• Serving as the primary resource or ergonomic guidance and related best work practices 

• Conducting ergonomic assessment for university employees upon request and providing 

recommendations to minimize ergonomic hazards if applicable 

• Providing recommendations, as requested or deemed necessary by FSU, to applicable university 

departments regarding tool, furniture, and equipment selection 

• Providing ergonomic-related information (e.g. how to identify risk factors, proper workstation setup, 

safe lifting technique, etc.) to employees through training and education 

 

Manager/Supervisor is responsible for the following: 

• Ensures that employees comply with the guidelines established by this program 

• Encouraging employees to complete ergonomics training 

• Taking appropriate corrective action to mitigate ergonomic hazards 

• Notifies the EHS Officer / Professional when new ergonomic hazards are introduced 

• Providing employees with human assistance or lift assisting devices as necessary 

• Permitting employees to request and participate in ergonomic assessments  
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Employees are responsible for the following: 

• Comply with this program 

• Reports ergonomic hazards to supervisor 

• Utilize safe lifting techniques when carrying or moving objects 

• Cooperates with EHS during ergonomic assessments 

 

Implementation 
 

Assessment and Control 

 

Self-Assessment 

FSU faculty and staff are encouraged to assess their workstation and/or job tasks using the Office (attachment 

1), Laboratory (attachment 2), and/or Industrial Operations (attachment 3) Self-Assessment.  If additional help 

is needed, employees may request an ergonomic assessment by contacting the EHS Officer / Professional at 

Safety@uncfsu.edu. 

 

Safe Lifting 

Consider the following when planning or performing manual lifting: 

 

• Wear supportive shoes when lifting. Examples of unsupportive shoes include high heels, sandals, 

flip-flops, etc. 

• Size up the load, its weight, shape, and position, and decide on the route and destination for the 

object prior to lifting. 

• Human or mechanical assistance (e.g. team lifting, hand trucks, carts, dollies, forklifts, hoists, and 

wheelbarrows) should be used when carrying or moving heavy objects greater than 50 pounds or 

when an object is too large, awkward, or difficult to lift or move alone. 

• If possible, reduce the size or weight of heavy or awkward objects by dividing the material or 

objects into more containers or pieces. 

• Lifting belts or back belts shall not be used as personal protective equipment (PPE) for the 

purpose of preventing or reducing the risk of injury among uninjured employees.  This 

requirement is based upon guidance specified by the National Institute of Occupational Safety and 

Health (NIOSH) Publication Number 94-127. 

• Avoid carrying objects that obscure potential tripping hazards from view. 

• Utilize safe lifting techniques. 
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Worksite Evaluations 

Triggers for a worksite evaluation 

 

• When an employee reports an MSD sign or symptom. 

• Jobs, processes, or work activities where work-related ergonomic risk factors have been identified which 

may cause or aggravate MSDs. 

• Any change of jobs, tasks, equipment, tools, processes, scheduling, or changes in work shift hours. 

• When a safety walk-through or scheduled inspection or survey has uncovered potential MSD hazards. 

 

Work-related risk factors to be considered in the evaluation process include, but are not limited to: 

 

• Physical risk factors including force, postures (awkward and static), static loading and sustained 

exertion, fatigue, repetition, contact stress, extreme temperatures, and vibration. 

• Administrative issues including job rotation/enlargement, inadequate staffing, excessive overtime, 

inadequate or lack of rest breaks, stress from deadlines, lack of training, workplace, work methods, and 

psychosocial issues. 

• Environmental risk factors including noise, lighting, glare, air quality, temperature, humidity, and 

personal protective equipment and clothing. 

• Combination of risk factors such as, but not limited to, highly repetitive, forceful work with no job 

rotation or precision work done in a dimly lit room. 

 

Setting Priorities. Worksite evaluations will be scheduled based upon the following: 

 

• Any job, process, operation, or workstation which has contributed to a worker’s current MSD; 

• A job, process, operation, or workstation that has historically contributed to MSDs 

• Specific jobs, processes, operations, or workstations that have the potential to cause MSDs.  
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Ergonomic Assessment 

Upon request, the EHS Officer / Professional will conduct an ergonomic assessment (attachment 4) that 

may include employee interviews, walk-through and observations, evaluation of proper workstation setup, 

ergonomic equipment, the work environment, the rate and repetition of job tasks, an/or other work-related 

practices that may impact employee comfort or the likelihood of an ergonomic injury.  If applicable, the 

EHS Officer / Professional will provide recommendations to minimize ergonomic hazards. 

 

Prevention and Control 

Departments shall implement feasible methods to mitigate ergonomic hazards.  When correcting 

ergonomic hazards, departments shall prioritize controls or corrective actions in the following order: 

 

• Engineering Controls: Implementation of a physical change to the workstation, tools, and/or 

machinery that eliminate/reduce the hazard of the job/task.  Examples include using a device to lift 

heavy objects, repositioning tables, and redesigning tools. 

• Administrative Controls: Changes made to regulate exposure without making physical changes to 

the area of process.  Examples include job enlargement, job rotation, rest/recovery breaks, work 

pace adjustment, redesign of methods, and worker education. 

• Work Practice Controls: Safe procedures and techniques such as proper lifting techniques, proper 

use of tools, and correct use of ergonomic equipment. 

• Personal protective equipment (PPE): Protection to reduce exposure to ergonomic-related risk 

factors such as: kneepads, anti-vibration gloves, and thermal gloves. 

 

Ergonomic Office Equipment 

When University standards exist for specific furniture or equipment (e.g. chairs, sit-stand stations, 

keyboard trays), departments shall not purchase or acquire non-standard or restricted items without 

consulting with EHS and other applicable departments.  They can also utilize the Purchasing Guide 

Checklist (attachment 5) to help them in their decision-making process.   

 

Ergonomic Injuries/Illnesses 

 

Injury/Illness Investigation 

Employees shall report signs and symptoms of ergonomic-related injuries/illnesses to their supervisor.  

Ergonomic-related injuries/illnesses will be investigated by EHS in accordance with the Incident 

Prevention, Reporting, and Investigation Program.  In addition, EHS may conduct a mandatory ergonomic 

assessment in response to reported ergonomic-related injuries/illnesses. 

 

Medical Treatment 

Employees who experience signs and symptoms of an ergonomic injury/illness shall communicate it to 

their supervisor.  Supervisors will report this issue to HR who will initiate the incident reporting process.  

 

Information & Training 
 

Ergonomic training is provided to all employees who may encounter workplace ergonomic hazards.  At a 

minimum, training shall be given upon initial assignment, when employees assuming a new job assignment, 

when new jobs, tasks, tools, equipment, machinery, workstations, or processes are introduced, and when high 

exposure levels to ergonomic risk factors have been identified.  The training includes the following information: 

 

a) An explanation of FSU’s ergonomic program and their role in the program. 
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b) A list of the exposures which have been associated with the development of MSDs. 

c) A description of MSD signs and symptoms and consequences of injuries caused by work and non-work-

related risk factors. 

d) An emphasis on the importance of early reporting of MSD signs and symptoms and injuries to 

management. 

e) The methods used by EHS to minimize work and non-work-related risk factors. 

 

Recordkeeping 
 

The EHS Officer / Professional will:  

• Provide ergonomic training and be responsible for maintaining training records.  Records will 

include names of the individuals trained, type of training, date of training, and name of the trainer. 

• Conduct Ergonomic Assessments and be responsible for maintaining records of those assessments.  

Records include the identity of the workplace or activity assessed, the name of the person(s) 

certifying that the assessment has been performed, and the date of the assessment. 

 

Annual Review 
 

The Ergonomics Program will be reviewed by the EHS Officer / Professional.  The annual review will include 

all documents associated with this program including completed Ergonomic Assessments.  When new tasks, 

procedures, and/or positions are added or modified/revised which affect ergonomics, the Ergonomics Program 

will be updated immediately to reflect these changes. 
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