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PROTOCOL FOR ERGONOMIC EVALUATIONS

EVALUATE THE WORKSTATION:

1. Inspect the working environment and observe the work habit of the employee.
2. Review and discuss the evaluator’s findings.
3. Send the report to the immediate supervisor of the employee being evaluated.
4. Subsequent evaluations may be completed when:
· An employee request an evaluation or Cumulative Trauma Disorder (CTD) symptoms.
· A physician has diagnosed and employee with CTD.
· There may be a CTD risk in a work activity or process.
· A current employee transfers to a new location and the workstation environment is substantially different from the previous one.
· New processed, procedures or equipment are introduced into the workplace that my substantially increase the number or severity of the risk factors for developing CTDs.

IDENTIFYING SOLUTIONS:

1. The evaluator and employee, in conjunction with the supervisor may identify potential solutions using ORIM resources such as the Ergonomic Self-Training Course for Computer Users, Computer User’s Handbook (attached).
2. Determine if the existing work environment can be reconfigured to meet the employee’s needs without any addition or replacements and ensure that the employee knows how to make adjustments to the workstation.
3. Evaluator and/or supervisor shall ensure that the employee is aware of adjustments that can be made by the employee, and the procedure for securing a work order or other assistance for adjustments that cannot be accomplished by the employee alone.
4. The supervisor shall ensure that the employee is aware of the Department’s Reasonable Accommodation Policy for qualified employees with disabilities.

EQUIPMENT APPROVAL, DELIVERY AND SET UP:

1. Before acquiring new ergonomic equipment, the supervisor shall approve the evaluator’s recommendations.
2. The most cost effective solutions will be explored.
3. Prison Industry Authority (PIA) products will be purchased where appropriate and waivers will be obtained when necessary.
4. New equipment or services will be acquired through the Division’s normal office/unit procurement procedures.
5. All recommended equipment shall be ordered with the approval of the supervisor.
6. The supervisor shall verify that the employee has the proper instructions or user guides for the effective use for the equipment, at the time of delivery.
7. The evaluator or the Enterprise Technology Section (ETS-for computer-related issues) may be contacted to assist when necessary.



PAYMENT PROCESS:

1. The cost of the newly purchased ergonomic equipment is charged to the Division’s budget.
2. If associated with a compensable Workers’ Compensation Claim, State Compensation Insurance Fund (SCIF) will pay for the equipment.

FOLLOW-UP:

1. The supervisor shall follow up with the employee to assess the effectiveness of the implemented ergonomic solution(s).
2. The evaluator and/or ETS may be contacted for further instructions on how to use the newly acquired equipment.

REQUEST FOR ERGONOMIC EVALUATIONS (INCLUDING RE-EVALUATIONS):

1. A supervisor may submit an ergonomic evaluation request (email request acceptable) for an employee.
2. The employee should notify their immediate supervisor if they need an ergonomic evaluation.
3. Supervisors are encouraged to participate in the evaluation of his/her employee’s workstation to ensure a clear understanding of the recommendations that are being suggested.  The collaboration will provide clear and concise recommendations for any resolutions. 
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