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Ergonomics Program Template 
Community Social Services Sector – British Columbia
Introduction
This program template has been developed as a guide for establishing an Ergonomics Safety Program within the Community Social Services (CSS) sector in British Columbia. This program is designed to comply with the WorkSafeBC (WSBC) Occupational Health and Safety Regulations (OHSR).
How to Use This Template
This program is provided in an editable format, allowing you to tailor it to your organization’s specific operations. You may:
Add site-specific information related to your services and workplace.
Remove sections or examples that do not apply to your organization.
Incorporate additional policies, procedures, and controls that align with your safety program.
Formatting Notes:
Green italicized text refers to common health and safety practices in the CSS sector. Modify or remove them as necessary.
Orange italicized text represents site-specific information that must be customized to reflect your organization’s needs. Delete the orange text and replace it with your details.
Highlighted texts are notes and guidelines. Delete these highlighted texts after reading.

By the time you finalize this document, no green or orange italicized or highlighted text should remain.

Once all edits and reviews are completed, delete this introduction page and update the table of contents to finalize your program.


1 [bookmark: _Toc209079923]Introduction
1.1 [bookmark: _Toc14430160][bookmark: _Toc209079924]Purpose
The purpose of this Ergonomics Safety Program is to provide <Organization Name> employees with guidance on recognizing and controlling ergonomic hazards. This program is designed to comply with the WorkSafeBC (WSBC) Occupational Health and Safety Regulations (OHSR).
1.2 [bookmark: _Toc14430161][bookmark: _Toc209079925]Scope
[bookmark: _Toc14430162]This Procedure includes all employees of <Organization Name> and < Organization Name > workplaces and service locations.
1.3 [bookmark: _Toc209079926][bookmark: _Toc14430163]Applicable Regulations and Standards  
[bookmark: _Hlk209015809]Occupational health and safety requirements at work sites in British Columbia are regulated under the Worker’s Compensation Act (WCA). Legislative requirements are detailed in the WSBC OHSR. Relevant sections regarding ergonomics are outlined in Part 4, Sections 4.46 to 4.53 and within the associated guidelines: 
British Columbia Workers Compensation Act; and
British Columbia Occupational Health & Safety Regulation (OHSR).
CSA Z412-17 - Office Ergonomics Standard

1.4 [bookmark: _Toc209079927]Glossary and Abbreviations
	Ergonomics
	It is fitting the job or product to the person, rather than making the person adapt to a poorly designed job or product, to ensure safety, comfort, and efficiency.

	Cumulative Trauma Disorder (CTD)
	The excessive wear and tear on tendons, muscles, and sensitive nerve tissue caused by continuous use over time, often resulting from improper work positioning, repetition, or force.

	Musculoskeletal Injury (MSI)
	An injury or disorder of the muscles, tendons, ligaments, joints, nerves, blood vessels or related soft tissue including a sprain, strain and inflammation, that may be caused or aggravated by work.

	Repetitive Strain Injury (RSI)
	A disorder caused by repeated motions, overuse, or sustained awkward positions that lead to pain, stiffness, or discomfort in muscles, nerves, and tendons.

	JOHSC
	Joint Occupational Health and Safety Committee

	WHSR
	Worker Health and Safety Representative

	WCA
	Worker’s Compensation Act

	OHSR
	Occupational Health and Safety Regulation

	WSBC
	WorkSafe BC


2 [bookmark: _Toc194570321][bookmark: _Toc209079928]Roles and Responsibilities
2.1 [bookmark: _Toc209079929][bookmark: _Hlk189663244]Executive Directors and Directors
Senior Management is responsible for ensuring the health and safety of all employees. Senior Management will: 
Ensure implementation and maintenance of this program and procedures.
Provide necessary resources and support for successful implementation.
Ensure employees receive appropriate training related to ergonomics.
Note: Change, update, remove the items or add any specific task/ responsibilities in accordance to your organizational needs and structure.
2.2 [bookmark: _Toc209079930]Managers and Supervisors
Managers / Supervisors will: 
Implement and enforce this program within the workplace under their direction.
Know and comply with the applicable sections of the Occupational Health and Safety Regulation of BC; and the policies and requirements outlined in this program and related documents.
Ensure employees are trained on ergonomic safety hazards and principles.
Arrange ergonomic assessments if necessary.
Address and mitigate identified office safety hazards.
Verify proper identification and assessment of hazards/risks.
Conduct and document site orientations for all employees and volunteers.
Verify proper and specific education and training is provided for <Organization Name> employees who may be exposed ergonomic hazards while conducting their work duties.
Verify control measures have been developed and properly implemented by management, JOHSC and employees 
Verify required tools, resources and support are provided and used by employees.
Ensure employees under their supervision carry out their responsibilities in accordance with this program.
Ensure copies of the <Organization Name> OHS program, procedures and applicable regulations are available for review on site at all times. 
Note: Change, update, remove the items or add any specific task/ responsibilities in accordance to your organizational needs and structure.
2.3 [bookmark: _Toc209079931]Employees 
Staff will: 
Report safety hazards or concerns to their supervisor.
Participate in required training.
Report any workplace incidents as required by WSBC and internal reporting procedures.
Follow procedures and/or use the equipment as outlined in the work plan.
Note: Change, update, remove the items or add any specific task/ responsibilities in accordance to your organizational needs and structure.
2.4 [bookmark: _Toc209079932]Joint Occupational Safety and Health Committees (JOHSC) or Worker Health and Safety Representative (WHSR)
Committee members or the WHSR will: 
Review compliance with the requirements of this program as part of the workplace inspections.
Note: Change, update, remove the items or add any specific task/ responsibilities in accordance to your organizational needs and structure.
3 [bookmark: _Toc194497856][bookmark: _Toc194570327][bookmark: _Toc194497857][bookmark: _Toc194570328][bookmark: _Toc194497858][bookmark: _Toc194570329][bookmark: _Toc194497859][bookmark: _Toc194570330][bookmark: _Toc194497860][bookmark: _Toc194570331][bookmark: _Toc209079933]Procedure
[bookmark: _Toc209079934]Identification of Ergonomic Hazards
Management shall ensure that factors in the workplace that may expose workers to a risk of MSI are identified. Risk factor identification is the first step in the process of eliminating or minimizing the risk of an MSI in the workplace. 
Ergonomic hazards will be identified through:
i. Regular workplace inspections conducted by the Joint Occupational Health and Safety Committee (JOHSC) or Worker Health and Safety representative.
ii. Employee reports or concerns regarding discomfort, pain, or musculoskeletal symptoms.
iii. Observations during job task analyses.
iv. Incident and near miss reports, especially those involving musculoskeletal injuries (MSIs).
v. Introduction of new equipment, tasks, or significant changes in work processes.
The risk factors identified will assist <Organization Name> in the next step in the process for risk assessment and control, which will give priority to jobs or tasks that have a higher risk of an MSI.
Note: In the CSS sector, common ergonomic hazards include client transfers, repositioning, bathing, (e.g. client handling, prolonged computer work, repetitive tasks, and awkward postures.
[bookmark: _Toc209079935]Risk Assessment
When ergonomic hazards are identified, a risk assessment will be conducted to determine:
i. The nature and severity of the potential injury (e.g., MSI risk).
ii. The frequency and duration of the task.
iii. The level of force, repetition, and posture involved.
iv. Environmental factors (e.g., space constraints, temperature, lighting).
[bookmark: _Hlk7170225]The purpose and intent of ergonomic safety is to prevent the occurrence of an MSI, RSI or CTD. <Organization Name> managers/supervisors shall ensure that risk factors that may expose employees to an MSI, RSI or CTD are identified and assessed accordingly. Risk factors and some associated guidelines that should be considered include the following:
i. The physical demands of work activities, including,
· Force required;
· Repetition;
· Duration;
· Local contact stresses;
· Awkward postures, and
· Work postures 
ii. Layout and condition of the workplace or workstation, including,
· Working reaches;
· Working heights (keyboard trays);
· Seating (chair requirements); and
· Floor surfaces.
iii. The characteristics of objects handled, including,
· Size and shape;
· Transport distance;
· Load condition and weight distribution; and
· Container, tool and equipment handles.
iv. The environmental conditions, including heat/cold temperatures and flat/inclined surfaces.
v. Characteristics of the organization of work including,
· Work-recovery cycles;
· Task variability; and
· Work rate. 
Managers/Supervisors shall determine by means of the assessed factors above, recommendations from the JOHSC or WHSR, or reported conditions from employees, whether a more formalized ergonomic evaluation should be conducted. If assistance is required, <Organization Name> shall call upon external professional expertise to perform the evaluation. See appendix I for a Risk Assessment tool.
Note: Change, update, remove the items or add any specific items in accordance with your organizational needs and structure.
[bookmark: _Toc209079936]Risk Control
Based on the risk assessment, control measures will be implemented following the hierarchy of controls:
i. Elimination: Physically remove the hazard
ii. Substitution: Replace the hazard with a safer alternative (e.g., replace heavy metal materials with lighter plastic alternatives, swap tools that require awkward positions with ergonomically designed ones).
iii. Engineering Controls: Isolate or/modify the physical work environment (e.g., lifting aids, install adjustable workstations to allow proper posture whether sitting or standing).
iv. Administrative Controls: Changing the way people work: (Implement job rotation, micro-breaks, workload management, and staff training/education).
v. Personal Protective Equipment (PPE): Provide appropriate PPE (safety footwear – crampons, gloves, kneepads) 
Note: For example, using height-adjustable desks for administrative staff or ceiling lifts for client transfers in residential care.
[bookmark: _Toc194570335][bookmark: _Toc209079937][bookmark: _Toc14430164]Training
The goal of the training is that all employees and management will understand the procedure for ergonomics safety. No worker will be placed at risk because of a lack of understanding the program. 
<Organization Name>’s internal training will encompass:
Recognizing ergonomic risk factors and MSI symptoms. 
Proper body mechanics and lifting techniques.
Use of ergonomic equipment and controls.
Reporting procedures for ergonomic concerns and injuries.
Training will be provided: 
During new employee orientation.
 When tasks or equipment change.
As part of annual refresher training.
Following any MSI related incident or near miss
Note: Site-specific training may be included procedures for using <specific lifting devices, ergonomic chairs, or workstation setups>. CSSHSA MSI Prevention course is available free to members.
4 [bookmark: _Toc209079938][bookmark: _Toc14430186]Program Review 
Senior management shall ensure that this program is reviewed and updated as often as necessary, and as a minimum, shall be reviewed when: 
· There are relevant legislative changes;
· There are any ergonomic incidents, such as those involving falls; or 
· Workplace inspection/audit findings deem it necessary.
[bookmark: _GoBack]Note: You may update the Program review items with your internal procedures. 
5 [bookmark: _Toc14430187][bookmark: _Toc209079939]Version Control Table 
	Version Number
	Summary of Purpose and/or Change(s)
	Date

	1.0
	Initial Release
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