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CITY OF STOCKTON 
DEPARTMENT OF DEPARTMENT NAME

ERGONOMICS PROGRAM
Scope
In an effort to reduce discomfort that employees may experience on and off the job as a result of Repetitive Motion Injuries (RMI’s), reduce costly injuries, and to maintain productive work environments, the City of Stockton Department of Department Name Here has adopted this ergonomics program to minimize RMI’s through (a) worksite evaluations, (b) adoption of control measures and (c) training of employees.

Authority
California Code of Regulations, Title 8, section 5110- Repetitive Motion Injuries, section 3203- Injury Illness Prevention Program (IIPP), Management Directive HR-19: IIPP. 

Definitions 

For purposes of this ergonomics program the following definitions apply:

1. Ergonomics is the science of designing and adjusting the work environment so that job tasks, tools, and equipment are within each employee’s physical capabilities and limitations. In a more practical sense, it is the science of human comfort.  When the physical capabilities of a person are exceeded by demands of a job task or the work environment, an injury to the musculoskeletal system may result.  These work-related musculoskeletal disorders are also commonly referred to as RMI’s or cumulative trauma disorders (CTD’s).  

2. Repetitive Motion Injuries (RMI’s) are caused by repeated motions and exertions.  The arms and hands are especially vulnerable.  The disorders can involve nerves, blood vessels or tendons, which connect muscles to bones. 
3. Identical Work Activity means the employees were performing the same 

     repetitive motion tasks, such as, but not limited to, word processing,        assembly, or loading.

4. Licensed Physician is a person with an M.D. or D.O. degree licensed and 

diagnosing within the scope of his or her practice.

     5.
Potentially Exposed Employee is an employee working a job, 

process, or operation of identical work activities in which more than one RMI has been reported within a twelve-month period.

6.
Predominant cause means that 50% or more of the injury was caused by a 

     repetitive job, process or operation of identical work activity.

Responsibilities 
A. Department Head 

1. Ensures that the requirements of this program are implemented throughout the department of Department Name Here; 
2. Authorize budgeting and expenditure of necessary resources to implement and administer the program; and
3. Provide corrective action as may be deemed necessary or practical to modify or replace equipment, machinery, and tools which are found to create RMI’s. 
B. Supervisors


1.
Investigate alleged injuries that may lead to RMI’s and ensure that 



employees are provided and use appropriate tools, equipment, 



parts, and material required to perform the job at the lowest level of 


exposure to risk factors that is feasible;  



2.
Familiarize employees within their authority of this program; 



3.
Attend ergonomics training through Risk
Services to recognize and minimize ergonomic risk factors;



4.
Ensure that affected employees attend ergonomics training; 


5.
Conduct or participate in ergonomic worksite evaluations; and


6.
Assist in the implementation of the control measures. 


C.
Risk Services 

1. Ensure that ergonomic training is available for all City employees;

2. Assist departments in evaluating work-related RMI exposures and conduct assessments for physician requested evaluations; 
3. Monitor the effectiveness of this program and update it as necessary; and
4. Serve as a resource to departments on ergonomic issues. 

D.
Department Safety Coordinators 
1. Conduct ergonomic evaluations upon request from an employee, supervisor or coordinate evaluations with qualified persons within the department; 

2. Submit completed ergonomic evaluation reports to Risk services upon completion of evaluations; 

3. Make appropriate recommendations for control measures for RMI’s; and
4. Advise and coordinate with Risk services the administration of any ergonomic assessments requested by a physician.

E. Employees

1.
Report signs and symptoms of RMI’s and perceived work-related 


ergonomic hazards to the supervisor;


2.
Follow appropriate instructions and safe practices; 

3.
Organize the work environment to minimize frequent repetitive 


motions which could lead to injuries. Examples of motions to 


minimize are reaching, twisting, and bending;



4.
Use appropriate tools, equipment, parts and materials in the 



manner established by the Supervisor, Department Safety 



Coordinator, City Safety Officer, Treating Physician, and/or 



manufacturer; 

5.
Report damaged, malfunctioning tools, equipment or materials to 


the supervisor in a timely fashion. This shall be accomplished by 


using the Employee Hazard Report; and


6.
Attend ergonomics training as required and apply the knowledge 


and skills acquired to actual job tasks, processes or work activities; 




 

Program Elements 


A.
 Worksite Evaluations



The Department Name Here conducts worksite ergonomic evaluations 


when any of the following conditions occurs or is present: 


1.
When new workstations are set up which have not been previously 



evaluated for potential hazards;  


2.
If, after training and consulting the City of Stockton Ergonomic



Handbook, the employee has attempted to correct deficiencies



with their workstation or process without success. The 




Department Safety Coordinator or other qualified individual within 



the department will evaluate the employee’s workstation(s); 


3.
When a workstation/worksite evaluation is recommended as the 



result of an accident investigation.  This shall be reflected on the 



Supervisors Investigation Report; and



4.
When there is more than one RMI reported where those RMI’s 



were predominantly caused (i.e. 50% or more) by a repetitive job, 



process, or operation and the employees incurring the RMI’s 



were performing a job, process, or operation of identical work 



activity.  These RMI’s shall be objectively diagnosed by a licensed 



physician. The department’s Cal OSHA 300 Logs shall be the 



mechanism used to determine this. 


B.
Ergonomic Evaluations Requested by Physicians  


When an employee receives a written request from their physician to have 

an ergonomic evaluation completed, Risk services shall be notified 



as soon as possible.  Risk Services will arrange to meet with the 



employee and complete an assessment of the employee’s work 



areas. Upon completion of the assessment, Risk Services 




will follow up with the supervisor of the employee and the Department 


Safety Coordinator with recommendations for any necessary 



improvements to the workstation.  Any equipment that may be required as 

a result of an ergonomic evaluation shall be paid for by the department.  






Requests for unusual pieces of equipment should be reviewed by 



the department and Risk Services.  As part of this review a follow 



up worksite evaluation may be necessary. 


C.
Ergonomic Evaluation Report 



The Ergonomic Evaluation Report (Attachment A) is a valuable tool to 


assist the evaluator in gaining the appropriate information about the tasks 


that employees perform and the workstations in which they work.  The 


information obtained on this report also assists physicians in gaining an 


understanding of the work environment where their patients work.   



1.
All ergonomic evaluations shall be recorded on the City’s 




Ergonomic Evaluation Report.



2.
Completed reports shall be submitted to Risk services within 5 



days of completion. 



3.
Evaluations completed for workers’ compensation claims may be 



sent to the City’s Third Party Administrator or the employee’s 



physician. 

D. 
Computer Workstation Ergonomic Handbook 

The Computer Workstation Ergonomic Handbook (Attachment B) is 
another useful tool in educating employees and evaluators about 
ergonomics and the dangers associated with RMI’s.  The handbook: 


1.
Shall be provided upon hire; 
2.
Shall be provided to the employee and the contents briefly discussed 
upon completion of an ergonomic evaluation; and

3.
Is provided and reviewed in Risk Service’s ergonomics training 
class. 


  

E. Control of Exposures Which Have Caused RMI's.
1. 
It is the department’s policy to timely correct exposures that may 
cause 
or have caused RMI’s.  If it is not possible to fully correct the 
exposure it is the City’s policy to minimize the exposure to the 
extent feasible.

2.
It is the department’s policy to consider the following engineering



and administrative controls in determining how to correct or 




minimize exposures:
Engineering Controls

Administrative Controls
 workstation redesign

 job rotation

 adjustable fixtures

 work pacing

 tool redesign

 
 alternative work breaks

The department may also consider other reasonable, cost effective 


engineering or administrative controls.



F.
Training
1.
Employees (including managers and supervisors) are provided with 

training that includes an explanation of:

a.
The ergonomics program.

b.
Exposures which have been associated with RMI’s.

c.
The symptoms and consequences of injuries caused 





by repetitive motion.

d.
The importance of reporting symptoms and injuries to 




the employer.

e.
The methods used by the employer to minimize 





RMI's.

2.
Training is provided to employees as follows:


a.
Initial training is provided as part of the establishment 





of the ergonomics program;


b.
Upon completion of a work site evaluation which 





identifies exposures which may cause or may have 





caused RMI's;


c.
To all new potentially exposed employees;

d.
To all potentially exposed employees given new job 





assignments for which training has not previously 





been received; and









e.
In addition, general ergonomics awareness training is





provided to all employees every three years. 


G.
Recordkeeping and Tracking   

1.
Departments shall maintain copies of ergonomic evaluation reports for a minimum of three years.  Risk services will keep copies of all ergonomic evaluation reports completed for a minimum of three years. 

2. 
Risk services will maintain training records for ergonomics 
training that is completed within the unit. 

Attachment A- Ergonomic Evaluation Report

(Double-click document to access full evaluation form)
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Attachment B- Computer Workstation Ergonomic Handbook
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Purpose

It is the City of Stockton's policy to provide its employees with a safe and healthy
workplace. This handbook reflects General Industry Safety guidelines for safe
workstation arrangements for employees who work at computer workstations. The
purpose of this guide is:

» To educate employees that they share in the responsibility for their comfort
and prevention of injury.

» To increase awareness of how poor work habits and improper posture contribute
to muscular discomfort and potential injury.

» To provide employees with guides and checklist to enable them to arrange and
adjust their workstation equipment safely, comfortably and according to
established guidelines.

» To provide employees with exercises that addresses common computer
workstation complaints and should help to reduce workstation related injuries.

Authority

The legal/regulatory authority for these guidelines is based on:
» Labor Codes 142.3, 6357, 6400, 6401,6401.7
» Management Directive HR-19- Injury and Iliness Prevention Program
» Title 8, California Code of Regulations,
Section 3203, Injury and lliness Prevention Program

Section 5110, Repetitive Motion Injuries

» American National Standards for Human Factors Engineering of Visual Display
Work Terminal Workstations (ANSI/HFES 100-2007)






Introduction

With the increase in the number of injuries that have resulted from work at computer
workstations, the City of Stockton has developed this handbook to help enable
employees to work more comfortably and to reduce the potential for injury.

Ergonomics considers the physical capacities and limits of the employee as he or she
interacts with tools, equipment, work methods, job functions and the physical-working
environment. By applying ergonomic principles, we can arrive at the best possible fit
between our employees, the equipment they use and the work they are required to
perform.

Proper workstation use, including proper posture and reasonable equipment
adjustments, with attention to muscle and eye fatigue, will help prevent musculoskeletal
and visual problems.

It is every supervisor's responsibility to ensure all employees understand and
follow these guidelines. Employees are responsible for adjusting their
workstations and their work habits to prevent injury.






STEP 2- Back Tilt

Adjust the tilt of the backrest and/or seat to keep your body supported in an
upright position.

If this position is Adjust the _back
not comfortable... rest back slightly






STEP 4- Seat Adjustment

Try to maintain 2 to 4 inches of clearance between the front edge of your
seat pan and the back of your knees.

Pull out to make Push back to make
seat pan deeper seat pan shallower


























Proper Body Posture
Checklist

_____Keep your head in line with your shoulders and hips.
______Keep your elbows close to your body.
Keep your wrists in a neutral position, bent no more than 10 degrees up or down.
______Keep your knees at the same level as your hips or slightly higher.
Keep your feet flat on the floor or supported by a footrest if necessary.
_____ Keep fingers in a relaxed position when working.
_____Avoid extreme finger extensions.

Proper work surface height for reading/writing may be one to two inches higher
than that for keyboard typing.

DO NOT reach for and remove large binders from shelving while seated.

Turn to face work materials. DO NOT TWIST YOUR TORSO OR TRUNK while
reaching for items.

10






Workstation Handedness

» Employees are generally most comfortable when they work toward their
dominant side.

> For example, if you are right handed, your right side of the body is going to
be the dominant side.

Left- Handed Right- Handed
Workstation Workstation
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Work Materials
Checklist

A well-organized and properly arranged workstation can help prevent muscle strain
while improving efficiency.

Place the telephone on the desktop closest to where you work the most

frequently. If it is necessary to write or type while talking, place the phone on your
non- dominant side.

If you frequently use a telephone while at your computer, consider using a
headset or telephones intercom feature if appropriate. Cradling a receiver on your
shoulder contributes to muscle strain and nerve damage.

Keep frequently used materials within easy reach. No more than 12 inches for

items used several times throughout the day. Occasionally used items should be
no more than 20 inches away.

Clear the floor under your workstation so you can move your feet and avoid trip
hazards.

Lighting
Checklist

Simple lighting adjustments can help minimize glare and reduce or eliminate eye strain
and headaches.

Position the screen so it is at a right angle to the window producing the glare.
Close shades, curtains, or blinds if necessary, as light changes during the day.

If you use a task lamp, position it to aim the light at your document instead of your
screen.

To improve your viewing comfort, you may also need to adjust your display's
contrast and brightness controls.

Periodically clean your screen to maximize clarity. Characters on the screen
should be clear, stable, and free from perceptible flicker.

12






Vision Care

Viewing a computer monitor for long periods can cause visual fatigue and eye strain.
Symptoms of visual fatigue are eye irritation, burning or pain, blurring of vision, and
double images. Preventive measures should be taken to ensure correct vision for this
type of work.

» The National Institute for Occupational Safety and Health (NIOSH) recommends
employees have periodic eye examinations. Eye exams are covered under the
City of Stockton benefit/health plans (VSP).

» Contact lens wearers should blink often to prevent their eyes from becoming dry.

» Frequent eye breaks are necessary during the workday.

» Periodically focusing on an object at least twenty feet away will give your eyes a
rest.

Repetitive Motion Injuries (RMI’s)

Repetitive Motion Injuries (RMIs) are caused by repeated motions and exertions. The
arms and hands are especially vulnerable. The disorders can involve nerves, blood
vessels or tendons, which connect muscles to bones.

RMI SYMPTOMS

Swollen feeling of the fingers, yet no physical evidence of swelling
Numbness in the thumb or hand

Tingling in the thumb or hand

Pain in the fingers or hand

Weakness in hand or arm

Burning sensation in the hand or arm

Weakening of the muscle at the base of the thumb

Dry, shiny palms and clumsiness of the affected hand

Changes in sensation and power to squeeze things

VVVVVVVYVYY

Your workstation should be re-evaluated by you and your supervisor for proper work
habits, workstation adjustments, and body posture if you are experiencing any of these
symptoms. Your Department Safety Coordinator or Risk Services is also available to
provide assistance if the problems persist.

13






TYPES OF RMIs

>

Carpal tunnel syndrome: A nerve disorder resulting from entrapment of the
median nerve where it passes from the forearm through the carpal tunnel in the
wrist and into the hand. When irritated, the sheaths that surround the tendons in
the narrow tunnel can swell and press against the nerve. Symptoms include
pain, numbness and tingling in the first three fingers and the base of the thumb.
The symptoms often are worse at night.

Tendinitis: Inflammation of a tendon from repeated tensing. With further
exertion, some of the fibers that make up the tendon can fray or tear, and the
tendon may become thick and bumpy. Without rest and sufficient time for
healing, the tendon may be permanently weakened.

Tenosynovitis: Inflammation of a tendon and its enveloping sheath. Repeated
motions may stimulate the sheath to produce excess fluid, which accumulates
and exerts pressure on the tendon and causes pain.

Thoracic outlet syndrome: Compression of the nerves and blood vessels
between the neck and shoulder. Symptoms include numbness in the
fingers and tingling in the arm.

Ulnar neuritis: A nerve inflammation that results from pressure on the
ulnar nerve over time, including leaning on the elbow on hard or sharp
surfaces for long periods. Symptoms include tingling and numbness in the
small and ring fingers.

Reporting Injuries/ llinesses

If you suffer from any of the symptoms of an RMI that you think may be work related,
report it to your supervisor.

Work Habits

Even the best posture and the most ergonomically correct workstation won't prevent
muscular stress and fatigue if you sit for several hours in one position. Breaks from
computer work can help keep your eyes, mind, and body refreshed and energized.

» NIOSH recommends taking a short break every couple of hours of uninterrupted

computer work. Check with your supervisor for your break schedule.

14






» Experts also suggest brief, frequent "micro-breaks.” These breaks are defined
as time spent doing something other than work on a computer. They don't

involve leaving your workstation. Suggestions include moving around, stretching,

doing non-computer tasks, refocusing your eyes, etc.
Note: The timing of such micro-breaks is more important than the duration. To

be most effective, a break should be taken prior to the onset of fatigue, rather
than a means of recuperating from it.

General Benefits of Exercise

» Increased circulation
» Increased alertness and concentration
» Improved posture by increasing body awareness
» Improved potential to prevent and/or eliminate muscle and joint pain
» Improved potential to prevent RMIs
Eye Exercises
Cup Them

» Lean your elbows on your desk.

» Cup your hands and place them lightly over your closed eyes.

» Hold for a minute, while simultaneously breathing deeply in and out.
» Slowly uncover your eyes.

Roll Them
» Close your eyes and slowly roll your eyeballs clockwise all the way around.
Repeat this three times.
» Slowly roll them all the way around counter-clockwise. Repeat this step three
times.
» Slowly open your eyes away from a direct source of light.

Look Away
» Every 1/2-hour, look away from the computer screen.
» Focus on an object at least twenty feet away.
» Look back at the screen, then look away and focus again. Repeat this three
times.

15






Hand Stretching Exercises

HAND STRETCH

» Make a fist then extend your fingers as far apart as possible. Hold for about 10
seconds. Relax. Repeat the entire sequence 5-10 times until the hands and
fingers feel relaxed.

WRIST ROTATION

» Make a fist and rotate your entire hand (from the wrist) in one direction. Repeat
15 times. Switch directions and repeat 15 times. Then release your hands and
with fingers extended, do the same rotations.

16






Hand Stretching Exercises

Gently press against table stretching fingers and wrist for five seconds.

.

il

S

A. PRONE FLEXOR STRETCH
With elbow straight, grasp the middle of the hand and pull back as far as
possible. Hold for a 10 count. Release and proceed to B and then back to A, etc.

B. PRONE EXTENSOR STRETCH
With elbow straight, grasp the back of the hand and pull down as far as possible.
Hold for a 10 count.

17






Desk Stretches

Allowing yourself time to do regular stretches can help relieve stiffness and discomfort
from desk and computer work and make you feel better in general. Keep in mind key
points for the greatest benefit.

STOP the specific stretch IMMEDIATELY IF YOU FEEL PAIN; continue stretches that
don’t cause pain- always stretch only within your comfort zone/limits. IT'S BEST TO
HAVE YOUR DOCTOR OKAY ANY EXERCISE PROGRAM BEFORE YOU START.

Lift the shoulders towards Starting with the head Rotate the head to one side,

the ears. Hold for 10 upright, lean it toward a then the other. Keep the
seconds then rotate them shoulder, hold for 10-20 head upright.
back and down. Repeat seconds. Repeat on the
several times. other side. Keep the

opposite shoulder down.

—»} N (7 -—

Clasp the hands behind the Interweave the fingers Lace the fingers and push

head and push the shoulder  and push forward. Hold the palms up. Hold for 20

blades together. Hold for 20 20 seconds. seconds then slowly release
seconds. and lower the arms.
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Desk Stretches

Raise one arm in the air and
place the head behind the
head. With the other hand,

lift elbow slightly and pull
the arm back. Keep the
head upright.

With a wide stance, face
forward with the body
upright and the hips
squared. Pull toward the
front foot. Hold 30 to 45
seconds.

" _
%

With your feet about shoulder
width apart and your knees
bent, place your hands on
your lower back. Push to lift
your back up and extended it
creating length in the entire
back. Hold 20 seconds.

Lace your fingers
together behind you. Lift
your hands while
keeping the upper body
upright. Hold for 20-45
seconds. You can also
rotate the hands to the

right and left.

}

Grasp a foot with a hand on
the same side. Pull back
while keeping upper body

erect. Use support if needed.

Hold 20 seconds.

Slowly rotate the foot,
using support if
necessary.
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Frequently Asked Questions

What other activities, in addition to computer work, can cause RMIs?

Any activity that requires the body to remain in the same position and repeat the
same mechanical motion many times. For example: work, such as removing
large numbers of staples, chopping, and mechanical work; hobbies, such as
gardening, needle work, and making jewelry; and sports, such as tennis,
racquetball, golf, baseball.

How can | prevent RMIs?

RMIls can be prevented and/or minimized by taking rest breaks and using proper
stretching exercises. You should set up your work area and develop habits that
create the least amount of resistance to your muscles, nerves and tendons.

What ergonomic equipment can an employer provide?

Within financial constraints, an employer can provide:

- Adjustable workstations or modular furniture with separate
components, such as: monitor stands, keyboard trays, and document holders
- Ergonomically designed chairs
- Wrist rests for the keyboard and mouse
- Mouse pads

Who can perform workstation evaluations?

Your Department Safety Coordinator and/or your functional area/immediate
supervisor using these guidelines and the checklists in this handbook.

What should I do if | have tried everything in these guidelines and | still
have RMI symptoms?

Discuss the specific problems with your supervisor and your Department Safety
Coordinator. If the problems persist, contact the Risk Services Division at (209)
937-8233 for assistance.

What non-occupational factors contribute to RMIs?

The following non-occupational factors contribute to RMIs:
- Systemic diseases

- Congenital defects

20






- Acute trauma

- Pregnancy, oral contraceptives, menopause, and gynecological surgery
- Vitamin B-6 deficiency

- Wrist size, shape, and strength

Can carpal tunnel syndrome recur?

Yes, if you return to unsafe workstations, unsafe work practices, and/or
unsafe sports activities.

21
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Purpose

It is the City of Stockton's policy to provide its employees with a safe and healthy
workplace. This handbook reflects General Industry Safety guidelines for safe
workstation arrangements for employees who work at computer workstations. The
purpose of this guide is:

» To educate employees that they share in the responsibility for their comfort
and prevention of injury.

» To increase awareness of how poor work habits and improper posture contribute
to muscular discomfort and potential injury.

» To provide employees with guides and checklist to enable them to arrange and
adjust their workstation equipment safely, comfortably and according to
established guidelines.

» To provide employees with exercises that addresses common computer
workstation complaints and should help to reduce workstation related injuries.

Authority

The legal/regulatory authority for these guidelines is based on:
» Labor Codes 142.3, 6357, 6400, 6401,6401.7
» Management Directive HR-19- Injury and Iliness Prevention Program
» Title 8, California Code of Regulations,
Section 3203, Injury and lliness Prevention Program

Section 5110, Repetitive Motion Injuries

» American National Standards for Human Factors Engineering of Visual Display
Work Terminal Workstations (ANSI/HFES 100-2007)






Introduction

With the increase in the number of injuries that have resulted from work at computer
workstations, the City of Stockton has developed this handbook to help enable
employees to work more comfortably and to reduce the potential for injury.

Ergonomics considers the physical capacities and limits of the employee as he or she
interacts with tools, equipment, work methods, job functions and the physical-working
environment. By applying ergonomic principles, we can arrive at the best possible fit
between our employees, the equipment they use and the work they are required to
perform.

Proper workstation use, including proper posture and reasonable equipment
adjustments, with attention to muscle and eye fatigue, will help prevent musculoskeletal
and visual problems.

It is every supervisor's responsibility to ensure all employees understand and
follow these guidelines. Employees are responsible for adjusting their
workstations and their work habits to prevent injury.






STEP 2- Back Tilt

Adjust the tilt of the backrest and/or seat to keep your body supported in an
upright position.

If this position is Adjust the _back
not comfortable... rest back slightly






STEP 4- Seat Adjustment

Try to maintain 2 to 4 inches of clearance between the front edge of your
seat pan and the back of your knees.

Pull out to make Push back to make
seat pan deeper seat pan shallower


























Proper Body Posture
Checklist

_____Keep your head in line with your shoulders and hips.
______Keep your elbows close to your body.
Keep your wrists in a neutral position, bent no more than 10 degrees up or down.
______Keep your knees at the same level as your hips or slightly higher.
Keep your feet flat on the floor or supported by a footrest if necessary.
_____ Keep fingers in a relaxed position when working.
_____Avoid extreme finger extensions.

Proper work surface height for reading/writing may be one to two inches higher
than that for keyboard typing.

DO NOT reach for and remove large binders from shelving while seated.

Turn to face work materials. DO NOT TWIST YOUR TORSO OR TRUNK while
reaching for items.
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Workstation Handedness

» Employees are generally most comfortable when they work toward their
dominant side.

> For example, if you are right handed, your right side of the body is going to
be the dominant side.

Left- Handed Right- Handed
Workstation Workstation
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Work Materials
Checklist

A well-organized and properly arranged workstation can help prevent muscle strain
while improving efficiency.

Place the telephone on the desktop closest to where you work the most

frequently. If it is necessary to write or type while talking, place the phone on your
non- dominant side.

If you frequently use a telephone while at your computer, consider using a
headset or telephones intercom feature if appropriate. Cradling a receiver on your
shoulder contributes to muscle strain and nerve damage.

Keep frequently used materials within easy reach. No more than 12 inches for

items used several times throughout the day. Occasionally used items should be
no more than 20 inches away.

Clear the floor under your workstation so you can move your feet and avoid trip
hazards.

Lighting
Checklist

Simple lighting adjustments can help minimize glare and reduce or eliminate eye strain
and headaches.

Position the screen so it is at a right angle to the window producing the glare.
Close shades, curtains, or blinds if necessary, as light changes during the day.

If you use a task lamp, position it to aim the light at your document instead of your
screen.

To improve your viewing comfort, you may also need to adjust your display's
contrast and brightness controls.

Periodically clean your screen to maximize clarity. Characters on the screen
should be clear, stable, and free from perceptible flicker.
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Vision Care

Viewing a computer monitor for long periods can cause visual fatigue and eye strain.
Symptoms of visual fatigue are eye irritation, burning or pain, blurring of vision, and
double images. Preventive measures should be taken to ensure correct vision for this
type of work.

» The National Institute for Occupational Safety and Health (NIOSH) recommends
employees have periodic eye examinations. Eye exams are covered under the
City of Stockton benefit/health plans (VSP).

» Contact lens wearers should blink often to prevent their eyes from becoming dry.

» Frequent eye breaks are necessary during the workday.

» Periodically focusing on an object at least twenty feet away will give your eyes a
rest.

Repetitive Motion Injuries (RMI’s)

Repetitive Motion Injuries (RMIs) are caused by repeated motions and exertions. The
arms and hands are especially vulnerable. The disorders can involve nerves, blood
vessels or tendons, which connect muscles to bones.

RMI SYMPTOMS

Swollen feeling of the fingers, yet no physical evidence of swelling
Numbness in the thumb or hand

Tingling in the thumb or hand

Pain in the fingers or hand

Weakness in hand or arm

Burning sensation in the hand or arm

Weakening of the muscle at the base of the thumb

Dry, shiny palms and clumsiness of the affected hand

Changes in sensation and power to squeeze things

VVVVVVVYVYY

Your workstation should be re-evaluated by you and your supervisor for proper work
habits, workstation adjustments, and body posture if you are experiencing any of these
symptoms. Your Department Safety Coordinator or Risk Services is also available to
provide assistance if the problems persist.
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TYPES OF RMIs

>

Carpal tunnel syndrome: A nerve disorder resulting from entrapment of the
median nerve where it passes from the forearm through the carpal tunnel in the
wrist and into the hand. When irritated, the sheaths that surround the tendons in
the narrow tunnel can swell and press against the nerve. Symptoms include
pain, numbness and tingling in the first three fingers and the base of the thumb.
The symptoms often are worse at night.

Tendinitis: Inflammation of a tendon from repeated tensing. With further
exertion, some of the fibers that make up the tendon can fray or tear, and the
tendon may become thick and bumpy. Without rest and sufficient time for
healing, the tendon may be permanently weakened.

Tenosynovitis: Inflammation of a tendon and its enveloping sheath. Repeated
motions may stimulate the sheath to produce excess fluid, which accumulates
and exerts pressure on the tendon and causes pain.

Thoracic outlet syndrome: Compression of the nerves and blood vessels
between the neck and shoulder. Symptoms include numbness in the
fingers and tingling in the arm.

Ulnar neuritis: A nerve inflammation that results from pressure on the
ulnar nerve over time, including leaning on the elbow on hard or sharp
surfaces for long periods. Symptoms include tingling and numbness in the
small and ring fingers.

Reporting Injuries/ llinesses

If you suffer from any of the symptoms of an RMI that you think may be work related,
report it to your supervisor.

Work Habits

Even the best posture and the most ergonomically correct workstation won't prevent
muscular stress and fatigue if you sit for several hours in one position. Breaks from
computer work can help keep your eyes, mind, and body refreshed and energized.

» NIOSH recommends taking a short break every couple of hours of uninterrupted

computer work. Check with your supervisor for your break schedule.
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» Experts also suggest brief, frequent "micro-breaks.” These breaks are defined
as time spent doing something other than work on a computer. They don't

involve leaving your workstation. Suggestions include moving around, stretching,

doing non-computer tasks, refocusing your eyes, etc.
Note: The timing of such micro-breaks is more important than the duration. To

be most effective, a break should be taken prior to the onset of fatigue, rather
than a means of recuperating from it.

General Benefits of Exercise

» Increased circulation
» Increased alertness and concentration
» Improved posture by increasing body awareness
» Improved potential to prevent and/or eliminate muscle and joint pain
» Improved potential to prevent RMIs
Eye Exercises
Cup Them

» Lean your elbows on your desk.

» Cup your hands and place them lightly over your closed eyes.

» Hold for a minute, while simultaneously breathing deeply in and out.
» Slowly uncover your eyes.

Roll Them
» Close your eyes and slowly roll your eyeballs clockwise all the way around.
Repeat this three times.
» Slowly roll them all the way around counter-clockwise. Repeat this step three
times.
» Slowly open your eyes away from a direct source of light.

Look Away
» Every 1/2-hour, look away from the computer screen.
» Focus on an object at least twenty feet away.
» Look back at the screen, then look away and focus again. Repeat this three
times.
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Hand Stretching Exercises

HAND STRETCH

» Make a fist then extend your fingers as far apart as possible. Hold for about 10
seconds. Relax. Repeat the entire sequence 5-10 times until the hands and
fingers feel relaxed.

WRIST ROTATION

» Make a fist and rotate your entire hand (from the wrist) in one direction. Repeat
15 times. Switch directions and repeat 15 times. Then release your hands and
with fingers extended, do the same rotations.
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Hand Stretching Exercises

Gently press against table stretching fingers and wrist for five seconds.

.

il

S

A. PRONE FLEXOR STRETCH
With elbow straight, grasp the middle of the hand and pull back as far as
possible. Hold for a 10 count. Release and proceed to B and then back to A, etc.

B. PRONE EXTENSOR STRETCH
With elbow straight, grasp the back of the hand and pull down as far as possible.
Hold for a 10 count.
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Desk Stretches

Allowing yourself time to do regular stretches can help relieve stiffness and discomfort
from desk and computer work and make you feel better in general. Keep in mind key
points for the greatest benefit.

STOP the specific stretch IMMEDIATELY IF YOU FEEL PAIN; continue stretches that
don’t cause pain- always stretch only within your comfort zone/limits. IT'S BEST TO
HAVE YOUR DOCTOR OKAY ANY EXERCISE PROGRAM BEFORE YOU START.

Lift the shoulders towards Starting with the head Rotate the head to one side,

the ears. Hold for 10 upright, lean it toward a then the other. Keep the
seconds then rotate them shoulder, hold for 10-20 head upright.
back and down. Repeat seconds. Repeat on the
several times. other side. Keep the

opposite shoulder down.

—»} N (7 -—

Clasp the hands behind the Interweave the fingers Lace the fingers and push

head and push the shoulder  and push forward. Hold the palms up. Hold for 20

blades together. Hold for 20 20 seconds. seconds then slowly release
seconds. and lower the arms.
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Desk Stretches

Raise one arm in the air and
place the head behind the
head. With the other hand,

lift elbow slightly and pull
the arm back. Keep the
head upright.

With a wide stance, face
forward with the body
upright and the hips
squared. Pull toward the
front foot. Hold 30 to 45
seconds.

" _
%

With your feet about shoulder
width apart and your knees
bent, place your hands on
your lower back. Push to lift
your back up and extended it
creating length in the entire
back. Hold 20 seconds.

Lace your fingers
together behind you. Lift
your hands while
keeping the upper body
upright. Hold for 20-45
seconds. You can also
rotate the hands to the

right and left.

}

Grasp a foot with a hand on
the same side. Pull back
while keeping upper body

erect. Use support if needed.

Hold 20 seconds.

Slowly rotate the foot,
using support if
necessary.
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Frequently Asked Questions

What other activities, in addition to computer work, can cause RMIs?

Any activity that requires the body to remain in the same position and repeat the
same mechanical motion many times. For example: work, such as removing
large numbers of staples, chopping, and mechanical work; hobbies, such as
gardening, needle work, and making jewelry; and sports, such as tennis,
racquetball, golf, baseball.

How can | prevent RMIs?

RMIls can be prevented and/or minimized by taking rest breaks and using proper
stretching exercises. You should set up your work area and develop habits that
create the least amount of resistance to your muscles, nerves and tendons.

What ergonomic equipment can an employer provide?

Within financial constraints, an employer can provide:

- Adjustable workstations or modular furniture with separate
components, such as: monitor stands, keyboard trays, and document holders
- Ergonomically designed chairs
- Wrist rests for the keyboard and mouse
- Mouse pads

Who can perform workstation evaluations?

Your Department Safety Coordinator and/or your functional area/immediate
supervisor using these guidelines and the checklists in this handbook.

What should I do if | have tried everything in these guidelines and | still
have RMI symptoms?

Discuss the specific problems with your supervisor and your Department Safety
Coordinator. If the problems persist, contact the Risk Services Division at (209)
937-8233 for assistance.

What non-occupational factors contribute to RMIs?

The following non-occupational factors contribute to RMIs:
- Systemic diseases

- Congenital defects
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- Acute trauma

- Pregnancy, oral contraceptives, menopause, and gynecological surgery
- Vitamin B-6 deficiency

- Wrist size, shape, and strength

Can carpal tunnel syndrome recur?

Yes, if you return to unsafe workstations, unsafe work practices, and/or
unsafe sports activities.
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