July 8, 2011
Jane Doe
Loss Control Coordinator
New Mexico Widget Department
5500 St. Francis Drive
Santa Fe, New Mexico 87502
RE: WORKSTATION REVIEW OF EMPLOYEE: Name of Employee
Dear Jane:

I would like to thank you for inviting the Department name, Loss Prevention and Control Ergonomic Assessor team to work with yourself to provide assistance for the workstation evaluation. I hope the information provided will assist you in providing your staff with a comfortable and safe environment.

Our goal is to work closely with your agency as indicated in Department Name Loss Prevention and Control Plan, and as a team, make appropriate engineering or loss control recommendations, which can help reduce the level of risk to your organization. At the same time we are interested in taking appropriate steps to advance and protect the health, safety, and well being of employees.

This report is a basic office ergonomics assessment form completed to assist in the development of an ergonomically correct workstation and is not intended to be a medical diagnostic tool or to establish causation for workers’ compensation benefits. 

The following information is a result of the meeting with the individual employee and general review of the workstation. Please call me at (505) 827-XXXX if you have any questions or require additional information.
Sincerely,

Sign Here

Your Name, Department Name LP & C Ergonomic Assessor 

Introduction:

Ergonomics is the science of fitting the job to the worker. When there is a mismatch between the physical requirements of the job and the physical capacity of the worker, Repetitive Stress Injuries (RSI) can result. Workers who must repeat the same job motion throughout their workday, who must do their work in an awkward position, who use a great deal of force to perform their jobs or who face a combination of these risk factors are most likely to develop repetitive stress injuries.

Often RSIs can be prevented by simple and inexpensive changes to the workplace. Adjusting the height of working surfaces, varying tasks for workers and encouraging short rest breaks can reduce risk. Other changes include management’s commitment in developing an ergonomics program that includes ongoing worksite analysis, hazard prevention and control, medical management and training and education.

Organizations that have implemented ergonomics programs report significant decreases in accidents, injuries, illnesses and healthcare costs, overtime, along with increases in productivity, product quality and worker morale. Currently, there are no ergonomic standards for the general workplace. The Occupational, Safety and Health Administration are working on adopting standards for general industry; however, they are using the General Duty Clause to regulate the workplace for ergonomics violations and to issue citations. Although there is a lack of specific standards, successful ergonomic programs can easily be implemented with employee involvement and management’s understanding and commitment to the ergonomic principals.

The next section details the recommendations to improve the employee’s workstation.

Inspection Evaluation:

I visited the employee and conducted a workstation evaluation. The following recommendations for this employee include:

· Obtain adjustable keyboard and mouse tray with wrist rest for each.
· Obtain adjustable ergonomic chair 
· with lower lumbar back support for employee
· with adjustable armrests for reduction of burden on upper back and neck
· with adjustable seat pan and back tension

· Obtain a footrest to keep feet firmly and evenly positioned on floor

· Monitor placed at arms length.

· Top of monitor placed at eye level.
· Monitor tilted for reduction of glare and eye strain

· Obtain document holder for reduction in head/ neck bobbing and straining

· Possibly inquire about construction of new or remodeled desks – due to insufficient workstation space
· Obtain a telephone headset to reduce head bobbing and neck strain

Picture’s of “Employee Name” at workstation:
[image: image1.jpg]



[image: image3.wmf]
[image: image2.wmf]
