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SUBJECT: Ergonomic Safety Program 

1.   PURPOSE: The purpose of this program is to provide guidance, establish policies, follow procedures and methods by which an Ergonomic Safety Program (ESP) will be implemented at all Memorial Service Network IV (MSN IV) Cemeteries to provide a safe working environment for all employees.

2.   POLICY: It is the policy of the National Cemetery Administration (NCA) to provide a safe, clean, and accident-free place of employment. Employees will be protected from injuries, illnesses, or undue exposure to physically stressful conditions. The effective control of materials handling injuries and illnesses, including back injuries and Cumulative Trauma Disorders (CTD) of the hands and wrists, is a major component of the NCA’s Occupational Safety and Health (OSH) Program.  While NCA, MSN IV and Cemetery management assumes overall responsibility for safety and health, every employee shall consider the prevention of accidents, injuries, and illnesses a prime personal responsibility.
3.   RESPONSIBILITY: This responsibility applies to all persons on NCA premises and all property by or under the jurisdiction of the Department of Veterans Affairs whether or not government owned.

A. The MSN IV Director is responsible for the overall safety of all employees at all MSN IV Cemeteries.

B. The MSN IV Safety Officer is responsible to management for the direction of the OSH Program. The MSN IV Safety Officer will render technical advice and assistance, which may be required in connection with the OSH Program.

C. Cemetery Directors are responsible for the establishment and execution of the ESP at their Cemeteries.  The Cemetery Director should do a comprehensive injury/illness analysis annually.  The Cemetery Director will take immediate action to correct safety hazards or situations whenever such situations come to their attention.

D. Cemetery Safety Officers (CSO) will support the ESP through monthly safety meetings. Also the CSO will conduct routine inspection of areas under their control and initiate action to abate any hazardous conditions discovered.  CSO will promote favorable attitudes toward safety, occupational health by supervisors and employees.
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E. Supervisors and/or Wage Grade Leaders will support the ESP by application of approved standards, regulations, and practices and work methods. It is there responsibility to train subordinates in safe working practices, correcting or reporting for correction any condition or practices that appears to be a potential hazard. They will also inspect their work areas to detect hazards and initiate preventive or corrective action.

F.  Employee Participation: All employees can help ensure the success of the ESP by participating in the following programs:

1. Employees should provide suggestions to reduce materials handling injuries and illnesses to supervision or to the CSO.  Ideas and suggestions should be discussed during the monthly safety meetings, or if desired, submitted anonymously. Any condition that poses an immediate material handling hazard must be reported directly to supervision.


2. Federal law requires that employees report all injuries and illnesses immediately 

for prompt medical attention. It is extremely important that symptoms of potential 

materials handling injuries and illness, including back injuries and cumulative 


trauma disorders of the hands and wrists, be reported at the earliest possible time. 



This allows for timely and appropriate medical evaluation and treatment before 


conditions become more severe.


3. Employees should use good materials handling procedures, good work practices, 

proper equipment, and appropriate Personal Protective Equipment (back supports, 

wrist supports, gloves and footwear) to help prevent materials handling injuries and 

illnesses.

G.  Ergonomics Safety Program Elements: An effective ESP must focus on the identification and control of materials handling hazards. The following five major program elements are included in the MSN IV Ergonomics Safety Program:

            (1) Worksite Analysis:


A worksite analysis identifies existing hazards and conditions, operations that create 

hazards, and areas where hazards may develop. The analysis includes close scrutiny 

and tracking of injury and illness records to identify patterns of minor sprains or 


strains, which may progress to more serious conditions. The main objectives of the 

worksite analysis are to identify and correct ergonomic hazards.

Department of Veterans Affairs 




MSN IV Circular 774-02-02

National Cemetery Administration 



October 1, 2002

Memorial Service Network IV 




Page 3

Indianapolis, Indiana
(a) Injury and Illness Analysis - The first step in the worksite analysis program is to analyze the injury/illness records to identify any apparent trends relating to particular departments, job titles, operations, or workstations. The Cemetery Director should do a comprehensive injury/illness analysis annually.

(b) Analysis of Ergonomic Hazards - The second step of the worksite analysis is to videotape workstations, and also collect appropriate ergonomic data and measurements. The objective is to identify and evaluate workplace conditions such as posture, force, repetitions, and weights of materials that are associated with materials handling injuries and illnesses. A qualified individual, such as VA Medical Center (VAMC) Industrial Hygienist, with appropriate training and experience in occupational ergonomics will analyze ergonomic hazards at least once a year at the Cemetery.  The results of the worksite analysis will be communicated to all employees, Cemetery Director, CSO, MSN IV Safety Officer, and kept on file at the Cemetery.

(2) Hazard Prevention and Control: Once ergonomic hazards are identified through the systematic worksite analysis, the next step is to design measures to control these hazards. Ergonomic hazards are prevented primarily by effective design of the workstation, tools, and job tasks. To be effective, the hazard prevention and control program at the Cemetery consists of engineering and work practice controls, Personal Protective Equipment, and administrative controls designed to eliminate or control ergonomic hazards.

(a) Engineering Controls - Engineering controls, where feasible, are the preferred method of control. The primary focus is to design or redesign workstations, equipment, and work activities to eliminate excessive exertion, repetitive motion, awkward postures, and other risk factors.

(b) Work Practice Controls - Key elements of a good work practice program include instruction regarding proper work techniques and regular monitoring and feedback. Examples of proper work techniques include:

(1)  Following procedures for properly using materials handling equipment and hand tool.

(2) Using proper body mechanics to avoid over-reaching and twisting the torso when lifting, lowering, pushing, pulling, or carrying objects.

                        During their daily inspections, supervisors will monitor compliance 



with work practice controls.
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(c) Personal Protective Equipment (PPE) - Protective clothing, including 


gloves and slip/impact-resistant footwear, are worn to protect against 



materials handling hazards. Appropriate protective clothing will be 



provided in a variety of sizes. Gloves that are too small can restrict 




blood flow and movement, while gloves that are too large contributes 



to slippage and requires excessive grip strength.

(d) Administrative Controls - The ESP at the Cemetery includes the following administrative controls that reduce the duration, frequency, and severity of exposure to ergonomic stresses:

(1)  Job-rotation systems at repetitive hand-intensive tasks.

(2) Ongoing maintenance of the conveyor systems, hand trucks, and other materials handling equipment.

(3) Effective housekeeping to minimize slippery floors.

(3) Training and Education: The third major program element of and effective ESP is training and education.  The purpose of the training and education program is to ensure that employees are sufficiently informed about the ergonomic hazards to which they may be exposed and thus are able to participate actively in their own protection. Training for employees includes the following:

(a) Employees - The CSO and servicing VAMC shall provide all employees involved in heavy material quarterly back injury prevention training.  Employees are also provided "job-specific' training CSO and Supervisor based on the results of periodic worksite assessments. The following types of information are provided:

(1)  Ergonomics risk factors associated with their jobs.

(2) How to recognize early symptoms of CTD, and the importance of early reporting of symptoms. Federal law requires that employee's report all injuries and illnesses immediately for prompt medical attention. It is extremely important that symptoms of potential materials handling injuries and illnesses, including back injuries and CTD of the hands and wrists, be reported at the earliest possible time. This allows for timely and appropriate medical evaluation and treatment before conditions become severe.
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(3) Materials handling procedures, good work practices, proper equipment, and appropriate PPE (gloves and footwear) to help prevent injuries.

(b) Supervisors are provided periodic ergonomics training which focuses on how to recognize early sips and symptoms of CTD, and how to recognize and correct hazardous ergonomic conditions and unsafe materials handling practices.

(c) Cemetery Directors are provided periodic ESP management training to review the skills and knowledge required to effectively managing the ESP.

(d) Maintenance Personnel are provided periodic training regarding the prevention and control of ergonomic hazards in the workplace through proper design and maintenance of work systems.

 
(4) Medical Management:

Implementation of a medical management system is the fourth major element of the ESP. Proper medical management is necessary to eliminate or to materially reduce the risk of development of CTD signs and symptoms through early identification and treatment.

A physician from the servicing VAMC oversees the medical management program at the NCA's Cemeteries. The physician has considerable experience in the recognition and treatment of CTDs and, has a good working knowledge about operations, work practices, specific CTD risk factors, and fight duty jobs. This knowledge of our facility helps the physician determine when an injured employee is fit to return to work.

                      
The following information is provided to the physician:

                            
• List of job descriptions at the Cemeteries

                                 
• List of light-duty jobs, if available

                                 
• NCA's ESP

Employees who report symptoms of potential CTDs are sent to the physician for the appropriate medical evaluation, treatment, referral (if necessary), and follow-up.

                       
The physician maintains medical records with strict confidentiality.
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(5) Regular Program Review:

The fifth major component of the ESP is to periodically audit the overall effectiveness of the program. Comprehensive ergonomics worksite analysis and ergonomics training programs are conducted at least annually. In addition, a qualified individual on an annual basis will evaluate the effectiveness of the ESP.

4. REFERENCES:

OSHA Standard 1910; OSHA Standard 1926; OSHA 3123; VA Manuals MP-1 (Part III), MP-3 (Part III); Safety Requirements for VA National Cemeteries Handbook (7710); guidelines from the Office of Occupational Safety and Health (00S1); Office of the Regional Safety & Fire Protection Engineer (RSFPE); and MSN IV.
5. EFFECTIVE AND RESCISSION DATE: This circular is effective upon receipt and

 remains in effect until further notice.

George M. Webb

Director

Distribution:

Cemetery Directors

Safety Officers

Supervisors/Foremen/Work Leaders

