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1.0 INTRODUCTION 

NB Power is dedicated in providing a workspace that meets employees’ physical needs. 

Successful office ergonomics provide ways for employees to self-assess their workspace and/or 

have their workspace assessed to meet their individual physical or health needs. It is the 

employee’s responsibility to ensure their own health is taken care of to ensure optimal comfort 

and productivity not only for the workplace but for everyday living.  

 

2.0 SCOPE 

This standard applies to any NB Power employee who works in a NB Power Office. Some 

resources will be available to those with home workstation but is not extended to contract or 

consulting employees.  

 

3.0 REFERENCES 

 NB Power and IBEW Collective Agreements 

Regulations 91-191 New Brunswick OHS Act & Regulations 

Section 2.8  NB Power Corporate Safety Manual 

 Personal Health Information Privacy and Access Act of New 

Brunswick 

 Canadian Human Rights Act (CHRA) 

CEA A-2-2018 Standard for Recording and Measuring Occupational Injury/Illness 

Experience and Transportation Incidents. 

HR-76 Flexible Workplace Policy  

 

 

4.0 TERMS AND DEFINITIONS 

Ergonomics  Designing and arranging a work area to fit the employee so the work is 

safer and more efficient 

Essential Job Are the primary activities required to perform approximately 80% of the 
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Duties  job duties of a position. 

 

Work 

Relatedness 

Injuries/illnesses that occur while an employee is performing work on 

behalf of the employer for pay or compensation. The task must be 

directly related to the performance of work assigned 

 

5.0 ROLES AND RESPONSIBILITIES 

5.1 Employees  

• Complete ergonomics education and self-assessment. 

• Use the basic principles of ergonomics in their daily work for optimal health.  

• Discuss with supervisor any requirements necessary for the employee’s workstation. 

• Discuss with supervisor the need for an internal assessment if necessary.  

• Receive approval for internal and/or external ergonomic assessment from supervisor. 

• Provide the necessary documentation if an external ergonomic assessment is required with 

Total Health nurse. 

• Report any health or safety issues arising from ergonomic issues at the workplace.  

 

5.2 Employer  

• Provide employees with educational resources and self-assessment tool. 

• Assist employee with acquiring the necessary equipment through Facilities for their 

workstation. 

• Support employee with making the workspace changes to ensure proper ergonomics.  

• Ensure employees have completed Computer Based Training for Ergonomics 

(Fundamentals) before reaching out to an internal assessor.  

• Help direct employee to internal assessor if required. 

• Provide approval for employee ergonomic assessment to the Total Health Specialist. 

• Provide employee information to Total Health nurse for referral. 
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5.3 Internal Assessor  

• Arrange time with employee to complete internal ergonomic assessment. 

• Provide recommendations with employee for any corrective actions needed. 

• Complete documentation from the assessment and send to Total Health nurse.  

• Follow up with employee to ensure recommended corrective actions are completed. 

5.4 Total Health Service  

• Ensure approval has been received for employee’s external ergonomic assessment. 

• Ensure referral form is completed and sent to our external service provider. 

• Ensure external ergonomic assessment provider & and employee have been in contact.  

• Track and keep records of employee ergonomic assessment process.   

• Provide the completed ergonomic assessment to employee to share with supervisor. 

• Follow up with invoices that service provider has not received payment for. 

• Support any injuries, accommodation or return to work related to workplace ergonomics.  

 

5.5 Service Provider 

• Contact employee for external ergonomic assessment once referral is received.  

• Work with employee to schedule ergonomic assessment. 

• Provide completed ergonomic assessment with recommendations to Total Health 

Services  

• Provide employee with a follow-up assessment if needed. 

 

5.6 Facilities  

• Assist employees with office configurations as requested by supervisor.  

 



 

Document 

Number:  

HSEE-03-70 

Date Effective: 

2023/11/06 

 

 

 

Revision No: 

1 

2023/11/06 

Page:1 

Title: 

Office/Computer Workstation Ergonomics 

 

 

 Health & Safety 
Standards 

 

 

6.0 STANDARD 

6.1 Background 

This ergonomic three-phased process is intended to provide education, service and optimize 

resources to ensure the office ergonomic needs of NB Power employees are being met.  

6.3 Process Steps 

The office ergonomic assessment process is built in three phases. The phases are as follows:  

1) Employee self assessment,  

2) Internal Ergonomic Assessment  

3) External Ergonomic Assessment.  
 

Each phase of the assessment process is intended to assist the employee to achieve their ergonomic need. 

The phases must be completed in subsequent order to meet the requirement for the next phase.  

 

Please refer to HR-76 Flexible Workplace Policy for guidelines around home office equipment. 

 

6.3.1 Phase 1: Ergonomic Self Assessment  

 

1) Complete the Computer Based Training (CBT) on the Learning Management System (LMS). 

2) Complete the Office Ergonomic Self Assessment Tool (See Appendix A). 

3) If needed, Supervisor requests changes to office equipment with Facilities, via the E-form 

Facilities Building Services located on Watts’ up.  

 

6.3.2 Phase 2: Internal Ergonomic Assessment 

 

1) If initial self assessment is not satisfactory OR significant changes need to be made, the employee 

must request an internal ergonomic assessment through their supervisor.  

2) Supervisor reaches out to an internal assessor from the list of approved assessors to conduct an 

assessment with the employee. 

3) Internal Assessor completes the assessment with the employee and files the internal assessment 

with the employee’s supervisor. 

4) If employee’s workstation is offsite (i.e. home office), the assessment can be done virtually. 

5) If needed, supervisor requests changes to office equipment with Facilities.  

6) Internal Assessor follows-up with the employee after changes have been made to their 

workstations to ensure ergonomic requirements are met.  

 

6.3.3 Phase 3: External Ergonomic Assessment 

 

1) Employee may request an external ergonomic assessment through their supervisor if the internal 

ergonomic assessment isn’t satisfactory and/or the employee has a medical reason for assessment 

being required and provides a medical note. 

2) Employee or supervisor provides a copy of the medical note with the Total Health Nurse. 
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3) Total Health Nurse sets up the external ergonomic assessment with a service provider. 

4) Service provider schedules an external ergonomic assessment directly with the Employee.  

5) Results of the assessment are shared with the Employee, Supervisor and Total Health Nurse.  

6) If needed, Supervisor requests changes to office equipment with Facilities.  

 

*The cost of the assessment as well as the recommended equipment/furniture will be paid by the 

respective department of the employee requesting/receiving the assessment.  

 

APPENDICES  

 
• Self Assessment form 
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Appendix A - Self Assessment form 
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