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National Criteria for Identifying Qualified Providers of Ergonomic Services
Information for managers and procurement representatives
About the Criteria and Rating System
Regions must follow the National Criteria for Identifying Qualified Providers of Ergonomic Services when procuring ergonomic services from qualified external service providers. 

To be considered qualified to provide ergonomic services, prospective service providers must meet the essential qualifications indicated below. 

Using the essential and asset criteria below, regions may include additional factors to establish and rank a list of qualified local and/or regional service providers.  
1.0. Essential Qualifications for providing Ergonomics Services
External service providers who wish to provide ergonomic services within the HRSDC portfolio must demonstrate how they meet the following essential qualifications to be considered qualified to conduct individual ergonomic assessments and/or provide ergonomic training and awareness sessions. 
	Essential Criteria (Ergo Services)
	(Check one)

	
	Meets 
	Does not meet

	1.1. 
	Achieved and maintains industry recognized certification as an ergonomic specialist or as a registered physiotherapist, occupational therapist, occupational health nurse or kinesiologist
	
	

	1.2. 
	Completed industry recognized refresher, recertification and/or continuing education courses in ergonomics, within the past five years, in an effort to keep current with industry trends, research and equipment
	
	

	1.3. 
	Conducted individual ergonomic assessments in an office environment within the past three (3) years
	
	

	1.4. 
	Conducts individual ergonomic assessments by:

a. Assessing an individual’s ergonomic needs

b. Adjusting the workstation equipment to fit the worker

c. Making and discussing recommendations based on ergonomic standards
d. Documenting and submitting a written report of the individual’s needs, details of adjustments performed and recommendations
e. Conducting a follow-up call and/or visit to discuss recommendations or adjust newly acquired furniture or equipment
	
	


2.0. Asset Qualifications for providing Ergonomic Assessments
An external service provider that meets the essential qualifications for providing ergonomic services, above, may also demonstrate how they meet the following asset qualifications to conduct individual ergonomic assessments.  These factors should be considered when ranking qualified service providers as part of a regional procurement process. 
	Asset Criteria (Ergo Assessments)
	Points / Rating

	
	Meets 
	Does not meet

	2.1. 
	Completed an undergraduate degree in an occupational health and safety field, including occupational therapy, physiotherapy, human kinetics, ergonomics, nursing 
	5/5
	0/5

	2.2. 
	Completed an ergonomics-related graduate degree 
	5/5
	0/5

	2.3. 
	Completed industry recognized refresher, recertification and/or continuing education courses in ergonomics, within the past one to three (1-3) years, in an effort to keep current with industry trends, research and equipment
	5/5
	0/5

	2.4. 
	Remains a member in good standing of an industry recognized association of ergonomic practitioners, such as the Association of Canadian Ergonomists (ACE), Canadian College for the Certification of Professional Ergonomists (CCPE), or Board of Certification in Professional Ergonomics (BCPE)
	5/5
	0/5

	2.5. 
	Conducted individual ergonomic assessments within the federal public service within the past three (3) years
	3/3
	0/3

	2.6. 
	Conducts individual ergonomic assessments following the Canadian Standards Association Guideline on Office Ergonomics (Z412-00)
	5/5
	0/5


3.0. Qualifications for Providing Ergonomic Training and Awareness Sessions

An external service provider that meets the essential qualifications for providing ergonomic services, above, and wishes to provide ergonomic training and awareness sessions within the HRSDC portfolio, must demonstrate in writing how they meet the following qualifications to be considered qualified to offer the respective module. 

	Criteria (Ergo Training and Awareness)
	(Check one)

	
	Meets 
	Does not meet

	3.1. 
	Ability to provide task specific training and/or awareness sessions on manual materials handling, such as lifting and carrying, using a training package approved by the National Occupational Health Security (OHS) Office, through the Regional OHS Advisor. 

Training must include the following modules:

· understanding your back and common back injuries;
· healthy back posture;
· safe bending, lifting and carrying techniques; and
· stretching and strengthening exercises and tips for a healthy back.

	
	


	3.2. 
	Ability to provide ergonomic coach training to employees, using a training package approved by the National OHS Office, through the Regional OHS Advisor. 

Training must include the following modules:

· duties and scope of an ergonomic coach;

· recognizing the signs and symptoms of musculoskeletal disorders 

· setting up and/or adjusting of workstation equipment to fit the worker; 
· providing basic ergonomic recommendations, based on prescribed ergonomic guidelines; and
· reporting ergonomic findings and recommendations using departmental provided tools and templates
	
	


Departmental Definitions
Ergonomics

The study of workplace design and the physical impact it has on workers.  Ergonomics is about the fit between people, their work activities, equipment, work systems, and environment to ensure that workplaces are safe, comfortable, efficient, and that productivity is not compromised. 

Ergonomic Adjustment

The process of setting up and/or adjusting workstation equipment to fit the worker and providing basic ergonomic recommendations, based on prescribed ergonomic guidelines.  An ergonomic adjustment is conducted by a staff member who is trained as an Ergonomic Coach.  

Ergonomic Assessment

The process of assessing an employee’s ergonomic needs; setting up and/or adjusting workstation/work area equipment to fit the worker; and providing ergonomic recommendations, based on prescribed ergonomic standards.  An ergonomic assessment is conducted by an Ergonomics Specialist for an employee who has received a medical indication. 

Ergonomic Evaluation

The process in which an ergonomic adjustment or assessment is requested and/or conducted. 

Ergonomic Coach

An employee who is trained by an Ergonomic Specialist, usually from a qualified service provider, to conduct an ergonomic adjustment.

Ergonomic Specialist

An individual with industry-recognized certification or specialized training who conducts an ergonomic assessment.  

Health Care Professional

A health care professional includes a physician, physiotherapist, occupational therapist, occupational health nurse, massage therapist, or chiropractor.
Medical Indication

A medical indication includes:

· a medical referral; or 

· a written verification from the employee’s manager that he/she has been referred by a health care professional for treatment that has not yet been administered; or 
· a written verification from the employee’s manager that the employee’s personal attributes (related to physical variations that fall outside of the average, such as very tall, very short, obesity, amputation, paralysis, or a related disability ) may impact his/her ability to perform their duties at a standard workstation. 

Medical Referral

A written referral received by an employee from a health care professional for an ergonomic assessment.

Musculoskeletal Disorder (MSD) 

Musculoskeletal disorders are injuries of the muscles, nerves, tendons, joints or spinal discs.  Common MSDs include carpal tunnel syndrome, tendonitis and tension neck syndrome.

Work area

A work area refers to an assigned place where an employee normally conducts his/her work tasks, usually outside of a standard office workstation or involving tasks that require standing for extended periods, lifting or reaching.  A work area could include a front-end client service area, mailroom, or warehouse, among others. 

Workstation 

A workstation refers to a cubicle, office or space where an employee normally conducts his/her work tasks, primarily in a seated position.  The workstation usually contains standard office equipment, such as a desk, computer equipment, telephone and chair. 

Key Internal Contacts:

Regional OHS Advisors
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