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February, 2013  

 

Video Display Terminal Ergonomics Program 
 

 

1.  Purpose 

 
The Video Display Terminal (VDT) Program is provided to ensure that all applicable employees 

receive proper training and education regarding the safety issues and practices associated with 

VDT work stations as required by Maine State Law and OSHA Standards.  This program will 

also address the ergonomic aspects of work stations and provide a means for conducting work 

station assessments. 

 

2.  Training and Education Requirements 

 
Employees with the primary task of operating a terminal for more than four (4) consecutive 

hours, exclusive of breaks, on a daily basis are required to receive the training prescribed by this 

program.  

 

New employees will receive this training within one month of their employment date.   

 

All affected employees will receive refresher training on an annual basis.  The Human Resources 

Department is responsible for all initial and annual training throughout the Town.   

 

VDT training conducted by the Town will include an explanation of the proper use of terminals 

and the protective measures operators are expected to take to avoid or minimize symptoms or 

conditions the may result from extended or improper use of terminals.  Additionally, instruction 

will be provided related to the importance of maintaining proper posture during terminal use as 

well as a description of methods to achieve and maintain this posture, including the use of any 

adjustable work station equipment used by the operator.  Training will also include an 

explanation of rights and duties created by the VDT Law.  The Town will utilize the training 

found through SafetyWorks Maine, which can be viewed through the following link.  Employees 

should review the PowerPoint presentation provided on this site.  Review of the supporting 

documentation is also suggested: 

   

http://www.safetyworksmaine.com/training/online_classes/vdt/VDT-Main.htm or 
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3.  Poster Requirements 

 

The Human Resources Department will ensure that a copy of MSRA Title 26, Chapter 5, Sub 

Paragraph 2A is posted in a prominent location within the workplace as required.  A copy of this 

document is contained as Attachment A.  The Human Resources Department will also post a 

plain language version of the section to explain rights and duties.  Attachment B provides a 

sample document that will meet this requirement. 

 

4.  Work Station Evaluation 

 
Workstations that are ergonomically correct provide a number of benefits to employees, to 

include: 

 

 Maximizing efficiency 

 Increasing productivity 

 Enhancing product and service quality 

 Reducing workplace injuries and injury related costs 

 

As part of this program, employees who may be having ergonomic symptoms and who might 

have concerns with the setup of their workspace should complete the Workstation Survey 

contained in Attachment D and contact the Human Resources Department.  A more in-depth 

workstation assessment will then be scheduled.  In addition to the workstation evaluation, any 

history of work-related ergonomic injuries is an indication of a need for adjustments. 

 

5. Workstation Adjustments 
 

In the event a workstation adjustment is required, there are three basic courses of action: 

 

 Use the adjustment capabilities built into the workstation if any exist. 

 Try to determine if there is an effective way to improvise a solution that will meet the 

requirement.   

 Consider acquisition of an adjustable workstation. 

 Consideration for budgetary considerations.  

 

Resource constraints and fiscal responsibility may preclude the ideal solution.  However, the 

important thing to remember is that if an adjustment is necessary, it needs to be made to the 

greatest extent feasible, or there is increased risk of injury and workers’ compensation claims, 

reduced efficiency and lower productivity. 

 

 6.  Record Keeping 

 
A copy of the employees’ workstation evaluation and training record will be maintained by the 

Human Resources Department.  The worksite evaluation will be maintained in the medical folder 

and the training record will be maintained in the Training folder.    
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7.  Injury Mitigation 

 
The Town’s intent is to resolve ergonomic issues before they become difficult or costly to fix.  In 

order for this to happen, employees must be prepared to report injuries or problems at an early 

stage.  Management must be prepared to respond in a timely manner.  This response may consist 

of assessing, adjusting and maintaining the workstation or addressing improper/poor work 

practices.  In the event of an injury every effort should be taken to ensure the employee obtains 

sufficient medical attention.   

 

Approved by: 

Gary Brown 

Town Manager 
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Attachment A 
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Attachment B 
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Attachment C 
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Attachment C 
Sample Training Outline 

 
Double click the image below and move cursor to the lower left corner to run the 
slide show.  

 
 

1-877-SAFE345

Maine
Video Display Terminal Law

Training Program

 
 
 

As an alternative, press CTRL + click here Maine Video Display Terminal Training 
to open the complete Safety Works Power Point file. 
 
CTRL + click here Safety Works! to access the complete Safety Works On-Line 
VDT training site. 
 

 

http://www.safetyworksmaine.com/training/online_classes/vdt/VDT-PPT_files/frame.htm
http://www.safetyworksmaine.com/training/online_classes/vdt/VDT-Main.htm
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Attachment D 
Video Display Terminal Workstation Survey 
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Attachment D 

Video Display Terminal Workstation Survey // Continued 

 


