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	Email
	



To the best of your ability, assess the gaps in your organization and what steps you are going to take to address those needs. 
Please follow the template as outlined, however, feel free to edit the size of the boxes (drag the lines) to fit your text as needed for easier reading.

Clearly identify what should be done to improve your ergonomics process based on the gaps identified. If none were identified, simply enter “Sufficient process” 
Identify who in your organization needs to be involved to initiate change (name(s) or position).

Refer to Assignment 1 Instructions and Guidance document to identify potential areas for improvement.


1. Program Structure
	Elements
	Gap or Needs Identified
	Action to be taken
	Who needs to be involved?

	Commitment by Senior Management
	
	
	

	Roles, responsibility, accountability and authority defined
	
	
	

	Management representatives
	
	
	

	Worker participation 
	
	
	

	Policy
	
	
	




2. Planning
	Elements
	Gap or Needs Identified
	Action to be taken
	Who needs to be involved?

	Legal and other requirements
	
	
	

	Hazard identification and risk assessment
	
	
	

	Objective and targets
	
	
	



3. Implementation
	Elements
	Gap or Needs Identified
	Action to be taken
	Who needs to be involved?

	Preventative and protective measures
	
	
	

	Resource allocation
	
	
	

	Competence and training
	
	
	

	Communication and awareness
	
	
	

	Procurement
	
	
	

	Management of Change
	
	
	



4. Evaluation and Corrective Action
	Elements
	Gap or Needs Identified
	Action to be taken
	Who needs to be involved?

	Monitoring and measurement
	
	
	

	Internal audits
	
	
	

	Preventive and corrective action
	
	
	



5. Management Review and Continuous Improvement
	Elements
	Gap or Needs Identified
	Action to be taken
	Who needs to be involved?

	Continual improvement
	
	
	




Submission Instructions
Submit your assignment by email to info@worksmart.ca with Assignment # 1 in the subject header. You must include a “Read Receipt” to ensure that we have received your email and that it hasn’t been misdirected. 
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