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	Office Workstation Ergonomics
	SAFE WORK PROCEDURE



INTRODUCTION
Although not normally thought of as a hazardous work environment, the office workstation does cause more than its share of injuries – they just happen over time.
BENEFITS OF GOOD ERGONOMICS
A properly set-up office workstation will reduce the possibility and severity of ergonomic injuries – and you will be far more comfortable doing your work.
CHAIR SELECTION AND SET-UP
Find a chair that is both comfortable and adjustable.  the chair will need to adapt to you and your workstation.
Adjust your chair so it fits you properly.
back against backrest.
thighs parallel to floor.
feet resting on the floor or another support.
elbows at a 90 degree angle.
MONITOR AND KEYBOARD SET-UP
The rest of the workstation needs to be customized to fit you and your chair.
Adjust your monitor and keyboard.
The screen should be about two feet from your eyes with the top at eye level.

The keyboard should present itself in the area of your fingertips without having to reach up or down with your wrists.

MOUSE SET-UP
Mouse set-up is important – particularly for people who use them a lot.
Adjust your mouse:
Position the mouse so you don’t have to reach for it.  It should be in a natural position right beside the keyboard.
WORK VARIETY AND STRETCHING
Office workstations can often require extended work in the same position.  Switching up your tasks and taking breaks can help ward-off ergonomic injuries.
TASK VARIETY
Schedule some task variety that will get you doing something different than working on your computer.

Periodically take short breaks to stand, walk, stretch, or get some air.

REPETITIVE STRAIN INJURIES (RSIS)
Positioning or using your computer improperly can lead to various injuries, from the short term discomfort of headaches to potentially debilitating conditions like Carpal Tunnel Syndrome.

SIGNS OF PROBLEMS
Signs of repetitive strain injuries include: tingling, numbness, loss of flexibility or strength, pain, swelling or redness.  

	Report any discomfort to your Supervisor, First Aid Attendant, and/or Physician to get it looked at and addressed.


EARLY STAGES OF RSIS
SYMPTOMS
Early stages of pain typically consist of aches and pains mainly in the fingers and hands.

RECOVERY PROBABILITY
Symptoms will usually disappear during time away from work.  The injuries do not interfere with the ability to work, and if it is dealt with immediately and properly, it will heal completely. 
REPETITIVE STRAIN INJURIES
INTERMEDIATE STAGES OF RSIS
SYMPTOMS 
The injured area(s) begin to ache and feel weak soon after the start up of work until well after work has ended.  
RECOVERY PROBABILITY
The injured area could heal completely if dealt with properly and immediately.
ADVANCED STAGES OF PAIN
SYMPTOMS
The injured areas will ache and feel weak even at rest.  Sleep will be affected and light duties will be very difficult and painful.
RECOVERY PROBABILITY
If nothing is done to fix the cause of the injury it can progress to a more serious state.  At this stage, it is less likely that a full recovery can be made without corrective surgery to improve the circulation.
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