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This checklist is to assist you in setting up your workstation in line with basic ergonomic principles and to minimize the risk of a musculoskeletal disorder.

When setting up the position of workstation furniture it is important to experiment and try new positions to find the most comfortable. Remember to give your body a chance to get used to the changes; it may take several hours or even days to find the best position.

While working at the computer it is also important to take regular breaks. Frequent short pauses (microbreaks) should be taken for 5-10 seconds every 5-10 minutes. In addition, at least 5 minutes of every hour should be spent doing non computer related tasks. Meal breaks or rest periods should also be taken away from the computer and repetitive recreation (e.g. knitting) should be avoided during these breaks.

It is recommended that you work through this checklist with another person and observe each other’s postures and position of the body and make adjustments to your workstation accordingly. If you cannot make the adjustment required to ensure your workstation is ergonomically set up, discuss with your manager what alterations need to be made or ergonomic equipment purchased. For further advice, contact your Occupational Health and Safety Senior Advisor, People and Culture, on ext. 50600.

This checklist has been developed referencing the WorkSafe Victoria publication ‘Officewise, A Guide to Health and Safety in the Office’, Victorian WorkCover Authority, October 2001.

1. CHAIR
The chair is the first piece of your workstation equipment that should be adjusted.
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Refer to any instructions that are provided with the chair or have someone show you how to adjust the chair controls.

	1.1  SEAT

Height

· Adjust the chair height so the feet are comfortably flat on the floor, the thighs are approximately horizontal and the lower legs approximately vertical (there should be minimal pressure on the underside of your thighs).

Tilt
· If your chair is able to tilt, initially set it horizontal and you may wish to tilt it slightly forward to improve comfort.

1.2  BACK SUPPORT

Height
· The back rest should fit the curve of the lower back. It is important the back rest is not placed too low.

· Start by setting the height of the back rest to its maximum height. If it is not comfortable, lower the height by several centimeters and try the position. Repeat until the most comfortable position is found.

Forward/ Backward position

· The back rest should place a comfortable pressure on the lower back while seated in the usual working posture. It should not feel like it pushes you out of the seat or that you have to lean back too far to reach in.

· There should be a two-finger clearance between the front of the chair and the back of the knee.

· Trial a number of positions until the best fit is achieved.

1.3  ARM RESTS

· Arm rests are not recommended for computer based tasks unless they are well out of the way of the desk.

· If your chair does have arm rests, make sure they do not prevent you from getting as close to the desk as you require, impinge your elbows when working and that you do not lean down on them while typing.

· If your chair does have arm rests, remove them or replace them with a smaller or adjustable option.
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2. DESKS
After adjusting your chair to suit your body size other adjustments can be undertaken starting with ensuring you are sitting at your desk correctly.

RMIT staff generally have either a height adjustable desk, a fixed height desk with a height adjustable keyboard panel or a desk of fixed height. Height adjustable keyboard panels should only be adjusted providing the panel is wide enough to fit the keyboard and the mouse. If the keyboard panel is not wide enough it should remain at its maximum adjustment (which should be level with the desk) and the instructions for the non-adjustable desk should be followed. 

	2.1  HEIGHT ADJUSTABLE DESK/ KEYBOARD PLATFORM

· After adjusting your chair to suit your body size, adjust the top surface of the desk to just below elbow height (determine elbow height by relaxing your shoulders and bending your elbows to 90 degrees).
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Desired sitting position at your desk

2.2  NON HEIGHT ADJUSTABLE DESK

If the chair has been adjusted and the desk is higher or lower than the elbow, other forms of adjustment will be required.

Desk too high

· The height of the chair will need to be increased.

· Raise the chair and use a footrest to ensure that your thighs are approximately horizontal and the lower legs approximately vertical and feet are on a flat surface.
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Increase the height of the chair and

use a footrest if the desk is too high
Desk too low
· The height of the desk will need to be increased.

· Raise the desk height by extending the leg length, ensuring that any changes are secure and stable.

· Property Services can assist with desk modifications (Service Desk- City ext. 52357, Bundoora ext. 57567).

· If the desk cannot be modified to the correct height, a new ergonomic desk will be required.

2.3  UNDER DESK CLEARANCE


· The space under the desk should be kept as clear as possible.
· Computer hard drives, boxes, files, bins and mobile draw units if stored under the desk can interfere with leg space and force you to adopt an awkward or twisted posture.
	


3. COMPUTER SET UP

The set up of the computer should be considered following the correct positioning of the desk and chair.

	3.1  KEYBOARD

Angle

· The wrists should remain in a neutral position when typing.

· Tilt the keyboard, using the feet at the back, to find your ideal position. The common setting is where the feet are lowered so the keyboard sits flat on the desk.

Position on desk
· The keyboard should be as close to the front of the desk as possible.

· Do not place documents between the keyboard and the front edge of the desk when typing.

· Ensure there is room to put the keyboard to one side when it is not in use.

Use

· When keyboarding, upper arms and elbows should be close to the body with forearms, wrists and hands held straight in a neutral position (the forearms should be at 90 degrees to the upper arm).
3.2  MOUSE

Position on the desk

· The mouse pad should be placed as close to the keyboard as possible and at the same height as the keyboard to minimize over-reaching action.

· If you use the mouse frequently, consider learning to use it with both the left and right hand to improve comfort (place on left and right hand side of the keyboard).
Use

· Hold the mouse loosely, keeping your wrist relaxed and neutral, not bent.

· The index finger should be able to rest on the mouse trigger without activation.

· Use your whole arm and shoulder to move the mouse, not just your wrist.

· Don’t rest your forearm on the desk when you move the mouse.

· Try and avoid holding onto the mouse when not in use.

· Set the tracking speed of the mouse to a setting that suits you.
· A gel wrist rest mouse pad can be used if pain is experienced in the wrist and forearm.
3.3  VISUAL DISPLAY UNIT (VDU)

Height
· The screen should be positioned so that the top of the screen is level with, or slightly lower than your eyes, when you are sitting upright.

· If the screen is not high enough, phone books can raise the height temporarily. An adjustable platform to position the monitor on should be purchased as a permanent measure.

· If the screen is too high and if it is resting on the computer hard drive, remove the hard drive (in most instances the hard drive can be converted to a tower position) and position the monitor on the desk. An adjustable platform to position the monitor on may also be necessary to ensure the correct height of the screen.

· If you wear bi-focal glasses, ensure the monitor position does not cause you to bend your neck.
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Desired position of screen
Distance from eye

· The screen should be approximately an arms length away from your usual seated position at the workstation.

· Trial this position and move further away or closer as required.

Positioning the screen

· The screen should be placed in front of you to avoid glare or reflections from windows and overhead lights. A glare guard can be used to minimize the glare on the screen if the screen cannot be repositioned.

· In most cases the screen should be directly in front of you unless you are doing continuous data entry and the source document is observed more than, or the same amount as, the screen. In this circumstance, the document holder should be placed directly in front of you and screen slightly to the side OR the document holder in a similar position to the screen where it is slightly to one side and you look evenly between the two.

	


4. OTHER DESKTOP ACCESSORIES
	4.1  DOCUMENT HOLDER
· Reading source documents resting on the surface of the desk for prolonged periods may cause neck and shoulder strains through the adoption of poor posture.

· The need for a document holder depends on the type of work you undertake. If your work does not involve referring to reference material or data entry a document holder is probably not necessary.

· There are two major types of document holders that can be used depending on the work that you are doing, the ‘A-frame’ or ‘swivel arm’ holders.

· An A-frame holder rests on the desk and can be set at different angles. It can be positioned between the screen and keyboard and is often used to position heavier reference material.

· A swivel-arm holder suspends the document above the desk and should be adjusted to be next to the screen so that it is the same visual distance from the usual and the same height as the screen. It is ideal for work involving data entry or transcribing documents.
4.2  OTHER DESKTOP ITEMS
· High use desktop items should be placed in the optimum to maximum reach sector (see diagram below) to ensure that excessive reaching or stretching is avoided.
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Workspace layout guidelines

4.3  TELEPHONE
· The telephone should be positioned within, or at the limit of, the Optimum Reach Sector, depending on the amount of use. You should not have to bend your trunk to grasp the handset.

· Place the phone on either the left or right hand side accordingly to personal comfort. If you are making a lot of calls, it is best to place the telephone on the same side as the dominant hand. If you are mostly receiving calls, it may be more comfortable to place the phone on the non-dominant side.

· If you frequently type/ write while on the phone, you should consider the use of a headset to keep both hands free.

· Ensure that you hold the phone with your hand and do not rest it on your shoulder and bend your neck awkwardly.
4.4  IN TRAY


· In trays should be positioned in the Outer Reach Sector and should not be above shoulder height (when seated).

4.5  STATIONERY

· Stationery should be stored in the Outer Reach Sector or in the top desk draw.

4.6  REFERENCE BOOKS AND FOLDERS
· Large or heavy reference books or folders if used regularly should be stored within close reach or in a nearby position where you have to stand to access them.

· Such items should not be handled at the limit of your reach when seated, as this will increase the risk of an injury.


	


5. Recommended suppliers of ergonomic equipment/ furniture

The following listing provides recommended suppliers of ergonomic equipment/ furniture. Corporate Express is the contracted supplier for RMIT and should be contacted in regards to specific requirements of the individual to ensure appropriate equipment/ furniture that fits the needs of the individual is ordered. If specific equipment can not be purchased through Corporate Express outside companies may be used.
CHAIR

Corporate Express, phone 13 26 44
· Recommend the EXP50 Ergonomic Task Chair with seat pitch for standard office based work.

· Recommend the EXP90 Advanced Ergonomic Task Chair for standard office based work.

DESK
Corporate Express, phone 13 26 44

FOOTREST

Corporate Express, phone 13 26 44

· Recommend Kensington Footrests
WRIST REST FOR KEYBOARD OR MOUSE

Corporate Express, phone 13 26 44

· Recommend gel wrist rest.

MONITOR PLATOFRM

Corporate Express, phone 13 26 44

· Recommend the DAC Monitor Riser for LCD Screens
GLARE GUARD

Corporate Express, phone 13 26 44

DOCUMENT HOLDER

Corporate Express, phone 13 26 44

· Recommend A-Frame holder to sit between keyboard and screen- 3M In-Line document holder.

· Recommend Fellowes Space Safer Flex – Arm Copy Holders.

6.  OTHER CONTACTS

PROPERTY SERVICES

The Customer Service Desk administers all requests for work carried out by Property Services. All work requests should be directed to this area which immediately records the relevant details on a computerised maintenance request system (BEIMS) which is automatically printed out at the area responsible to carry out the required work. This system allows all work requests to be recorded, prioritised, tracked and completed which ensures greater customer service.
City Campus: 9925 2357 or psdesk@rmit.edu.au
Bundoora Campus: 9925 7567 or psdesk@rmit.edu.au
	SAFE @ RMIT        EXERCISES FOR OFFICE WORKERS
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Exercises for office workers

Stop, s-t-r-e-t-c-h and check!
= Do a few of these exercises a few times every day.
= Dots show the muscles that you are exercising
= Make sure you relax and perform them gently

= Hold the stretch or repeat as Indicated on the
diagrarn

m Do not overstretch.

= Stop if you feel discorrfort when performing
an action.

m Remernber to do each side.

While you are exercising, read the notes alongside
each instruction and consider whether your workstation
is adjusted to sut you. Refer to Section 2 for
information on job design.

Neck

Exercise 1: Head rolls

Gently lower ear to shoulder
and hold for 10 seconds
Slowly roll chin to chest

and up to other shoulder
and hold for 10 seconds;
Repeat several times and
be careful not to extend
your neck back too far.

Exercise 2: Head tums

Turn head slowly to look
over left shoulder and
hold for 10 seconds.
Turn head the other way
and hold for 10 seconds.
Repeat several times.

Exercise 3: Chin tucks

Raise the head to straighten
the neck. Tuck the chinin
and upwards creating a
double chin. This also
results in a forward tilt

of the head. Hold for

10 seconds and repeat
several times.

Check neck posture

= Position the top of your screen at eye level.

= Use a docurment holder directly beside or below
the screen - it saves you looking down.

Shoulders

Exercise 4: Shoulder rolls

Circle shoulders
forward several
times, then backward
Repeat 3 to § tirmes.
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Stretch arm above head, cradle elbow with
hand and gently pul elbow behind the head
Hold for 10 seconds and repeat several fimes

Check shoulder posture

Relax your shoulders and rest your hands on your lap.
Bend your elbows to 90 degrees and check the height
of your finger tips against your current work height,

If the work (keyboard or desk) s higher than your
hands you may be hunching your shoulders
unnecessarily. I so, try and raise your chair height

or lower your desk height and try and relax your
shoulders while working

Wrists, hands and arms

Exercise 6: Wrist stretch

Interlace fingers, palms outward, and straighten arms
in front. Hold for 10 seconds and repeat several times.

Chedk hand and wrist posture

B While keying keep your wrist straight while your
fingers are suspended over the keyboard,

B Keep elbows at keyboard level. This may mean
adjusting the desk or chair height.

m Don't rest your wrists on the desk or keyboard
while keying. Keep hands suspended

= Rest on the desk between periods of keying
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Exercise 7: Upper and lower back stretch

Interlace fingers and turn
palms upward above head;
straighten arms then slowly
lean slightly from side

to side. Repeat moverrent

several times,

Exercise 8: Back arching

Stand up. Support lower back
with hands and gently arch back.
Gently arch back and hold for
510 10 seconds. Repeat as.
often as is needed

Check back support

& Sit well back in your chair
—if your feet need support,
use a foot rest.

 Adjust the back rest on
your chair to support your
lower back

Legs

Exercise 9: Foot rotation

Hold onto the chair with hands either side. Straighten
leg and lft foot a few centimetres off floor. Rotate foot
and ankle both ways (point toes up) and extend (point
toes down). Repeat several times per foot.

Check leg comfort

& 1f the seat of your chair s digging into the back of
your thighs check that it is not too high or whether
itis tilted backwards.

B If the seat i too high lower the chair and desk or
use a foot rest to support your feet.

B Also check the tilt of the seat and if necessary
adjust it to a horizontal position
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Exercise 10: Eye exercise
Sit up straight, face forward and repeat this sequence

several times without moving head. Look up, then
down. Look left, then right.

lee
/&

Exerdise 11: Visual rest

Lok up and away from screen Focus on a distant
object (more than 3 metres). For example, ook out of
the window o at a picture on a far wall. Shift vision

back to screen and refocus

Check eye comfort
& s there enough light falling on your docurments?

= Do windows o light fittings cause glare o reflection
on the screen? If 5o, try turning the screen or
blocking the path of the light.

B Use a screen with a light background when working
with text. Software with a light background for text
is more comfortable for the eyes.

For further advice on office ergonorics, refer to earlier
sections of this guide.





SMART LIFTING TECHNIQUES

Size up the load.

· Assess the load (size, shape and weight);

· Assess whether the load needs to be moved;

· Where is it going to be placed” Check that there are no obstructions;
· Assess whether mechanical or human assistance is required.
Move the load as close to your body as possible.

· A load is heavier to lift or carry if it is not close to the body.

· The whole hand should be used to ensure a firm grip.

Always bend your knees.

· Maintain balance.

· Keep feet apart and in a comfortable position.

· Minimise lower back bending.

· Bend knees preferable at as large an angle as possible but not at a right angle- use a semi-squat in preference to a full squat.

Raise the load with your legs.

· Achieve the lift smoothly and without jerkiness.

· Maintain the normal curvature of the spine to allow the force of the load to be distributed evenly from the spine to the pelvis.

Turn your feet in the direction that you want to move the load.
· Avoid unnecessary bending, twisting and reaching.

· Change direction by turning your feet and not your back.

· To set the load down, squat down, keep your head up and let your legs do the work. 
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	And remember to THINK TALL- chest lifted, shoulders relaxed, chin tucked in and head level.
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For further information regarding safe manual handling and lifting techniques, please contact your Portfolio Health and Safety Consultant, People and Culture, ext. 50600.
SAFE@RMIT			                        MANUAL HANDLING
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