OFFICE ERGONOMICS: Fitting the workstation to the employee
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You should be
..... able to sit back
in the seat with
the hips fully

Ideally, the keyboard
surface should be flat
or negatively inclined.

Frequently used items should be
within near reach in Area 1, the

Knees should supported. Normal Work Area. . .
be bent at
about 90 de- The front edge of o , _ ltems frequently used together, such
grees. the seat should not Use a telephone headset if you are /" A as the keyboard and mouse, should
push against the on the phone a lot to avoid having to N be placed at the same level/height
Feet should be flat on the back of the knees hold the phone between your head and be located near each other.
floor (or supported by a or be too far back and shoulder.
foot rest). on the bottom of the
thighs.
ERGONOMICS: HOW TO GET INTO A GOOD SITTING POSTURE
How does your chair and workstation adjust? Look at your chair. What Determine the keyboard height and work surface height. With your Determine and ‘?diUSf the computer monitor height and placement. Sit
do the various controls on your chair do? Look at your workstation. Can shoulders relaxed, place your hands in your lap. Keeping your shoulders at your workstation so that your arms and hand§ can comforta!jly reach the
you adjust the height of the work surface? Is there a keyboard tray and, if relaxed, raise your hands so that your elbows are slightly bent with your !<eyboard. The computer monitor should be posmone'd apprOX|mate'I)./I6-20
so, how do you adjust the height and angle of the keyboard tray? Also, can forearms parallel to the floor and your wrists are straight. Measure the inches away from you. |f the screen characters and objects are ma.gn|f|ed,
the work surface be adjusted without the help of a technician? If you are height from the floor to the bottoms of your hands. Subtract | inch from you may move the monitor closer to you (but not cIoser than 12 |nche§). In
not sure about the answers to these questions, contact your local union this height (to account for the height of the keyboard) to determine the addition, you ShO‘j'ld adjust the monitor so that thg portion of.the monitor
shop steward/representative. She/he will be able to get you information ideal keyboard work surface height. screen that you view most often should be approximately 3-4 inches below
about how your chair and workstation can be adjusted. (your) eye level.
Adjust your chair. Adjust your chair so that: a) Your feet are positioned flat Adjust either the work surface height or the chair height. If the work Look at the rest of your workstation layout. Where are other frequently
on the floor; b) Your knees and hips are positioned at approximate 90 surface height can be adjusted, adjust the work surface to the height you used objects/materials placed? The mouse should be located next to and at
degree angles; c) The curve of your lower back is supported by the chair’s determined in the previous step (as listed above). If the work surface height the same level/height as the keyboard. Telephones, writing surfaces, source
back rest;and d) If provided, the arms of the chair provide comfortable cannot be adjusted, adjust the chair and use a foot rest so that your knees documents, and other frequently used objects/materials should be posi-
support to your elbows. Also, noting the height of the seat pan, adjust the can be positioned at approximate 90 degree angles (until the work surface tioned within easy reach. On the other hand, those items used less fre-
tension of the seat back to allow a slight “give,” but not so much “give” that height can be adjusted). quently should be placed further away and off to the side.

would allow you to lean back at excessive angles.
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OFFICE ERGONOMICS: Exercises to do at your workstation

Mid-Back Squeeze and Hug

Pull your elbows back, then squeeze
your shoulder blades together.
Pause, then reach your arms around
your body and hug yourself.
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Breath and Posture Check

Sit up straight in your chair. Breathe
deeply, raising your shoulders with
each breath. As you exhale, let your
shoulders relax.

Low Back Stretch

Stand with your palms placed on
your lower back. Gently arch your
back to stretch and then return to
standing upright with your back
straight.

Finger Clench and Spread*

Make a loose fist and hold it for
several seconds, then spread your
fingers wide. However, avoid
making a tightly clenched fist or
other extreme postures that could
potentially aggravate a repetitive
motion illness. Gently shake your
hands and fingers.

Shoulder Shrugs and Roll

Raise your shoulders up, then down.
Slowly circle your shoulders, first in
one direction and then in the other.

Wrist Circles and Stretch*

Slowly circle your hands,first in one
direction and then in the other. Then
bring your palms down and then up.
However, avoid making extreme pos-
tures that could potentially aggravate
a repetitive motion illness.

Neck Retraction

Glide your head back and then for-
ward, keeping the chin level. Alter-
nately, slowly rotate your head both
clockwise and counter-clockwise.
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Eye Exercise: Blinking

Blink your eyes often in order to
keep them moist. This also helps to
prevent itching, irritation and helps
in cleaning the surface of the eye.

Chair Rock

While sitting in your chair, slowly
shift your weight from side-to-side.
Then you can push on the arms or
seat pan of the chair, flexing your
trunk.

Eye Exercise: Palming

Cup your hands over your eyes and
hold them there for a minute. This
rests your eyes from the ambient
light.
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Ankle Circles, Flex & Point

Slowly circle your foot, first in one
direction and then in the other. Point
and flex your foot. Repeat with the
other foot.

Eye Exercise: Refocusing

Alternate looking from your com-
puter monitor to an object at least
20 feet away, focusing on both ob-
jects as you view them.

*Workers using computers to perform their work who have an existing repetitive motion illness should not perform this exercise without first consulting their physician.




