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01. Task B: Create a handout on office ergonomics and exercises

(Follow workplace safety procedures for hazard identification and risk control)

The Risk Manager has arranged for The Commonwealth Rehabilitation Service to conduct workshops on ergonomic/office safety. However, this won’t be happening until later in the year.

As an interim measure, he believes having a hand out on safe work habits and suggested exercises can contribute as a control measure. I’d like you to do some research first, to find accurate and useful information for staff on safe work habits and exercises they can do in the office. Areas you should consider regarding safe work habits include: posture, occupational overuse syndrome, eyestrain, workstation design and layout, and adjustment of desk, chair and computer. As well, you could provide references for resources, so that people can find out more, such as further exercises.
Answer:  Compile a handout with images and information on a separate document (include your name)

Print and hand in to teacher to get signed off.
Requirements:

Produce a handout for staff (informed by research) on safe work habits and suggested exercises.

Research sites:
WorkCover Victoria website at: http://www.workcover.vic.gov.au/. Click on Publications, Safety Basics, Working with Computers, to get the publication Officewise – A Guide to Health and Safety in the Office. 

Workplace Health and Safety, Queensland Government website at: http://www.whs.qld.gov.au/. Search for the publication Health and Safety, A guide for the office. 

National Occupational Health and Safety Commission at: http://www.nohsc.gov.au/. See the National Code of Practice for the Prevention of Occupational Overuse Syndrome [NOHSC:2013 (1994)] 
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[image: image2.jpg]« Try tostretch affer spending periods of time in static postures (.. canying, driving, sitting)

« Try tostretch affer completing repetitive movements (.. lfiing, collating, marking)

+ Break up fask by alfernating heavy work with other work tasks, which don't require repetitive

movements or maintained postures.

« Take regular stretching breaks (3 to & minutes every hour).

« Hold stretches for 10 seconds.

« Stretches shouid feel comfortable. If you do feel pain, discontinue and consult your doctor/physio.

Upper back Strefch

Place hands

behind your head

and open your

eloows fo the side

as far as you can.

Lower back strefch

Support lower back with hands

‘and lean backwards whik lifting

Chest stretch

Grasp hands behind back,

push chest out and push arms

upwards and backwards.

Neck stretch (Pendulum)
Lean left ear towards your
shoulder without moving
your shoulder. Repeat with
right.

chest. Relax and retum to
starting position.

Shoulder stretch

Strefch arm across front
of body, cradle eloow
with hand and gently
pull elbow fowards
‘opposite shoulder. Avoid
twisting.

Shoulder stretch

Stretch arm above head,
cradle eloow with hand
and gently pull elbow
behind head,

‘Wrist stretch

Standing with

your arms down

in front of you,

make a soft,

loose fist with

your fight hand

Keeping your

elbow sfraight,

bend the wrist

and fingers so this hand is within your left hand
50 that you feel a stretch i the front of the
forearm - countfo 10. Change amms and repeat
3 times with each hand.
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This guideline is designed to prevent discomfort and muscular strain when staff are working at their
computer or workstation, whether at home or in the office. It outlines how you should set up your
workstation, how you should be seated and some points to remember when managing your workload.
The staff from EduSafe are available for consultation to assess your individual needs. Please contact
us if you are experiencing any symptoms.

tool bar at top of screen at

A good posture is one in which you are comfortable and well supported by correctly adjusted
furniture. It reduces muscle strain and fatigue.

Adjust your chair so the elbow tips are at the same level as the lower row of keys.
Ensure your feet are well supported (on floor or footstool) with your thighs parallel to the floor.
Adjust the height of the chair backrest to support your lumbar curve.

Adjust the seat depth of your chair so' you are firmly supported by the back rest (if the chair is
pushing against your calves you may need a smaller chair - please contact EduSafe).

Adjust the top toolbar of your computer monitor to the level of your eyes unless you are wearing
graduated lenses. In this case you need to ensure you are not extending or flexing your neck
significantly-please contact EduSafe for advice.

outer reach sector

Position the monitor approximately an arms length away.

Use a document holder to view hardcopy documents. Place
the document holder adjacent to the monitor or between the
keyboard and the monitor so it is just an eye flick to view the
document.

Ensure sysnmetrical posture (e.g. have keyboard and monitor
directly in front of you).

It is important to maintain the health of your muscles by taking regular breaks from static posture and
repetitive activities. A break of 3 - 5 minutes is recommended every hour. Incorporate some stretches
into your daily routine (see over).

Use the mouse as close to the keyboard as possible and hold lightly with your thumb, fourth
and fifth fingers. Keep wrist in alignment with arm and use arm muscles instead of wrist movements.

Keep frequently used items (e.g. pens, telephone, calculator) close to you to avoid overreaching.
Avoid leaning below desk level to retrieve items.

Avoid stretching up over desk from a sitting position to retrieve files.

Change posture regularly - organise your day to perform a variety of tasks.

Avoid neck flexion and leaning over your work. A slope board or large A4 file can be used to
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