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ERG104  Ergonomics Poster and Tips

Choose from 2 options

Create a poster choose from the 2 options below: (2 to choose from)

Requirements:

Produce a Poster/handout for staff (informed by research) on safe work habits and suggested exercises. Use one or more of the images below
CHOICE 1

1. SAFE WORK HABITS
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 handout 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.
Then report your findings by compiling a handout that will go directly out to staff.
Or 

CHOICE TWO

 Correct Procedures

BACKGROUND INFORMATION

You have been working at a small business “Comet Couriers” during your Workplace Learning. This business is a small courier company. It has several employees which do the courier work, manager, receptionist and an accounts manager.
DESIGN BRIEF

The manager of Comet Couriers has instructed you, as part of your Workplace Learning, to create a poster for the two office staff - the receptionist and accounts manager.

The purpose of the poster is to instruct the two office staff on the following:

· Correct procedure on how to use the computer safely

· Simple exercises on how to prevent injury

· Possible injuries that can occur
DEADLINE

You have exactly 2 hours and 20 minutes to complete the task.

TARGET AUDIENCE

You have two people to consider for your target audience; however you will only be making one poster for both of them:

· Receptionist
Age: 22 years old
Sex: Female

· Accounts Manager

Age: 30 years old

Sex: Female

SPECIFICATIONS
The manager has supplied you with a number of images (Below) and text (Below) some of which can be included on the poster. 
You need to display your design knowledge by using only the most appropriate elements for the chosen published destination.  
As part of the process you need to submit a prototype design and select multimedia elements which conform to the design brief.

Poster

1. The poster must be A4 - 210 x 297 mm.

2.  Be portrait orientation.

3. Must include the majority of information on the .rtf file supplied.

DESIGN REQUIREMENTS

1. Typography – should complement the style of graphic elements. Experiment with fonts that are easy to read.
2. Colour – the colours used should be used to highlight key information and to grab attention.
3. Use of white space needs to be appropriate to design.

4. Additional design elements and principles must be used to reflect the purpose of persuading the target audience to easily locate and use the information provided.

Text that you may wish to use (optional only) find more yourself.
Keyboards

Place the keyboard in a position that allows the forearms to be close to the horizontal and the wrists to be straight. That is, with the hand in line with the forearm. If this causes the elbows to be held far out from the side of the body then re-check the work surface height.

Some people prefer to have their wrists supported on a wrist rest or the desk. Be careful not to have the wrist extended or bent in an up position.

Chairs

Adjust the seat tilt so that you are comfortable when you are working on the keyboard. Usually, this will be close to horizontal but some people prefer the seat tilted slightly forwards.

Your knees should be bent at a comfortable angle and greater than 90º flexion. If this places an uncomfortable strain on the leg muscles, or if the feet do not reach the floor, then a footrest should be used. The footrest height must allow your knees to be bent at 90º; the height of the footrest may need to be adjustable.

Adjust the backrest so that it supports the lower back when you are sitting upright. A range of chairs is available.

  Phones

Avoid cradling the phone between your head and shoulder when answering calls. If you need to use your computer at the same time, use a headset or the phone's hands-free/speaker-phone capabilities if the environment is suitable.Monitors

Set the eye-to-screen distance at the distance that permits you to most easily focus on the screen. Usually this will be within an arm's length.

Set the height of the monitor so that the top of the screen is below eye level and the bottom of the screen can be read without a marked inclination of the head. Usually this means that the centre of the screen will need to be near shoulder height. Your eyes should be level with the tool bar.

People who wear bifocal or multi-focal lenses will need to get a balance between where they see out of their lenses and avoid too much neck flexing. The height of the monitor can be adjusted using a monitoor riser.

Document holder

Place the document holder close to the monitor screen in the position that causes the least twisting or inclination of the head.

Desks

Adjust the height of the work surface and/or the height of the chair so that the work surface allows your elbows to be bent at 90º, forearms parallel with the floor, wrist straight, shoulders relaxed.

Place all controls and task materials within a comfortable reach of both hands so that there is no unnecessary twisting of any part of the body. Most people prefer the document holder to be between the keyboard and the monitor. There are many different types of document holders available.

Sit-stand desks
Lighting, glare and reflection

Lighting

Place the monitor to the side of the light source/s, not directly underneath. Try to site desks between rows of lights. If the lighting is fluorescent strip lighting, the sides of the desks should be parallel with the lights. Try not to put the screen near a window. If it is unavoidable ensure that neither the screen nor the operator faces the window.

If the monitor is well away from windows, there are no other sources of bright light and prolonged desk-work is the norm, use a low level of service light of 300 lux. If there are strongly contrasting light levels, then a moderate level of lighting of 400-500 lux may be desirable.

Glare and reflection

It is important to detect the presence of glare and reflection. To determine whether there is glare from overhead lights, sit down and hold an object such as a book above the eyes at eyebrow level and establish whether the screen image becomes clearer in the absence of overhead glare.

To detect whether there are reflections from the desk surface, hold the book above the surface and assess the change in reflected glare from the screen.

You can eliminate or reduce the influence of these reflections in a number of ways:

Tilt the screen (top part forwards) so that the reflections are directed below eye level.

Purchase an LCD screen.

Cover the screen with a light diffusing surface or anti-glare screen.

Negative contrast screen (dark characters on light background) will reduce the influence of these reflections.

If you experience eye discomfort when using a bright screen you should make the following adjustments: 

Turn the screen brightness down to a comfortable level.

Look away into the distance in order to rest the eyes for a short while every 10 minutes or so.

Change the text and background colours. We recommend black characters on white or yellow background, or yellow on black, white on black, white on blue and green on white. Avoid red and green and yellow on white.

Using a mouse

A well-designed mouse should not cause undue pressure on the wrist and forearm muscles. A large bulky mouse may keep the wrist continuously bent at an uncomfortable angle.

Pressure can be reduced by releasing the mouse at frequent intervals and by selecting a slim-line, low-profile mouse. Keep the mouse as close as possible to the keyboard, elbow bent and close to the body.

Keyboard equipment and radiation

Computer screens emit visible light that allows the characters on the screen to be seen. Weak electromagnetic fields and very low levels of other radiation that are not visible to the human eye can be detected by sensitive instruments. Similar emissions are produced by television receivers.

The levels of most radiations and electromagnetic fields emitted from computers are much less than those from natural sources, such as the sun or even the human body, and are well below levels considered to be harmful by responsible expert bodies such as the International Radiation Protection Association (IRPA).

Posture while typing

Good posture is essential for all computer users. You should adopt a natural and relaxed position, providing opportunity for movement, from which you can assume a number of alternative positions.

There is no single, rigidly defined position.

Typing technique

Typing is a physical activity, and using a keyboard requires skill, hence the need to learn correct typing technique. Unskilled ('hunt and peck') typists are particularly at risk of "occupational overuse injury" because they:

often use only one or two fingers which may overload the finger tendons

are constantly looking from keyboard to screen to keyboard, which may strain neck muscles

often adopt a tense posture (wrists bent back and fingers 'poised to strike').

The University acknowledges the importance of learning correct typing technique. Departments should ensure that untrained staff receive appropriate training.

Speed of keying

The efficiency and speed of modern computers makes it possible for a skilled operator to type extremely quickly. This capability, reinforced by workload pressures, means the potential exists for operators to key at speeds which may cause or contribute to occupational overuse syndrome.

The role of the repetitive movement in injury is not fully understood, but is believed to interfere with the lubrication capacity of tendons, and the ability of muscles to receive sufficient oxygen supplies.

Ten thousand to 12,000 keystrokes per hour is considered an acceptable standard.

Length of time on the keyboard

The maintenance of a fixed posture for long periods is tiring and increases the likelihood of muscular aches and pains. In addition, long periods of repetitive movement and sustained visual attention can also give rise to fatigue-related complaints.

It is recommended that operators take regular postural/stretching breaks to reduce intense periods of repetitive movement.

Employees newly engaged in keyboard work, and staff returning from an absence of two or more weeks, need a period of adjustment. The adjustment may be achieved through reduced work rates, or provision of alternative duties with a gradual reintroduction to keyboard work.

Jobs should be designed and organised so that either:

computer-related tasks can be interspersed with non computer related, or

computer based tasks can be rotated amongst several staff (task/job sharing).

[image: image1.png]Components of a Comfortable Workstation
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[image: image3.jpg]TIPS FOR PROPER POSTURE WHILE AT A WORKSTATION

Ensure that your screen is
level and directly in front of
you; gaze directly at it

Use an
adjustable
chair

Relax your
shoulders and
arms at your sides.
Be sure your arms
are parallel to the
floor

Keep the Do ot rest back
mouse close against the back
and do not rest

reach while

using it Ensure that your

hips are higher
Usea than your knees
wrist pad

Place a rolled
towel wedged
against your
buttocks for
support

Keep your feet flat on
the floor or slightly
under your chair

SOURCE: PHYSICAL THERAPY SPEC

'5Y DEVON MORGAN, THE COURIERJOURNAL



[image: image4.png]Position the top of the
monitor at eye level.

Place the monitor

an arm'’s length away. Head is neutral,

chin parallel to the ground.

Back rest comfortably against

Fingers are relaxed the backrest at the chair.

with wrists straight

Elbows are bent 90/
close to the body.
Lower or remove armrest

Adjust the backrest height so
the lumber support rests at
low back.

Adjust the height at the
chair so the knees and

Feet flat on the ground hips are at 90

or on a footrest as an
alternate position.
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Distance between the

eyes and the

(Upper frame of the|
screen same
height as eyes

Back support not
Keyboard tray lower too flexible to fit
than the table but lower natural
not touching knees back arch

Angle of elbow

Angle of hi
90°-100

Height of chair to be

Angle of knee Feet flat on the floor or | | adjusted to the person's
90°-100° supported by a pedestal height & the table
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Healthy
Makeover

Skiing, riding bikes and

climbing the Wasatch
mountains are hard on your body.
But so is sitting at your desk. Your
workspace may be to blame for that
ache in your back, strain in your
eyes or pain in your neck. Here’s a
top-down approach to creating an
ergonomic office:

Your eyes should be 20 to

40 inches from your monitaor.
If you have trouble reading
from that far away, adjust your
computer’s font size.

To reduce neck pain, place your
monitor directly in front of you,
15 to 20 degrees below eye
level. Use a hands-free device
when talking on the phone.

Adjust your chair’s
armrest so your arms
are slightly lifted.
This gently supports
the weight of your
arms, reducing
shoulder strain.

Arms should be
close to your side
and elbows at
around 90 degrees.
Place your keyboard
and mouse within a
comfortable reach.

Adjust your chair so
your knees are at a
90-degree angle. As
tempting as it may
be to cross your
legs, keep your feet
flat on the ground.
If your feet don’t
reach the ground,
use a footstool to
boost them to the
correct height.

Use a good chair that
provides lumbar support.
Sit up straight against
your chair’s backrest so
your head, shoulders and
hips are aligned.



[image: image7.jpg]BETTER OFFIGE ERGONOMIGS?

“How high/far should HELLU THERE'
my computer screen be?” H

Do you or your colleagues have
frequent headaches, back pain or
always feeling fatigued?

“Do | need back

support?” “How is my

posture?”

Learn how ergonomics and posture
affect your health and daily
performance at work.

Sign your company up fora
COMPLIMENTARY workstation
ERGONOMICS ASSESSMENT.

We will also provide posture checks
for all staff.

How high should
my chair be?”

Let our doctors at Wellness for Life
Chiropractic help you and your

;
“Stretches to mprove colleagues today!

my posture?”

To sign up, contact us at 6533 4438
ordrop us a message at

CPF Bishan Building #01-02
www.wellnessforlife.com.sg/contactus.html

Tel: 62533353

One Raffles Place #29-03
Tel: 6533 4438




[image: image8.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.

Edusafe
2)222 2005
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[image: image10.png]Ergonomics for the Computer Workstation





SAMPLE POSTER below

[image: image11.jpg]Important points to consider

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





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)] 






























