ERGONOMICS
TIPS FOR A

COMFORTABLE OFFICE
SETUP

Facilities Managaement



Ergonomics is about fitting the work to the person and what they do, the

objects they use and the environments in which they work, to reduce risk of
injury/discomfort. Exposure to more than one risk factor increases the
iencing discomfort.

ERGONOMICS



Work activities should permit the person to adopt various healthy
and safe postures.

Muscle forces should be done by the largest appropriate

muscle groups accessible.

ities should be conducted with joints at about mid-point
N as the head, frunk, upper

ERGONOMIC PRINCIPLES



Repetition - task or series of motions performed over & over.

Forceful Exertions - amount of physical effort needed to complete
work.

es - extending, twisting, bending, belonging fixed

RISK FACTORS



Relaxed shoulders

bported lower back

FIVE KEY ERGONOMIC ISSUES



Neutral positioning

Non-stressed postures

Relaxed, right angles at the knees, hips and elbows

exed (down) or extended (up)




» Adjustable chairs

» Monitors — height and angle

» Keyboards — height and angle; avoid sharp edges
» Poinfer/Mouse

Palm Support

WORKSTATION DESIGN




Lighting
Glare
>

>

WORK ENVIRONMENT
CONSIDERATIONS




Height
adjustment

Encourages

movement

throughout
the day

Adjustable
lumbar/back
support and

tilt features

Seat depth
adjustment

ERGONOMIC CHAIR
FUNCTIONS

Vs



Incorrect Correct

If the hands are at an angle
the nerves running through
the wrist can rub.

Keep your wrists and
hands in line with
your forearm.

If your elbows are away from
body it causes a static load
in the shoulders and upper
arms, which can lead to aching
n the upper back, shoulders,
and neck.

. Keep your elbows in, and your
J forearms honzontal, at right
angles to your upper anms.

INCORRECT & CORRECT ELBOW POSITIONS




Incorrect

Tilting the head back Twisting the
Xto look at the screen can

: ; neck to look
cause aching in the neck. x at reference

material will
compound the
problem

Tension 1n the neck muscles
can lead to headaches.
\

INCORRECT

Correct

 Have the top of the screen
leve!l with your eyes.

Heference maternal is
positioned below
the screen.

& CORRECT HEAD/NECK
POSITIONS




in as neutral a position as possible.

KEYBOARDS



) B CARPAL TUNNEL SYNDROME K

Correct Hand Posture

A W




In general, research supports the idea of resting the hands on
some surface during keying pauses.

The use of wrist rests has been associated with reduced muscle
e arms and shoulders, straighter wrist postures, comfort,

WRIST RESTS/PALM SUPPORTS




DOCUMENT
HOLDER/FOOTREST




Secondary Zone

15"to 17"

» Work surface depth to avoid
extended reaching.

» Location of frequently used
devices should be located in the

Y ar=
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CORRECT & INCORRECT POST E/



Head tilts beyond
maximum neutral
range

Screen too low for
comfortable eye

scan \

PC not properly
supported and no
room for air /
circulation between
PC and legs

Feet are
flexed instead

of flat Sk

on floor

Shoulders
hunched

T Insufficient

Bent knee support beneath

cuts off
circulation

Lumbar region
of back
unsupported
Chin thrust 4
forward
27

IMPROPER
WORKSTATION

SETUP /
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Office Ergonomics
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CORRECT & INCORRECT
WORKSTATION SETUP




back of too far forward - a slight
forward titis acoeptable.

Top of monitor at
eye level or just below

| Whan using a /

' keyboard, your . FiE Your shoulders
elbows should be i
slightly bant with
your foreamms
paraliel 1o the floor £ 2 4 — Maintain the natural
and your wrists .= P curves of the back.

< should be fairy |
straght ffa [ Your lower

T ww:w;:lﬁlwf. . back should
iy be supported.

You should be
ve.. Gble 1o sit back
in the seat with
Knees should supporied
be bent at
mgn:g. = The front edge of
i the seat should not
' : push against the
oot (o supported by o =i N orbe toofar back
ooF {ar ned by a i j &
mlrr:ﬂ':. ’ R o the battorm of the

thighs

Monitor roughly

arm’s length away
Back straight

Minimal bend
90-120° at wrists

)
S T .

Elbows close
to body e

Backrest Lﬁm 20°
supporting G
A

lower back

Ideally, the keyboard
Mace_srmyld be flat
or negatively incined. Adjustable

. / : .:
swivel chair ' /
- ‘ x ) N
Front of seat not pressing on Feet flat on ground
back of knees or resting footrest

IDEAL WORKSTATION SETUP




Top of monitor
at eye level

R EE——

Monitor roughly arms
length away
with 10:=-20- tilt

Top of monitor
at eye level

A
Monitor roughly arms

Keyboard
height at or
justbelow
elbow level

Standingelbow
height

length away
with 10=-20- tilt

Minimal wrist
bend
Elbows closeto
body

Backrest ———
supporting
lower back

A

Keyboard
height at or
justbelow
elbow level

Sittingelbow height

i =

Font of seatnot pressingon back of Feet flatto
knees. Knees relaxed & inaneutral on footrest
position

ground or

SITTING & STANDING WORKSTATIO




» Center your body in line with the middle of the monitor with the
top of the monitor at eye level.

» Keep your monitor about an arm’s length in front of you.

» Adjust your chair so your feet rest on the floor and your knees level
ith your hips.

offer enough lumbar support, put a
pback and the back of the

FRGONOMIC REMINDERS e



An element of a good prevention strategy.

Provide regular breaks by inserting a different kind of task into the
routine.

dies recommend 5 minutes of rest per hour of typing.

ost per four hours of work.

WORK/REST PERIOD




1. FIND THE RIGHT ENVIRONMENT

RECOMMENDATIONS
The workspace is in an area that can be Move desk space to well It area
well lit, and an additional light source for Invest in a desk lamp
working at night
The workspace does not project glare
onto the computer screen from windows
or light sources

The workspace is clear of obstacles under Clean area before using the space
desk and around work space ' =Ing P

Ensure the position of the desk is facing
at least 30 degrees away from a window

WORKING AT HOME CHECKLIST



2. FIND THE RIGHT BODY POSITION

Position yourself so that you meet the below posture with corresponding angles.

RECOMMENDATIONS
Elbows are at or just above desk height - Raise chair height if adjustable

ergonomic chair insitu

- Reduce desk height if adjustable
standing desk is insitu

- Check chair arm rest height and how you
use these (are you leaning onto them, if
50, remove arm rests from chair or
replacing chair may be bensficial)

There is a 90-120 degree angle of the - Check chair arm rest height and how you

elbow joint when seated use these {are you leaning onto them, if
50, remove arm rests from chair or
replacing chair may be beneficial)

- Bring keyboard and mouse closer to
body {no more than 12cms away from
front edge of desk)

There is a 90-120 degree angle of the hip | -  Adjust the seat back to recline slightly

joint when seated - Ensure you sit to the back or the chair
where your back can be fully supported
by the back of the chair

There is 3 30-120 degre= in the knee joint | -  Raise the seat height so that feet are flat
on floor if the chair is too low

- Use afootrest [you may find that
positioning your chair so that your
elbows are at desk height lifts your feet
off the floor, if this is the case, invest ina
footrest)

R Rl -
- Usea chair with a high back
e | e | o
looking at the computer screen top third of the screen is at eye level

WORKING AT HOME CHECKLIST
CONTINUED...




Computer & Desk Stretches

Approximately 4 Minutes

Sitting at a computer for long perieds often causes neck and shoulder stiffness and
occasionally lower back pain. Do these stretches every hour or so throughout the day.

or whenever you feel stiff. Photocopy this and keep it in a drawer. Also. be sure to get 1 E
up and walk around the office whenever you think of it. You'll feel better!

e Y
¥y Y
&-10 seconds
cach side

3-5 seconds
3 times

10-12 seconds

10 seconds
each arm

ERGONOMIC STRETCHES

(" %
g

8-10 seconds 8-10 seconds 10-15 seconds Shake out hands
each side cach side 2 times %-10 scconds




Katherine Fondo
Senior EHS Specialist

CONTACT FOR QUESTIONS

EEEEEE Y

g BENTLEY UNIVERSITY]

Facilities Management
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