SSOE Group Weekly Safety Tip

"For safety's sake—do something."

Proper Work Station Adjustments for Home and Office
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Poor posture and equipment placement can negatively impact your health. There is no single “correct” posture or arrangement of office components that will fit everyone.
Setting up your workstation properly will help prevent injuries and the potential for strains, sprains, or pains.

As you are working ask yourself: Is my work area set up as demonstrated? Am | noticing any new strains or pains?

Below are some tips for setting up an ergonomic workstation.

Hands, wrists, and forearms are straight, in-line, and roughly parallel to the
floor.

Head is level, or bent slightly forward, facing forward, and balanced.
Generally, it is in line with the torso.

Shoulders are relaxed and upper arms hang normally at the side of the
body.

Elbows stay close to the body and are bent between 90 and 120 degrees.
Feet are fully supported by the floor or a footrest.

The back is fully supported with appropriate lumbar support when sitting
vertical or leaning back slightly.

Thighs and hips are supported by a well-padded seat, generally parallel to
the floor.

Knees are about the same height as the hips with the feet slightly forward.

Just move: Consider a lunchtime walk. Getting out during the day has a positive
impact on your productivity. Sometimes a change of scene can help break the
deadlock in certain types of work. Walk up and down the stairs or get the mail,
but move.

Safety Scott says,

"Safety always is
ALWAYS!

Item Positioning

Objects that are used less often

should be placed in the — ™—

midrange area or the “Yellow”
zone.

Seldom used objects should be placed in
the “Red” zone.

Frequently used objects should be
located up close in the “Green”
zone.

Monitor distance: 18"-36"

No reaching forward to
keyboard and mouse

Adjust armrests Wrists straight

Monitor height should be at or
slightly below eye level

Document holder in line with
monitor and keyboard

Use monitor risers
to raise screen

to elbow height

Adjust backrestto -~ &l
provide lumbar support

90°to 120% angle :Z—E

Keyboarding height =
approximately elbow height

Keep keyboard and mouse
o beside one another and at th
. same height
Keyboard tray should be flat|

Feet should be : A
or on a slight negative angle

supported either
on the floor or
. on afootrest
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