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Safe Hands
	Computer Workstation Set up and Use




This Info Sheet will help you to: 

· Identify the ergonomic risks associated with working at a computer 
· Set up your computer workstation to suit the work that you do, improve comfort and reduce the risk of injury 
· Use computer equipment comfortably. 

Why is this important? 
Problems such as fatigue, discomfort and injury to the muscles and joints arising from computer use at work are preventable. 

Computer use is a core task for many workers, with almost all workers spending at least a small part of their day in front of a computer a touch screen or a hand held device. Equally, more of our time away from work is being spent in front of computers, from communicating through emails and social networking sites, to looking for information on the internet, to tasks like shopping, doing our banking and paying our bills. 
Computer use these days can be complex: not everyone has their own workstation (e.g. hot desking, job share); some workstations are meant to be used when you are standing, just for a short time (e.g. looking up results). You should familiarise yourself with the information on this sheet so that you can quickly adjust to any of these situations. It is important to look at these tasks from the perspective of how our bodies are interacting with the device. 

To prevent problems, there are two key things to look out for: 

1. Awkward working postures (e.g. wrists that are not in a neutral position; head-down posture (for anything longer than very short periods); twisting to see the monitor; over-reaching; slouching etc) 

2. Repetitive movements (e.g. typing, scrolling, using a mouse continuously). 

These things may not cause you a problem if they happen only occasionally and for short periods of the day. 

However, you could suffer fatigue and/or discomfort in your muscles and joints if awkward postures and/or repetitive movements are frequent and/or occur for long periods of the day. This could eventually lead to you needing treatment or time off work. 

The set up of the workstation can make the difference between comfortable computer work and injury. The set up directly impacts on the working postures of many of the muscles and joints, from head to toe! Good workstation set up assists you by: 

�. Reducing fatigue and discomfort in your muscles and joints 

�. Reducing the chance of an injury to your muscles and joints. 

Tips for Workstation Set-up & Use 
The general hints and tips contained in this information sheet apply to all computer workstation set-ups i.e. both sitting and standing workstations. 

Example of a seated workstation 
General Principles: 
Workstation design and set-up should: 

�. Encourage neutral, relaxed and comfortable working postures; and 

�. Allow you to change positions frequently and avoid static postures. 

A good workstation design considers your chair, lighting, noise, and the position of your monitor, keyboard, mouse and documents. 

It is important to change your tasks regularly and to keep active when using a computer for more than 30 minutes at a time. 
The following image provides a simplistic illustration of some of the basic principles for workstation set-up and sitting posture. 

Seating: 
There are no strict rules about how to sit, but rather some basic principles to follow. Research has shown that workers tend to be most comfortable if able to change their posture frequently. 

Your chair should be adjustable, comfortable and in good working order. The minimum adjustments available on a chair should include: 

�. Seat height (up or down) 

�. Backrest height (up or down) 

�. Backrest tilt (forward or back) 

In general office chairs have a maximum load of 115kg. If you weigh more than this, you should let your manager know. Alternative chairs are available to make sure you stay safe. 

Prevent slouching by moving your bottom far enough back in the chair, ensure the feet are supported on the floor or a footrest and the backrest is supporting the curve of the lower back. 

For detailed information on how to adjust your chair and set-up your workstation, refer to the Computer Workstation Self Assessment Checklist (email mark@safehands.com.au for a copy). 
Equipment Trials: 
Equipment should be trialled before purchase to ensure it meets the required needs. For further advice on equipment options (e.g. alternative seating), it is recommended that you contact your District Occupational Health and Safety Unit (OHS) Unit. 
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