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Introduction

T his booklet was developed as a joint venture of the
Public Service Employee Relations Commission,

Government of British Columbia, and the British Co-
lumbia Government and Service Employees Union.

The objective of this booklet is to provide a general
guide for Occupational Health and Safety Committee
members in assisting fellow workers in the prevention
of Strain Injuries* in the office environment.

It provides the user with the knowledgenecessaryto ac-
tively participate in the prevention of Musculoskeletal
Injuries (MSI) at work. Which includes:

) what are MSIs
) what are MSI signs and symptoms
) what causes MSIs
) explanationofeasy, safeworkpracticesand low

cost prevention measures for MSIs
) checklists for OHS committee workplace in-

spection teams
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All efforts have been made to make this a workable and
user–friendly guide. Most of the suggestions made in
this guide can be done by the employee–for example,
changing the height of the chair, monitor, location of
mouse or rearranging the workspace on the desk.

*Note: “Strain Injuries” is usedin the title of this
documentand this introduction dueto it
beinga commonterm that mostworkers
are familiar with andbeingreferencedin
Article 22.18of theGovernmentofBCand
BCGEU12th MasterAgreement.To becon-
sistent with thenewWCBErgonomicRegu-
lation, the term “Musculoskeletal Injuries
(MSI)” is utilized throughouttherest ofthis
document.
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ARTICLE 22.18
Twelfth Master Agreementbetween
the BC Governmentand the BCGEU

22.18 Strain Injury Prevention
(a) The parties agree that there is a shared interest in

minimizing and/or eliminating–skeletal strain
injuries or illnesses which are work related.

(b) Local Occupational Health and Safety Commit-
tees (or Union and Employer designated safety
representative)shall, intheperformanceofregu-
lar worksite inspections, identify the following
risk factors which may contribute to risk:

(1) the work methods and practices
(2) the layout and condition of the workplace

and workstation
(3) thecharacteristicsofobjectsorequipment

handled
(4) the environmental conditions
(5) the physical demand of work

in a manner consistent with generic guidelines
developed by the Provincial Joint Occupational
Health and Safety Committee.

(c) Where new equipment will be introduced to the
workplace, or during the design and planning
stages of new or renovated workplaces or
workstations, the Employer shall seek the appro-
priate advice with respect to the risk factors
noted in (b). Such advice will be sought from re-
sources which will, where appropriate, include a
joint occupational health and safety committee
or designated safety representatives.
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WCB Ergonomic Regulation

Ergonomics (MSI) Requirements
The purpose of sections 4.46 to 4.53 is to eliminate or,
if that is not practicable, minimize the risk of
musculoskeletal injury to workers.

Definition 4.46

In sections 4.47 to 4.53 (the Ergonomics (MSI) Re-
quirements)
“musculoskeletal injury ” or “MSI”
meansan injuryor disorderof the
muscles, tendons, ligaments,
joints, nerves, blood vessels
or relatedsoft tissue includ-
ing a sprain, strain and in-
flammation, that may be
causedor aggravatedby work.

Risk identification 4.47

The employer must identify factors in the workplace
that may expose workers to a risk of musculoskeletal
injury (MSI).

Risk assessment 4.48

When factors that may expose workers to a risk of MSI
have been identified, the employer must ensure that
the risk to workers is assessed.

Risk factors 4.49

The following factors must be considered, where appli-
cable, in the identificationand assessmentof the risk of
MSI:

(a) thephysicaldemandsofworkactivities,including
(i) force required,
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(ii) repetition,
(iii) duration,
(iv) work postures, and
(v) local contact stresses;

(b) aspects of the layout and condition of the work-
place or workstation, including

(i) working reaches,
(ii) working heights,

(iii) seating, and
(iv) floor surfaces;

(c) thecharacteristicsofobjectshandled, including
(i) size and shape,

(ii) load condition and weight distribution,
and

(iii) container, tool and equipment handles;
(d) the environmental conditions, i

ncluding cold temperature;
(e) the following characteristics

oftheorganizationofwork:
(i) workrecoverycycles;

(ii) task variability;
(iii) work rate.

Note: In work situa-
tions where a
risk of MSI ex-
ists, typically
only some fac-
tors fromthe list will beapplicable.The
WCBprovidesthechartApplicability of
Risk Factorsto assist.
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Risk control 4.50

(1) The employer must eliminate or, if that is not
practicable,minimizetheriskofMSItoworkers.

(2) Personal protective equipment may only be used
as a substitute for engineering or administrative
controls if it is used in circumstances in which
those controls are not practicable.

(3) The employer must, without delay, implement
interim control measures when the introduction
ofpermanentcontrolmeasureswillbedelayed.

Education and Training 4.51

(1) The employer must ensure that a worker who
maybeexposedtoa riskofMSI is educated in risk
identification related to the work, including the
recognition of early signs and symptoms of MSIs
and their potential health effects.

(2) The employer must ensure that a worker to be as-
signed to work which requires specific measures
to control the risk of MSI is trained in the use of
those measures, including, where applicable,
work procedures, mechanical aids and personal
protective equipment.

Note: The WCBprovidesthepamphletThe Ba-
sics of MSI Risk Identification to assist
with theapplicationof section4.51(1).
Materialsaddressingothermatterssuch
as risk assessmentandcontrolarealso
available.
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Evaluation 4.52

(1) The employer must monitor the effectiveness of
themeasures takentocomplywiththeErgonom-
ics (MSI) Requirements and ensure they are re-
viewed at least annually.

(2) Whenthemonitoringrequiredbysubsection(1)
identifies deficiencies, they must be corrected
without undue delay.

Consultation 4.53

(1) The employer must consult with the occupa-
tional health and safety committee, if any, or the
worker health and safety representative, if any,
with respect to the following when they are re-
quiredbytheErgonomics(MSI)Requirements:

(a) riskidentification,assessmentandcontrol;
(b) the content and provision of worker edu-

cation and training;
(c) the evaluation of the compliance mea-

sures taken.
(2) The employer must, when performing a risk as-

sessment, consult with
(a) workerswithsignsorsymptomsofMSI,and
(b) a representative sample of the workers

who are required to carry out the work be-
ing assessed.
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What is Musculoskeletal Injury (MSI)?
Musculoskeletal Injury/MSI—The Workers Com-
pensation Board (WCB) of British Columbia defines
MSI as: “an injury or disorder of the muscles, tendons,
ligaments, joints, nerves, blood vessels or related soft
tissue including a sprain, strain and inflammation,
that may be caused or aggravated by work.” (This defi-
nition includes terms commonly used to refer to
MSI’s: repetitive strain injury; musculoskeletal disor-
der; cumulative trauma disorder; musculo–skeletal
strain injuries; and repetitive motion injury).

MSI has been a reported problem for workers perform-
ing repetitive, unaccustomed or physically demanding
tasks such as assembly line work, meat packing, sew-
ing, playing musical instruments, and Video Display
Terminal (VDT) work. MSI can also be caused from
activities outside the workplace.

What cancauseMusculoskeletal
Injury (MSI)?

MSI can be caused by any demanding activity that ex-
ceeds the ability of the body to do work. Common fac-
tors that are associated with MSI include many
uninterrupted repetitions of an activity or motion,
performing an activity in an awkward or unnatural
posture, maintaining static posture for prolonged peri-
ods, failing to take frequent short breaks, and force.
Also, certain medical conditions such as rheumatoid
arthritis and diabetes may contribute to MSI.
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Why is it important to exercise carein
the selection, installation, set up and
use of office equipment?

Some people who use computers and other office
equipment experience physical discomfort during
their use. Sometimes this discomfort leads to a
Musculoskeletal Injury. Proper selection and use of
equipment can help to minimize the risk and elimi-
nate discomfort. Changing tasks frequently will help
prevent muscle stiffness and fatigue. (As explained
further on in this document)
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What are the symptomsof Injury (MSI)?
The symptoms of MSI vary, and range from minor dis-
comfort to severe pain.

A symptom can be felt but cannot be observed, such as:
) pain
) joint stiffness
) muscle tightness
) muscle weakness
) a feeling of “pins and needles”
) numbness
) a general feeling of tiredness
) a burning feeling

A sign can be observed, such as:
) redness
) swelling
) skin colour change
) difficulty moving a particular body part

Pain is the most common symptom of MSI. The pain
can range from mild discomfort to extreme discom-
fort. The pain is not always confined to the site of in-
jury it can be transmitted to other parts of the body.

Musculoskeletal Injury (MSI) may progress in stages:
early, intermediate and late.

Early Stage: The body aches and feels tired at work
but symptoms disappear during time away from work.
The injury does not interfere with the ability to work.
The injury will heal completely if dealt with properly
at this early stage.
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Intermediate Stage: The injured area aches and feels
weak near start of work, until well after work has
ended. Work is more difficult to do. The injury will
still heal completely if dealt with properly.

Late Stage: The injured area aches and feels weak
even at rest. Sleep is affected. Even light duties are
very difficult. The injury may not heal completely but
effects can be eased if dealt with properly.

Not everyone goes through these stages in the same
way. In fact, it may be difficult to say exactly when one
stage ends and the next begins. The first pain is a sig-
nal that the muscles and tendons should rest and re-
cover. Otherwise, an injury can become longstanding
and sometimes irreversible. The earlier people recog-
nize signs and symptoms, the quicker they should re-
spond to them.
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What should you do if you start to
experienceMSI signs and symptoms
or discomfort?

By following and ensuring proper equipment and
work environment set up and use, the risk of develop-
ing MSI can be minimized. However, if employee is
experiencing any discomfort he/she should report it to
their supervisor and Occupational First Aid atten-
dant. First aid rendered/received is recorded in the
First Aid treatment book and where necessary the em-
ployee should be advised to consult their physician.
Typically, the earlier a problem is diagnosed and
treated, the easier it may be to resolve with less intru-
sive measures.

This process insures that:
) workplace interventions are implemented that

will reduce the risk to workers (early stage),
) early treatment (First Aid) to reverse the prob-

lem (early and intermediate stage),
) earlydiagnosisandtreatmenttoreduceseverity

(intermediate and late stage)

Note: WCBprovidesthepamphlet“The Basicsof
MSI Risk Identification”andthechart“Ap -
plicability ofRisk Factors”whichidentifies
risk factorspertaining to ergonomics.
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Workplace Specifics

GeneralPosture
While sitting at workstation, employee’s back should
be erect and/or angled slightly backwards, so that the
back (lumbar area) can be supported by the backrest.

Employees’ arms should be relaxed and loose, elbows
close to side, with the forearms and hands approxi-
mately parallel with the floor.

Wrists should be as straight as possible while key-
boarding or using the mouse. They should not have to
be bent upward, downward, or to either side more
than 10 degrees.

Thighs should be horizontal or angled slightly down-
ward. The lower legs should be near a right angle to
thighs. The feet should rest comfortably on the floor
(flat). If necessary, a footrest should be used to get into
a comfortable position. (Refer to section on chairs)

The head should be upright over the shoulders in a re-
laxed position, with eyes looking slightly downward.
Employees should avoid working with their head or
trunk twisted in an awkward position. (Refer to dia-
gram on page 28.)
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Chairs
Employee’s chair should have a
stable base (for example: five
legs with casters). The chair
must provide a comfortable sit-
ting position and employee
should be able to freely swivel
from side to side.

The chair should be adjusted so
that the user’s arms are at one’s side,
with elbows at 90 degrees when typing on keyboard. If
the chair has an adjustable seat pan, inclining the seat
slightly back will assist in holding employee in the
seat as well as giving proper back support.

Footrests (If required)
Footrests support employee’s feet and can reduce the
pressure on the back of thighs (caused by the thighs
contacting the seat). A footrest should be used if the
feet do not rest flat on the floor after the chair height
has been adjusted (as described above in the chair sec-
tion). You should place the footrest on the floor, close
to the chair, and adjust height so that it relieves pres-
sure from behind the legs when sitting. It is recom-
mended to use a non–angled footrest with top surface
measurements of 60 cm. x 30 cm. (24 in. x 12 in.) (Re-
fer to Appendix B)
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Desks
Sufficient desk space should be available to allow em-
ployee to set up equipment in a convenient, comfort-
able arrangement. Accessories should be organized on
the desk as follows:

) items used frequently (primary work zone) are
close by 0–30 cm. (0–12 inches),

) occasional use (secondary work zone) 30–50
cm. (12–20 inches),

) seldom used 30 cm. (20 inches)

There should be enough space for the thighs (legs) to
move freely under the desk top.

If possible, a desk with cable management capabilities
should be used. This will keep the cables and wires or-
derly, off the floor and out of the way. If not available,
arrange in an orderly fashion.

Items should be organized on the desk as to frequency
of use.
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Monitor
If employee’s eyes are closer to the screen than 50 cm
(20 in), this may cause visual fatigue. Most people pre-
fer a viewing distance of approximately 60–cm (24
in).

The top line of the text on the screenshouldbe eye level
or slightlybeloweye levelwhensittingup straight.

This will keep employeefrom lookingdown
more than 15 to 20 degrees to see the

center of the screen. The em-
ployee should not have to
look down more than 60 de-
grees for normal work tasks,
such as typingor reading.

Ideally the screen should be
positioned perpendicular to the

line of sight. In case of undesirable re-
flections, tilting the screen forward slightly usually
solves the problem. However, if this is not sufficient,
it may be necessary to change the position of the dis-
play monitor on the desk, or change the location of
the desk. If this still does not correct the problem, the
employee should try a monitor visor (see section on
lighting, page 24).

The employee should keep the contrast and bright-
ness adjusted to the level that is most comfortable.
High contrast and low brightness is usually the prefer-
able combination. A simple process that is commonly
overlooked is the cleaning of the screen. The em-
ployee should clean the screen on a regular basis.
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Note: Some employeesmay experiencediffi -
cultywhenwearingbifocalsorprogressive
lenses. They may wish to change to
eyewearsuited for the environment.Ad-
vise themtoconsultwith their optometrist
or ophthalmologist.

The top line of text on the screen should be eye level
or slightly below eye level when sitting up straight.
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Lighting
Lighting in the work area should allow easy reading of
documents and keyboard legends. If more light is
needed for a particular task, the employee should use
an individual lamp (“task lighting”) rather than in-
creasing the general lighting. Ensure task lighting is of
the type where the bulb is sufficiently recessed so as
not to cause a bright spot in the field of view.

If possible, the employee should not position the dis-
play in front of a window where glare, high contrast,
and reflections will interfere with computer screen
presentations. The employee should try to position
the display so the screen is at a right angle to the win-
dow.

Incoming light should be shielded or defused to pre-
vent glare and distracting reflection. In cases where
strong sunlight is a problem, curtains, adjustable
shades or monitor visors are recommended.

Monitor Visors/ Anti–Glare Screens
Monitor visors are designed to place over top of the
monitor, where anti–glare screens are designed to be
placed over the monitor screen. Both are designed to
reduce glare from light sources and reflective surfaces,
as well as providing contrast when reading the screen
(refer to Appendix B). Employees should regularly
clean anti–glare screens as dust may build up which
can blur the characters.
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Keyboards
Most current keyboards are designed to prevent exces-
sive bending of wrists while typing. Employees should
not bend their wrists more than 10 degrees up or down,
or more than 10 degrees sideways. Wrists should be
kept straight by moving the entire hand and forearm
over to use the function keys or numeric keypad.

The objective is to make sure that hands are in a “neu-
tral” or straight in line with forearms when using the
keyboard. This means that forearms, wrists, and hands
should be in a straight line.

Employees may use a wrist support to help keep their
wrists in a more comfortable and neutral position dur-
ing rest periods. This is helpful if employees tend to
drop their palms or wrists while typing. When keying,
palms should not be resting on the support. When
used, wrist support should be placed under the palms,
not under the wrists. Employees should ensure that it
is flush in height with the front edge of the keyboard
and rounded or padded. Wrists should not rest on a
sharp edge, such as a desk edge, when typing as this
may cause Carpal Tunnel Compression.
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If a mouseis used,positionit next to the keyboardso em-
ployeedoesnot haveto excessivelyreachwhileusingit.

It is not necessary for the employee to type with very
much force. Use of too much force can place unneces-
sary stress on the body, including tendons and muscles
in hands, wrists, and forearms, and increase the risk of
discomfort or injury.

DocumentHolders
A document holder will make it easier for employee to
transfer information from a document to the screen
(or if employee needs to read while using system). The
document holder should be at the same distance from
the eyes as the screen, next to the screen,* and at the
same height as the screen. To help reduce stress on the
neck and prevent eye fatigue, the back and forth
movement of the head and eyes should be kept at a
minimum while using the document holder.

*Note: Therearesomenewdesignsavailablethat
allow documentsto beplacedin front of
the screen
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Further Suggestions
If an employee’s work involves prolonged work with
V.D.T., employees eyes should be checked on a regu-
lar basis (refer to BCGEU Master Agreement Article
#22.9).

If an employee wears eye glasses or contact lenses
he/she should ensure the prescription is suitable for
working on a display screen.

Employee should look away from the screen from time
to time to help reduce eye strain. Focus on distant ob-
jects briefly. Also, blinking periodically helps lubri-
cate the eyes.

Employee should avoid holding muscles tensed for
long periods of time. Keep fingers and body relaxed.

Employee should change tasks frequently, this will
help prevent muscle stiffness and fatigue. For exam-
ple: Alternating between keyboarding, writing, filing,
and moving around in the work environment helps
keep muscles loose.

When prolonged screen work is required, the em-
ployee should take frequent short recovery breaks. A
recovery break is changing to a different work task as
described above (also refer to BCGEU Master Agree-
ment Article #22.9). As a general rule, a five or ten
minute recovery break every hour is a good idea. Short
frequent recovery breaks are more beneficial than lon-
ger less frequent breaks. Data shows that people who
work for long lengths of time without a recovery break
are more prone to injury.

Prevention Guidelines for Strain Injuries in the Office Environment 27



Prior to purchase of equipment in the office environ-
ment, there should be an opportunity for the em-
ployee to use the product on a trial basis. This will
ensure that the product is suited for the employee and
the job.

Employee should occasionally stretch the muscles in
hands, arms, shoulders, neck and back. This stretch-
ing should be performed once per hour or at least as of-
ten as regularly scheduled breaks. (Refer to Appendix
A for stretching examples).

Note: Stretchingis recommendedfor prevention
of injuries notasacure.If injured, anem-
ployeeshould visit their physician.
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Other OfficeErgonomic Related
Concerns

Filing Cabinets
Some common problems and solutions with the use of
filing cabinets include:

) Tightly packed files may contribute to muscle
soreness due to holding awkward postures.
Clear labelling and periodic review of the con-
tents can help reduce overcrowding. Other
means of storage include archiving of files.

) For access to lower drawers, employee should
use his/her legs to squat or alternatively adopt a
kneeling posture in preference to bending.

) It is advisable to check that a filing cabinet is
level by using a small level. Where a cabinet is
not level, thedrawersmaybedifficult toopenor
close or may even cause drawer to remain in an
opened position when not in use, which can be
hazardous.

) Instability of a cabinet when more than one
drawer is open at a time can result in the whole
cabinet falling onto the
employee. Prevention
measures may involve
ensuring heavy mate-
rial is filed inthe lower
drawer and/or attach-
ing the filing cabinet to
the wall or floor.
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Photo Copyingand Printing Paper
Boxes of paper are sometimes stacked on the floor in
offices. They should be placed in a dedicated storage
area close to the printer or photocopier. The size and
weight of boxes may create a manual handling injury
risk. Many suppliers now provide paper in quantity of
5 or 6 packages rather than 8 to 10 packages per box.
This has reduced the manual handling risk by reduc-
ing the weight and size of each box so that they can be
handled closer to the body.

Ensure employees are trained in proper lifting tech-
niques. As well, appropriate strategies to reduce man-
ual handling risk should be developed. For example,
raising the paper storage location above the floor level
to minimize bending; avoiding the handling of full
boxes by removing individual packages from the box
one at a time; or ordering smaller quantities of paper
on a more frequent basis so that they can be stored on
shelving with clear access.

Hand Carts
The use of a handcart to carry
materials to and from a
central storage area may
be required to minimize
the demands of this task.
This should not just apply
to large heavy items but
also to smaller items
such as files.
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Telephone
Employees use telephones to varying degrees. Where
there is high usage or the employee is dedicated to

telephone work, specific equipment such as a
headset or a speaker phone may be required.

Employees need to avoid cradling the
phone between the ear and shoulder. This
causes strain and discomfort to the neck
and shoulder area. If using a headset or
speaker phone is not possible, one hand
needs to support the phone during use.

Where there is frequent use of the phone,
reducing the reach distance as described in

the section on “Desks” should be considered.

Staplers
Staplers are designed to be used on a desk or bench.
With occasional use, they do not present a hazard. If
thick documents are to be stapled, a stapler appropri-
ate for the task should be used to reduce the need for
high levels of force to perform the task. If a stapler is
used repeatedly for a prolonged period of time, this
may be fatiguing for some people, in particular if they
perform the task while seated, or the table or bench is
at an unsuitable height requiring them to elevate their
shoulders. High usage of a stapler may also result in
excessive compression forces to the palm of the hand.

Electric staplers should be used where stapling is fre-
quently required for prolonged periods. Control op-
tions such as the use of alternative attachment devices
(for example, binding, bulldog and fold back clips)
should be considered as well.
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Staple Removers
For occasional removal of staples, a small pincer type
staple remover is commonly used in the office. Where
this task is identified as a risk, such as highly repetitive
staple removing, a long handled remover should be
used. Removing staples by hand (fingernails) should
be avoided by employees.

Letter Openers
The use of letter openers usually doesn’t present a
problem in a normal office setting unless done repeti-
tively over a long period of time. Some difficulties can
be encountered in the grasping of the handle. The
slim handle of a knife–like letter opener can be diffi-
cult to grasp. A larger handle enables a more solid
grip.

Hole Punches
A range of hole punching devices are available and
their use should be matched to the thickness of the
documents being processed. Longer lever arms enable
thicker documents to be punched with less force re-
quired by the operator and electric hole punchers are
available for high volume areas (example: print
shops). Because of the forceful nature of this work, it is
preferable to use hole punches at a standing height
bench, pressing in a downward motion using arm(s)
and shoulder(s).
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Pens and Other Writing Implements
The increased use of keyboards in the office has re-
duced the degree to which many employees use a pen.
None the less, a wide range of writing tasks exists in
the office. A relaxed grip on the pen should be recom-
mended to employees. As well, some attachments are
available for pens, such as triangular tubing that is
placed over the shaft of a pen.* A triangular attach-
ment provides a better gripping surface and can re-
duce the overall force required to grip the pen. The
use of these attachments should be determined by in-
dividual preference.

*Note: There areanumberofdifferentdesignson
the market, this is just oneexample.

Remember: Poor posture and an improper worksta-
tion set up will lead to musculoskeletal injuries.
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Workplace Checklist
Instructions

This checklist has been developed to allow direct as-
sistance to employees in setting up their workstations
and surroundings in the office environment. It is not
intended for use as strictly a workplace assessment and
passed on to someone else to implement. While going
through the checklist you will be actually using it as a
tool to guide you in setting up the employees worksta-
tion. If a portion of the checklist can not be com-
pleted during the review, simply comment on it in the
comment section at the end of this list. If a part is not
applicable simply put N/A in the box.

You should have on hand “Quick Fix” items as listed
in Appendix B, which would enable you to immedi-
ately set up the employee’s workstation. If this is not
possible, you should have loaners with you that can be
left with the employee until they receive their own
items (an ordering process should be in place for
items, as initiated by your ministry OSH manager/rep-
resentative or other designated person).

All recommended physical changes
or cost items are to be directed

to the employee’s manager
by way of this checklist (as
per normal protocol for
workplace inspections).
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GeneralPosture
While going through this checklist and assisting the employee
in properly setting up his/her workstation, keep the following
general posture guidelines in mind.

/ While sitting at workstation, employee’s back should
be erect and/or angled slightly backwards, so that the
back can be supported by the backrest.

/ Employees’ arms should be relaxed and loose, elbows
close to side, with the forearms and hands approxi-
mately parallel with the floor.

/ Wrists should be as straight as possible while
keyboardingorusing themouseandshouldnothaveto
be bent upward, downward, or to either side more than
10 degrees.

/ Thighs should be horizontal or angled slightly down-
ward.

/ Thelowerlegsshouldbeneararightangletothighs.

/ The feet should rest comfortably (flat) on the floor or
footrest.

/ The head should be upright over the shoulder in a re-
laxed position, with eyes looking slightly downward.

/ Employees should avoid working with their head or
trunk twisted in an unnatural position.
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Chairs
v Adjust chair so that it offers the best lower back

(lumbar) support possible m

v Set seat pan to neutral or angle slightly back from
horizontal (neutral) for  appropriate comfort m

v Adjust height so that employees arms and wrists
are in neutral position when typing m

v Feet should be flat on floor, if not, use a foot rest m

Footrests (If required)
v Place footrest on floor close to chair m

v Adjust height so that it relieves pressure from be-
hindthelegswhensitting.(Thiscanalsobeaccom-
plished by adjusting the chair) m

Desks
v Organize accessories on the table so that the items

used frequently are close by e.g.: m

— Frequently used 0–30 cm (0–12 inches) m

— Occasionallyused30–50cm(12–20inches) m

— Seldom used >50 cm. (20 inches) m

v Place phone on left side if right handed and visa
versa m

v If possible,manage wires from keyboard and mouse
so they are not in the way by routing them under-
neaththedesk(ifnot,includeincommentsection) m
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Monitors
v Locate monitor directly in front of the keyboard m

v Top line of the text on the screen should be eye
level when sitting up straight m

v Keep monitor far enough away so that employee
can read it comfortably (general rule is an arms
length away) m

v Adjust contrast and brightness to comfort level m

v Advise worker to clean monitor surface on a regu-
lar basis m

v Some employees may experience difficulty when
wearing bifocals or progressive lenses. Advise
them that they may want to change to eyewear
better suited for the work environment and to con-
sult with their optometrist or ophthalmologist. m

Lighting
v If able, adjust the level of light to make it easy for

employee to see the screen without squinting or
straining m

v Adjust the screen so it is free of reflected glare (a
monitor visor and/or an anti–glare screen can be
utilized) m

v Position monitor so that employee’s line of sight is
parallel to the window m

v Ensurethereisenoughlighttoreadhardcopyeasily m
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Desk Lamps (Task Lighting)
If this type of lighting is used:

v Move desk lamp so that it illuminates the docu-
ments employee is reading m

v Try to avoid having the light directed at the moni-
tor, employee’s face or eyes. m

v Ensure task lighting is of the type where the bulb is
sufficiently recessed so as not to cause a bright spot
in the field of view m

v To avoid shadows on documents and reflected
glare,place the task lighting sowhen it’sonwriting
surface it is to employees’ left, if right–handed, (or
to right if left–handed). m

Keyboards
v Set keyboard so that the legs are folded in m

v Centre employees body over the alpha portion of
the keyboard if this is where most of employees
time is spent m

v Advise employee that it is not necessary to type
with very much force m

Keyboard Trays
v Set angle of platform so that it is flat m

v Adjust height so that when typing wrist remains in
a neutral position m

v If the keyboard tray does not adjust this way, raise
or lower employees chair until the wrists/arms are
intheproperposition(refertosectiononchairs) m
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Mouse
v Position mouse so that it is next to the keyboard on

the keyboard tray m

v If no room, employee can use a keyboard tray ex-
tension or mouse house (Refer to Appendix B) m

Wrist Rests
v When keying, advise employee that palms should

not be resting on the support m

v Support should be placed under the palms, not the
wrists m

v Support should be flush in height with the front
edge of the keyboard, and rounded or padded m

v Wrists should not rest on a sharp edge, such as a
desk edge, when typing m

DocumentHolders
v Place document holder so that it is next to the

monitor screen and adjust to the same height and
viewing distance as the monitor so that employee
moves his/herheadverylittlewhenlookingfrom
document to screen m

After completing checklist and making required changes, refer
to pages 29–33 of “Other Office Ergonomic Related Con-
cerns.” If any are an issue, indicate in comment section below.
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Comments/recommendations:

Remember:“A goodpracticeto follow is prior to purchasing
ofequipmentfor theoffice,thereshouldbeanopportunityfor
theemployeetousetheproductonatrial basis. This will en-
sure that theproductis suitedfor theemployeeandthejob.”

When completed, give copies to the following:
Employee (who’s work process you evaluated)
Employee’s manager and supervisor
BCGEU Area Office
OSH Committee

40 Occupational Health and Safety Committee



Appendix A
Stretching Exercises

Stretch periodically. This is particularly important
when you work intensively or extensively at the com-
puter. The following are some simple stretching exer-
cises you can do at your work area. You may find that
some or all of the stretches are helpful. Make a com-
mitment to do at least some of them on a regular basis
for a month, and then evaluate if you feel better at the
end of each workday. Of course, if you have any medi-
cal problems, check with your physician.
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Spending long periods of time staring at the computer
monitor fatigues the eye muscles. Here are some sim-
ple tips to help alleviate the fatigue:

) After every hour of computer work, exercise
your eye muscles to relieve some of their stiff-
ness.

) Close your eyes for a few minutes.

) Periodically look at objects far away from your
work area.

) Look off to the far corner of your work area or, if
youhaveawindow,lookoff intothehorizon.

Remember: Break up your computer work with
breaks, non–computer tasks and movement. (Refer to
page 27, Further Suggestions)

42 Occupational Health and Safety Committee



Appendix B
Ergonomic Quick Fixes

These quick fixes were originally designed by the
Ministry of Forests and the Ministry of Transportation
and Highways to assist with ensuring workstations are
set up appropriately for the user and, at the same time,
economically. To order, contact you ministry Occu-
pational Health and Safety manager/designate or
other designated person.

Mouse House

This is a device, which fits over the number portion of
the keyboard. It allows the mouse to be placed closer
to the keyboard tray and closer to the same level of the
keyboard. It works well if employee does not use the
number pad. An excellent item if there isn’t enough
space on the keyboard tray to accommodate a mouse.
(Cost: Under $7.00)

Paper Stand

This is a small document holder. It can be used to hold
documents when used in combination with the com-
puter. This helps to minimize neck strain when work-
ing with documents.
(Cost: Under $10.00)

Binder Stand

This is a large document holder. It can be used to hold
large documents when transcribing or reading from
binders or books. This helps to minimize neck strain
and avoid having to hunch over the desk to read from
binders and books.
(Cost: Under $15.00)
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Monitor Visor

This is a device which fits like a visor over top of the
monitor. It is made from mat board material. It can be
custom made to fit employees monitor. It helps to
control glare from lights, windows, and reflective sur-
faces.
(Cost: Under $6.00)

Foot Rest

This device is made from wood and fits underneath
the desk to rest employees feet. It works well espe-
cially for people whose feet come off the ground when
they are sitting at a proper typing height. It helps to
free up blood circulation behind the legs.
(Cost: Under $7.00)

Computer Desk Corner Filler

This device is made from wood and is used to convert
an L–Shaped desk into a corner desk. It is particularly
useful when employees use their computer in the cor-
ner of the desk when it was not originally designed to
be used in that position. This can help reduce strain
on the neck and back.
(Cost: Under $10.00)

Keyboard Extension

This is a piece of bookshelf material that is 28 inches
wide and about 12 inches deep. It can be used to retro-
fit existing sliding keyboard trays that are not wide
enough to accommodate a keyboard and mouse. This
retrofit helps to relieve back pain and strain in the
shoulder muscles.
(Cost: Under $10.00)
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Telephone Stand

This is a device that sits under the telephone to prop it
up at an angle. It is useful if employee can’t see the dis-
play screen on the telephone. It helps to minimize
neck and back strain.
(Cost: Under $10.00)
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