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	Background
	· Ergonomics is the science of making the work fit the human.
· Improperly designed and set up work stations can result in fatigue, strain, or ergonomic injuries.

· Follow these basic steps to set up your work station in an ergonomically safe manner.
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	Computer Screen
	· Center the computer screen to the body. Position the screen so your eyes are 2-3” below the top of screen.  You do not want the screen off to one side. The screen needs to be directly in front of your field of vision,

· Keep the screen one arms length from you when seated (18-24” from your eyes).

· If you use bifocals, angle the computer screen slightly backwards.
·  If you use two monitors, make sure the line where the two monitors meet is in the center of your body.
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	Keyboard
	· Use an adjustable keyboard and mouse tray. These trays should fully adjust up and down, angle and tilt, and move in and out underneath the desk.
· Keep the keyboard centered in front of your body (letter B in middle of your body). 

· Keep it positioned so your elbows are not flexed up or down. 

· The keyboard should not force your wrists into a flexed position (up or down). Your wrists should always be in a straight and neutral position. 

· Your wrists should stay level with the keyboard. Avoid letting your wrists rest on a hard surface when typing.
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	Mouse
	· Use a mouse tray attached to the keyboard tray.

· The mouse should be located close to your body so you can use it in a relaxed position. The upper arm and elbow should be close to the body and relaxed when using the mouse.  

· The mouse should not be used above or below elbow height. 

· The mouse should be easy to operate and comfortable to use.
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	Chair
	· Adjust the height of your office chair so that your feet rest on the ground or a stable foot rest. 

· Sit back in the chair. You should not be leaning forward or too far back. When sitting your knees should be level to the ground.

· Your chair should have lumbar (lower back) support, five pedestal legs, and should slide easily across the floor surface. 

· Your chair should have an adjustable height and tilt control. 
· Your chair seat should be wide enough (at least 1” clearance on each side of hips/thighs) and should not be too long or too short (your legs won’t extend comfortably over the edge) . 
· Arm rests are optional but if you use them they should be adjusted so as to support your arms when typing and the arm rests should not interfere with the chair sliding underneath the desk. 
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	Document Holders
	· Document holders that clip to the side of the monitor are an ideal tool to allow people who type and frequently need to look at documents, to keep their head and neck in a natural position.
· If you use a document holder make sure it is large enough to hold the documents, it is stable, and positioned at the same distance from your eyes as the monitor.
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	Desk
	· Your desk should be high enough off the floor so you can be seated under it in a comfortable position. You should have adequate leg clearance.

· Keep your desk top and work station (and area underneath the desk) as free of clutter as possible.

· Keep frequently used items like the phone and stapler close at hand. Avoid having to stretch and reach for frequently used items.

· Your desk top should be secure and should not vibrate or move. 
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	Phone
	· Avoid cradling the phone on your neck. 
· If you use the phone on a frequent basis, use a headset. 
· If you use the phone on a frequent basis, keep it close to you.

· If you are right-handed, keep it on your right side.
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	Glare and Lighting
	· Avoid glare on your computer monitor. 

· Do not let a window or other light "back light" the screen.

· If the overhead fluorescent lighting is creating glare, you can ask the Facilities department to install low glare fluorescent bulbs. 

· Keep the computer screen oriented away from windows.

· If this is not possible, adjust the blinds and/or room lights. 

· A combination of overhead fluorescent lighting and normal (incandescent) task lighting is best (to avoid eye strain).

· If glare is still a problem, use an anti-glare screen cover. 
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	Seated Position
	· Your head, back, and neck should be straight. 

· When seated, your elbow angle (the angle between the inner surface of the upper arm and the forearm) should be at 90 degrees.  

· Your shoulder position should be neutral (your arms are tucked into your body and relaxed, not out to the side, or up or down).  

· Your elbows should not be extended out to the side. 

· The top of your thighs should clear the desk or keyboard tray when seated. 

· Most of all, you should be relaxed and comfortable.
· Your feet should rest on the floor or on a stable foot rest. 
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	Hand and Arm Position 
	· Your hands, shoulders, and arms should remain in a comfortable position when typing and using the mouse. They should not be angled back towards, or tilted down and away from your body. 

· Keep your wrists in a neutral position (i.e., straight, not angled up or down) to reduce stress to the hands and wrists while typing.
· Your wrists should not strike any hard surface when typing. 
· If your keyboard tray or keyboard has gel pads – the pads should not be so large as to force your wrists to flex upwards. 
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	Exercise and Rest
	· Every 15 minutes - look away from the computer monitor to a distant point in the room. Allow your eyes to rest.

· Rest your hands as needed.   Get up and stretch.
· Do gentle stretching exercises. A good rule of thumb is to get up and stretch and do stretching exercises at least every two hours. 
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	General Tips
	· Avoid stretching, turning, twisting, flexing, or reaching. 
· Place your body in a neutral and relaxed position. 
· If you need further help or wish to have your work station evaluated, please call Patrick Weidinger at 872-3715. 
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