Workstation Ergonomic Setup
Procexure


https://bluesafeonline.com.au/product/workstation-ergonomic-setup-procedure

Blue Safe

ONLINE
Table of Contents
U 0T P 5
S ToTo] o1 YT PURPP 5
D= T a1 4o 1 S 5
WWOTKSTALION ... 5
oo e 0T 5
Musculoskeletal Disorder (MSD) ..........coiiiiiiiiicce e, 5
Prolonged Sitting / Standing..........ooouiiiiii e 6
Reasonably Practicable...............ccoo 6
ReSpONSIDIlItIES......ccvvveeiiieeeieeeeee e e 6
Officers (PCBU Representatives, Senior N vigement)..........ccoevvieieiieinninninn, 6
Managers and Supervisors....... h..ccceeeeeeeennint B A 6
WOTKErS. ... il it e e 6
WHS Personna'./ Erg xnomic 5 AdVISOL S ...uuiiiiiiiiiiiiiiiii e 7
N Y E=T g E=To [T 0 g T=T B o o Y- BTN 7
Hazai 1 ntifice O 7
IS A S SIMIE . | i 7
Risk  antroi Hierarchy ... 8
Vi irkstation Setup Procedure — Seated WOrk...........coooveiiiiiiiiiiiiicceee e 8
step 1: Chair AdJUSTMENT. ... 8
Step 2: Desk and Leg ClearancCe...........couvvvevvieiiiiiiieiiiieeeeeeeeeeeeeeeeeeeeeeeeeeee e 9
Step 3: Monitor POSItiON .........ooooiiiiiii e 9
Step 4: Keyboard and Mouse Placement ... 10
Step 5: Accessories and LayOut ...........coovvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee 10
Workstation Setup Procedure — Standing and POS Work............ccoovvviiiiiiiniiinnnnn. 11
Step 1: Standing Height and Posture ... 11
Step 2: POS Terminal and Screen Placement ............ooovvvviiiiiiiiiiiiieiiiiiieieeeeeee 11
Step 3: Keyboard, Mouse and SCanNers ............ccouevveiiiiiiiiiiiiiiiieiiieeeeeeeeeeeeeeeeen 11
Step 4: Anti-Fatigue Measures ... 12
S (=Y oIS B o T 11T = - 12
Laptop, Tablet and Mobile Device USe..........ccoooiiiiiiiiiiiiiie e 12

Version Authorised by Review # Date of Issue: Review Date: 2


https://bluesafeonline.com.au/product/workstation-ergonomic-setup-procedure

Blue Safe

ONLINE
(1= o 1=t = I o o To] o] [ 12
Hot-Desking and Shared Spaces ... 12
Mobile Devices in Retail and Warehousing...........cccccooviviiiiiiiiiiiicieceee e, 12
Work From Home (WFH) Workstations............cccoooiiiiiiiii e, 12
(R To [0 1T =T g 1=T o £ 13
SUPPOrt @NA REVIEW ......eeiiii i e e e e 13
Breaks, Micro-Breaks and Task Variation ..........ccooeuoeee oo, 13
Break Strategy ....coooo o e 13
TaSK Vari@tioN........eueeeiieiiiiiii e 13
Stretching and Movement ... 13
Training and CompetenCy ... e 14
Training Content..........cooiiiiiiic e 14
DeliVErY ..ot D B A 14
Workstation Self-Assesarient i 0Ceu e ... i 14
When to COMPIRte .o . e 14
PrOC eSS . e e e e e 14
Exam, ‘= Talf-Al ses. nent'Checklist ltems..........cccooiiiiiiiiii 14
- ronomic. ssesc’ 2ntand Escalation ... 15
Trige = for ormal ASSESSMENT ... .cccoiiiiieeie e 15
ASSESSIMENT PrOCESS.....uuiiiiiiiiiiiiiiiiiiiiiibib bbbt aaeeeannanae 15
Pr_curement and Design Standards ................uueeiiiiiiiiiiiiiiiiiiiiis 15
Furniture and Equipment Selection ...............oiiiiiiiiiiccc 15
Office and Store LayOut............oovvviiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeee e 16
Incident Reporting and Early Intervention ... 16
Reporting Requirements ... 16
Early Intervention ... 16
Monitoring, Review and Continuous Improvement.............ccccccccuimiiiiinninnnnnnnnnnns 17
MONITOTING e 17
REVIEW ... 17
ContinuoUS IMProvemMENt ..........ooviiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeee e 17
Records and DocumMeNntation ................eeuuuieiiiiiiiiiiiiiiiiiiiieieieeeee 17
Workstation Ergonomic Setup Checklist (Summary) ..., 17

Version Authorised by Review # Date of Issue: Review Date: 3


https://bluesafeonline.com.au/product/workstation-ergonomic-setup-procedure

Blue Safe

ONLINE
Posture and Seating.............uuiiiiiii i 17
Desk and EQUIPMENt ... 18
Environment and Work Practices ... 18
Example Workstation Assessment Table Structure ............ccccciieiiiiiiiiiinnnn. 18

\¢
R\

Version Authorised by Review # Date of Issue: Review Date: 4


https://bluesafeonline.com.au/product/workstation-ergonomic-setup-procedure

Purpose

This Workstation Ergonomic Setup Procedure sets out the minimum requirements for
establishing, adjusting and maintaining safe and ergonomically sound workstations at
[Company Namel]. It is designed to reduce the risk of musculoskeletal disorders
(MSDs), eye strain and fatigue associated with computer and desk-based work in
office, retail and wholesale environments.

This procedure supports [Company Name]'s duty under Work Health and Safety
(WHS) legislation to provide a work environment that is safe and without risks to
health, so far as is reasonably practicable. It applies to all employees, contractors
and labour hire workers who use fixed or mobile workstations, including back-of-
house offices, point-of-sale (POS) counters, customer service desks, and warehouse
administration areas.

Scope
This procedure applies to:

+  All office-based workstations (fixed desk  sit-stand«"'esks, hot-desks, shared
meeting rooms).

. Retail and wholesa'c wor. tatic s (servie= counters, POS terminals,
customer servicC <iosks, s )ck cu tre’ uesks, dispatch desks).

. Laptop, tab : and ¢ < .ng station setups used for prolonged periods (more
than 1 hour' e lay ¢ regularly during the week).

. Nev s. ters, axis. ag workers, and workers returning from injury or iliness.

Tempc ary ai.hot-desk arrangements, including work from home where
< thorisc ! by [Company Name].

It d. 75 not cover specialised plant or equipment (e.g. forklifts, pallet wrappers,
indu frial machinery), which are managed under separate safe work procedures.

"Jefinitions
Workstation

A combination of furniture, equipment and accessories used to perform work tasks,
typically including a desk or counter, chair or stool, computer or POS device,
monitor(s), keyboard, mouse or input device, document holder, phone, and
accessories.

Ergonomics

The design and arrangement of work tasks, equipment and environment to fit the
worker, aiming to reduce physical strain, fatigue and risk of injury.

Musculoskeletal Disorder (MSD)

An injury or disorder of the muscles, tendons, ligaments, joints, nerves or supporting
blood vessels. Examples include back pain, neck strain, shoulder injuries, tendonitis
and carpal tunnel syndrome.
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Prolonged Sitting / Standing

Remaining in a seated or standing posture for periods of 30 minutes or more without
significant movement, or for more than 4 hours total per shift.

Reasonably Practicable

What is reasonably able to be done to ensure health and safety, taking into account
likelihood and severity of harm, what is known (or ought reasonably to be known)
about the hazard and controls, and the availability and cost of those controls.

Responsibilities
Officers (PCBU Representatives, Senior Management)

. Ensure adequate resources are provided to implement this procedure,
including ergonomic furniture, equipment. * .ining and assessment tools.

. Ensure that workstation ergonomics< integrat«! into WHS management
systems, induction processes and cha. e« .anagement.

. Review trends from inciden. =ports, discc fort«< urveys and workers’
compensation claimsta*denti. \systemic er_ _nomic issues.

Managers and Su, ervisc s
. Ensure this| \ cedt. " is communicated to all workers under their control.

. C« "=m that' vor. ~tatic setup is considered when onboarding new staff,
reloc atn asta | or' hanging work areas.

Arrang. ergor.omic assessments for workers who:

—_report discomfort or early signs of MSDs,

are pregnant,

are returning from injury or iliness,

—  require reasonable adjustments.

+  Take timely action to implement recommended controls from ergonomic
assessments.

. Monitor work practices to ensure workers are taking adequate micro-breaks,
task variation and rest breaks.

Workers
. Follow this procedure when setting up or adjusting their workstation.

. Complete any required workstation self-assessment checklists honestly and
in full.

. Report any pain, discomfort, or concerns about workstation setup early to
their supervisor.

. Use equipment and furniture as intended (e.g. do not override height
adjustment or footrest settings for convenience).
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