Safe Job Procedure for Office Ergonomics 
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	Potential Hazard
	Risk level

	Awkward/sustained postures - bend, reach, lift
	

	Forceful exertions - lifting
	

	Repetitive movements
	

	Vibration
	

	Compression
	

	Sharp points/edges - sharp materials
	

	Pinch points - bin lids
	

	Materials falling - bin lids
	

	Surfaces causing falls - icy, snow in winter
	

	Moving machinery
	

	Chemicals
	

	Biological pathogens - contact with waste
	

	Electrical
	

	Extreme heat/cold
	

	Noise
	

	Combustibles/flammables
	

	Risk of falling
	

	Other
	



	Risk control devices, personal protective equipment, and other safety considerations
	Training/Reference info

	
	



Note: 
· Physical hazards; indoor air quality and lighting.
· Ergonomic hazards; force, repetitive movements, posture, and duration.
· Work practice hazards; following established safe work practices and procedures, and general housekeeping practices.


Employers must ensure that workers are trained and follow this safe work procedure.








Steps to complete this task safely:

· Work in a neutral body posture without excessive bending, reaching, twisting, or slouching.
· Work with your wrists and hands in a neutral position.
· Position work so it is easy to see and reach.
· Ensure your computer workstation is properly setup and adjusted. Refer to the guideline Adjusting and Adapting Your Computer Workstation.
· Change your body position frequently by varying your tasks and taking micro and rest breaks.
· Avoid sitting for a long period of time. Alternate between sitting, standing, and walking.
· Consider alternating tasks within a job to minimize repetition.
· Stretch regularly. Stretches should be done slowly and smoothly.

· Do not hold a single posture too long.
· Do not lean back in a chair with your feet on a desk.
· Do not squeeze the mouse or press buttons with excessive force.
· Do not store items under your desk; allow free movement of your legs.
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