
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

OCCUPATIONAL HEALTH  
GUIDELINES FOR  

TEMPORARY STAFF 



Ergonomic Information 
 
Whether you spend five minutes or five hours using a desktop computer or laptop, these recommendations can help 
you stay comfortable and productive. 
 
The following may be associated with physical discomfort and injury to nerves, tendons and muscles: 
 

• long periods of repetitive motion  

• using an improperly set-up workspace 

• incorrect body position  
 
To maximize your comfort and lessen the chance of injury, follow these guidelines: 
 
 
For Desktop Users: Make sure that your workspace is set up properly 

 

• Put keyboard and monitor directly in front of you with your mouse next to 
it.  

• Have your elbow next to your side, at a right angle.  

• Adjust the height of your chair and table so that the keyboard and mouse 
are at or below elbow height.  

• Place your mouse within easy reach so that your elbow can remain next to 
your side when using it. You do not need to use a mouse pad with your 
optical mouse. If you choose to use a mouse pad, take its thickness into 
consideration when making the height adjustments.  

• Have your feet well supported and your shoulders relaxed.  

• Place documents you need while typing close to the monitor to reduce 
frequent head turning and change of eye focus. You can use a document 
holder to help.  

• Place materials on your desk according to their frequency of use: 
o Frequent - Put materials you use the most closest to you.   
o Occasional - Put materials that you use occasionally no farther than an arm's length away. 
o Infrequent - Put your infrequently used materials further away but consider convenience. 

 
For Laptop Users and Homeworkers: Make sure that your workspace is set up properly 
 
Laptops allow us to be able to work more flexibly, but they have been blamed for causing back, neck and shoulder 
problems.  The features that make laptops very portable, such as a screen attached to the keyboard, are the same 
features that make it difficult for people to adopt correct posture when using them. 
 

 
 
 
 
 
 
 



Here are some ways you can make your laptop safer and more comfortable to use: 
 

• Use a separate keyboard and mouse so that the laptop can be put on a stand and the screen opened at eye 
level 

• Position your keyboard (if you use one) directly in front of you during use.  Use the space in front of your 
keyboard to rest your arms and wrists when not typing. 

• Place your screen at a comfortable reading distance (about arm’s length away is comfortable for most people) 

• Use your laptop on a stable base where there is support for your arms, and not on your lap 

• Sit with good posture, lower back supported - feet firmly on the floor, elbows slightly above the desk surface, 
and ensure other desk equipment is within reach 

• Use blinds to cut out sun and glare and/or reflections from windows 
 

 
Practice good work habits 

• Take frequent short breaks. Stand up, stretch, and move. Your body is designed to move, not to remain in a 
static posture for long periods of time. 

• Take frequent screen breaks by looking away from your screen to reduce eye strain 

• Vary your tasks throughout the day. Do something different with your hands and arms for a while.  

• If you spend a lot of time on the phone, try exchanging your handset for a headset.  Repeatedly cradling the 
phone between your ear and shoulder can strain the muscles in your neck. 

 
Be alert to signs of discomfort 
 
If at any time during or after typing you feel pain, weakness, numbness, or tingling in your hands, wrists elbows, 
shoulders, neck, or back, or if you have any reason to believe that you might be experiencing discomfort as a result of 
typing or from using the mouse, you should consult the organisation’s health and safety officer as well as a qualified 
health professional. 
  


