${legalname} 		WHSPRO - 303
ERGONOMIC FURNITURE AND ASSESSMENT OF WORKSTATIONS PROCEDURE

Introduction
${legalname} is committed to preventing injuries associated with ergonomic hazards. Ergonomic hazards may be found in the design of work tasks, equipment used and the working environment. 

Scope
This policy applies to all ergonomic furniture used within the ${legalname} for clerical and screen-based workstations; the individual or group assessment of workstations and equipment.

Definitions
Ergonomic furniture is defined as furniture and/or related equipment specifically designed to adapt the work environment to the individual. It includes:
· adjustable desks, tables and returns,
· adjustable chairs,
· adjustable visual display terminal arms and other associated equipment,
· special workstations such as standing workstations, drawing tables, work benches or workstations that need to be modified or specially designed.

Ergonomic is the design of the working environment, to ensure the best use of an individual's capabilities.  

A hazardous manual task, means a task that requires a person to lift, lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing involving one or more of the following: 
· repetitive or sustained force, high or sudden force, repetitive movement, sustained or awkward posture, exposure to vibration. 

Roles & Responsibilities
Manager/Supervisor are responsible for;
· Ensuring ergonomic hazards relating to poor design of tools, equipment, workstation or work practices are identified and the associated risks controlled. 
· Ensuring that all workers have been provided with adequate equipment for tasks undertaken. 
· Ensuring that workers have had information, instruction or training provided in the use of equipment and work practices. 
· Encouraging and reinforcing proper working techniques. 
· Encouraging early reporting of any injury or symptoms

Workers are responsible for;
· Conduct a self-assessment of their workstation at the initial setup and then periodically every 6 months.
· Correctly use equipment provided and following correct techniques
· Participating in training as organised
· Reporting any problems with their workstation or symptoms of injury to their immediate supervisor/manager



Procedure
All workstations should be ergonomically correct where any screen based equipment is used and or introduced, including portable computers and it is necessary to ensure that workers are provided with advice and guidance on the setup of their workstations  either professionally or through the use of a self-assessment tool.

Hazard Management
A hazard management approach should be taken in the control of all ergonomic hazards. If an ergonomic hazard is identified control measures must be implemented. Refer to WHSPRO- 404Hazard Management, for further information. 

Purchase
Prior to purchasing of any new furniture individual needs of the worker should be considered as well as the tasks to be performed. Obtain advice regarding specific equipment where necessary. No new purchases should be made prior to approval by the manager.

Ergonomic Self-Assessment
All workstations should be reviewed by the worker completing the WorkStation Self-Assessment Tool (WHSFOR-303) prior to initial use and on a 6-monthly basis. It may be necessary to obtain external advice on workstation set up. In particular if a worker is experiencing symptoms of overuse this should be conducted.

Workstations should be altered in line with the recommendations from the assessment. Where an individual is assigned a workstation, these should not be altered by other personnel.

General Guidelines to minimise overuse/fatigue
· Take regular breaks away from the computer ie change task
· Rotate tasks throughout the day
· Perform stretching exercises (2-3 minutes per hour)
· Ensure workstation set up is correct
· Ensure adequate lighting

References
SA WHS Act 2012
SA WHS Regulations 2012 Chapter 4 Part 2 Hazardous Manual Tasks
SafeWork Australia Code of Practice Hazardous Manual Tasks
AS 3590.2 - "Screen based workstations - Part 2: Workstation Furniture", 
AS 3590.1 - “Screen-based workstations - Visual display units “
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Authority
Signature:

Authorised by: ${officer}	Title: ${role}

Date: ${date}
Ergonomic Furniture and Assessment of Workstations Procedure V1.0    
Issue Date ${date}		This document forms part of the SMARTkit
Review Date ${review}
		Page 2 of 2

