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The term “Ergonomics” derives from Greek, carrying the meaning of the laws of work. With
an operator-oriented approach, ergonomics is concerned with designing the most
suitable workstations, equipment, tools and practices for people based on the physical
features of human body, for the purpose of enhancing productivity and work efficiency,
simplifying working procedures and reducing the possibility of mistakes and even work
injuries and accidents. Apart from industrial application, ergonomics can also be applied
to offices so as to provide a safe, healthy and comfortable working environment for
sedentary workers.

T YERIBYER ST Design of Workstations
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Workstations for office staff are equipped with desks, chairs and filing cabinets / storage
cabinets, and different kinds of equipment and tools such as display screen equipment,
telephones, stationery and document racks. The height and other dimensions of a
workstation and chair and the location of equipment and tools should fit the body size of
the user, in such a way that the user can always maintain a proper posture at work for
occupational health purposes.



T {E#& Desks

s SERGEFEAENSIMKRAENIF
A desk should be adjustable in height to fit the body size of the user and the work nature concerned.

c MERERAZHEERAEET I BERKESHE - XARHEMECANIA - WEREBEET
EERE  BRTEEZEARERERBE 2 TERREEZHZEEERERIEEH -
The desktop should allow sufficient space for operation and placement of telephone sets, stationery and other

necessary tools. If there is any display screen equipment in use, make sure that enough room is available for user
operation apart from the spaces for keyboard and mouse.

c BEMNHARKEEBFIRNEEA -

The tools frequently in use should be placed within reach of the hands.

s MTERARHRENFEREAETEMMEELH -

There should be sufficient space below the desktop for the user to stretch his legs at ease.

TR EERAVEE

Area out of reach

™ {EAE N VS E

Area within reach

EE4E Chairs

o BAMEAERARSE (34-52FEK ) °
Use chairs with adjustable heights (34 - 52 cm).

o AEENERELNERERELTE  BEEESERNREN  —RMS @ AIEENESERELE
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Rotary chairs allow easier movement but always pay attention to their stability. Generally, rotary chairs
should have a five-pronged base.

s BEENABRERHERAFIEMNESR -
Use chairs with back-rests to provide sufficient lumbar support.

o BRAARNERREAENARNER  FABRFIFAAARN  BREAENIEENEEESRZ
&R XA AKKRMEE AT - BERNAIRRFSERE
Chair pans should fit the length of the users’thighs so that the users can lean on the back-rests with their
thighs on firm support. The leading edge of chairs should ideally be round in shape.

s RIEBAREAEZTEMRERERESET - BEEEXERETREERE  MOENERER
ERHZEEARERESETF > AILRRHEF -
Use armrests based on work conditions and user needs. If a user is required to work with display screen
equipment without sufficient support from the desktop and keyboard drawer for both hands, armrests
must then be provided.

S FHE BT WDHE Filing Cabinets / Storage Cabinets
s WU BEES  UMERAERSESSEREY) -

Place the cabinets at a suitable location to avoid back twisting or bending over to reach items.

o RN XHESEHRETEANSEERNNE -

Items / documents frequently in use should be placed in the easiest accessible areas inside the cabinets.



R &R EIER Display Screen Equipment Workstation
EIFEEHERTREREN  RAXERBABIMENRLY BeEAENIRBRIRIRES

HEMBTFRE -

When display screen equipment is installed at a workstation, we should design the most suitable workstation
based on the user’s body size in accordance with ergonomic principles.

A BEAEISEZR29E
Maintain a viewing angle of 15-29 degrees

B. EEBEE35-60EK
Maintain a viewing distance of 35-60 cm
C. AIBEFE RAMI0E
Keep upper arm and forearm at approximately 90 degrees
D. AHRARNEE
Use a chair with adjustable back-rest
E. WAL S E34-52/E K
Use a chair with adjustable height of 34-52 cm
F. ZEERENRNZE

Use a five-wheeled chair

G. MAEE - AEARE R

Use a firm footrest if need be

H. BEpEERH=[H

Leave adequate space between the desktop and the knees

MEFE  AEAEFHE

Use armrests if need be

HREAGREA

Screen at right angle to line of sight

. ATFRRAY SR

Use an adjustable document holder

. FHRERE=10E

The wrists should bend no more than 10 degrees

C ERXE - WHARERE ARz

Use a screen support adjustable for rotation and titling

. BRSBTERES

Use a rounded or scrolled edge seat pad

. ATAREES

Use a desk with adjustable height

&N RIBIZEIE Manual Handling Operations
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The ergonomic principles can also be applied to the lifting of heavy office items such as computers, box
files, large water bottles or other materials so as to reduce the chance of injury. A case in point is to lift
heavy items with forces in your legs rather than your waist. This is because the feet are more forceful than
the waist while the waist is more vulnerable than the feet in an act of lifting. Considering the limit of human
body, we should refrain from lifting any item with bare hand(s) that weighs over 16kg. Below are
suggestions about the highest frequency per minute according to the human body’s capacity when a
person lifts an item of 16kg or below:
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Source : {Guidance Notes on Manual Handling Operations) by Labour Department ‘
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According to body mechanics principles, the farther an item is away from the human body, the more force is
required for lifting. In other words, lifting a heavy item would cause a greater chance of injury and it would be
safer for us to keep the heavy item close to our body when lifting it. There are, however, chances that some
lifting acts prevent the workers from keeping the items close to their bodies. In this case, workers are advised
to observe the suggested weights that a person can lift in different regions apart from the body as shown in
the diagram for prevention of injury:

i EBEERERARSMN c $RNat - ERNHERRLI =52 -

Note: The numbers shown in the diagram are applicable to male only.For female, the proposed numbers should be reduced by one third.

| RN ZREFREIES) Office Stretching Exercises

MAZEAERKELEZTHE MEERARTRERENAEEERKEREE —TFEEZ - BEHR
NAREREMERSNTRERE  BRTERIMOZI  PAEAETETUTHRES - URLHE
BB

Sedentary workers keep sitting for a lengthy period of time in office. Those who work with display screen
equipment are even required to work in the same posture for prolonged hours.To prevent muscle fatigue and
other ligaments issues, sedentary workers are advised to take regular breaks and do the following stretching
exercises for relaxation of different parts of the body:

1. HREBEE) Eyes
RERNEEF ST B8 - S8ENLERS - SENCEFIY  REEEHTRE
- gEuERID -
Rotate your eyeballs clockwise, pausing for 3 seconds at each of the 8
directions. Repeat the exercise in a counter clockwise direction.

2. |SMEEE) Shoulders
EEOAE—B > MR ABROBE—B > B8R EEIERMR °
Rotate your shoulders forward; relax. Rotate your shoulders backward; relax.
Repeat this exercise twice.
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3. HAEBHERE Neck stretch
HERIE LR - F50 | REAELE  F58 | K% - BEH6
AE - 1358 - EEBMERIX - 18 | BEARSEE -
Slowly tilt your head to the left without moving your trunk. Hold for
5 seconds.Then tilt your head to the right and hold for 5 seconds.Tilt

your head forward and hold for 5 seconds. Repeat this exercise twice.

4. BB {RE Forearms
EF@AfE  FEOLE  AFEEREEFFE > @
‘Y - F50 REFEQATE > AFEEBREELFE 55
¥ AFEEEE - EAFEMMIR ©
Raise left arm and bend the wrist with fingers pointing up. Right
hand folds the left fingers for 5 seconds.Then bend the wrist with
fingers pointing down. Right hand holds the left fingers for 5
seconds. Do the same for the right hand. Repeat this exercise
twice.

5. BE#HEH Back
BFEH REOLEHERE 50 EMHR 550 BRA
fRR - {58 - EREEMX « T X : BRLAMEHRE - &
BEAMES o
Raise your arms up over your head with your hands clasped and your
palms facing upwards. Hold this position for 5 seconds. Stretch to the
left and to the right, pausing for 5 seconds at each side. Repeat this
exercise twice. Note: keep your waist on the seat back during the side
stretches.

6. RELEE Leg
SRLEH - BRUEE - S RRREARERE - B —IRERFHR - 28
EEH@EE’JH?E {E58) - BHER © 5 —IRREEEF - ZARMW
IN°
Sit with your back straight. Raise one leg forward and keep
another leg still. Hold this position for 5 seconds. Relax. Do the
same for the other leg. Repeat this exercise twice.

i Z2 2SR ERIZHEST OSH Training Courses

EXNBT AAERAAR IRZURERLAENHEZRE - BZREPRYIERENIIRGRE - BT ¢
We have just gone through how ergonomics can be used to improve occupational safety and health in office.
OSHC have the following training course (in Cantonese) that is related to this aspect:

WA AN Office Ergonomics (5R#24R5% Course Code : OFF)

@ 1. WAERNERIA I KBS

Issues related to office ergonomics

~N

2. BREZ[RTFHLH

Arrangement on office space and working procedure

3. R RPN RARE

Design of work desk and chair

4. RIRHEREE ZBS

Matching of operator and display screen equipment

5. JIRAVRIE

Issue on lighting

\

HihFAZMEE - PAZRE - BE - BRAZHE
Other concern: noise, temperature, humidity, ventilation system, etc.

BEBA LT AEE 2311 3322 &) ©
For further information, please contact our OSH Training Centre at 2311 3322.
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GED) FEEE Quiz

YBAZEREBRZSSEANBEANER T —EAERETES  BURRSAXHBIFZ2NEEL 52
BEMBESM - BEEFUTZHREE - EA2mib - SREBSEES150BYRS K - BEH6E -
The Sedentary Workers Safety & Health Committee has included a prize quiz in this bulletin to help raise awareness of
work safety. We look forward to your participation. If you can answer the following three questions correctly, you can
enter the lucky draw and have an opportunity to receive one of a total of 5 shopping vouchers to the value of $150.

THIGRERER TR TS AR THEMRE ?
Which of the following characteristics of a workstation does not comply with ergonomic design?

A HBTEERAREREESEAETEBHEEN
A work desk should allow sufficient space underneath for users’ knees and legs to stretch freely.
B. RAEEAZHNEBER AFERBNEERBEER YT - EERERHZBRERERECH
A desktop should only allow space for display screen equipment, keyboard and mouse and no need to preserve room for users’ operation.

C. BERGFEAENEMRAENTIF

The height should be adjusted according to the user’s body size and the working procedure.
9 —ERENBETRERELER  EUAECRERBERETNRERSES DER?
What is the suitable distance range between a user’s eyes and the display screen in a display screen equipment workstation?
A. 15-30EK cm
B. 35-60/EK cm
C. 40-65EXK cm
9 ZEIABEDNRS  RMERREFREERSLATHNME  UEEMSEOKE ?
Considering the limits of human body, we should avoid to lift object that exists how many kilograms(kg) by bare hands, in order to reduce
the chance of injury?

A. 16T kg
B. 26T kg
C. 362 kg

FEHERZRRBEZTIRE  BEIEERAREAPSE  CHEAEH [XNBAZERREEABTERS] - BLEAH:
201058158 ° Please circle the correct answers and fill in the following form and send it or fax it to the Council. Please write
“Sedentary Workers Safety & Health Bulletin Prize Quiz” on the envelope. Closing date: 15 May, 2010.

& Name : B35S Identity Card No. :

ik Address :

H fE B 4% £ 5% Daytime Contact Tel. No. :

2n#mal Rules for Participation

1. BARBREM—IR - 1. Each participant may only enter once.

2. THHRBZETREERRBY—ETE200 - 2. The employees and direct family members of the organising body are not eligible to enter.
3. 1SR ERMEIBERTE AL - 3. The decision of the organising body regarding the prize resullts is final.

4. EPRBREBENEARBEDHFTENES - BTBITERA - 4. The organising body reserves the right to make changes to any matters related to the

o

. WEERFEE - — AL PEEERE BBEIRTE ©
6. EUDEENZINKIE o

BARHER

TRERE M TEARRHERRRERS REFES A - BEERAGE -
AR ARSI TR R RBFRIE MBS -

B M TRREIRELZ 2 RIEEAE - EARIAEARERITIE -

0 RATERUKE Lt 8

X #EH Chi Name :

competition and will not provide further notice.
In the event of any dispute, all decisions by the organising body are final.
Welcome to photocopy the form.

oo

Personal Data Statement

We will keep your personal data for promotion of safety and health at work, including related
research and statisical purposes. We may need to transfer such data to service providers, event
co-organizers and partner institutions. If you do not wish to receive information and news relating to
safety and health at work from us, please mark the box at the end of this Statement.

[J 1 do not wish to receive the aforesaid information and news

EX ¥ E Eng Name :

&3 Tel. No : {#HE Fax No :

ZE FEF E-mail Address :

BEREBERIFEES 27399779 BER2@HERB

Please fax the form to Occupational Safety and Health Council (Fax No.:2739 9779)

BARHEER

ARERE HETEAABRFUEERBE LT REEZM - SEMFTRA -
AREABEEMBETRERRE  EBARRMREMBHEE -

E MTIRKEIBELZ 2 REEAL  FESIRIARBRMIITE

O AATRUKE LS

Personal Information Statement

The information provided would be kept for promoting safety and health, including research and
statistics. The information may need to be passed to service providers, function co-organizer and
partnerships. If you do not want to receive Occupational Safety and Health information. Please tick the
box in the bottom of this statement.

[ I do not want to receive the information stated above

Occupational Safety & Health Council

Sedentary Workers Safety & Health Committee

3’ R K & R E N

XWMEREEZRERER®

i CREERIAREESRERFR 192 Address : 19/F China United Centre, 28 Marble Road, North Point, HK
B Tel 127399377 HE Fax £ 27399779
EI E-mail  : oshc@oshc.org.hk #81F Website  : www.oshc.org.hk
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