
Over the Edge  
A quarterly publication for injury and illness prevention  Fall 2013 
 

Fall 2013 

 

LESSONS LEARNED:  ARE YOU INVOLVED IN 
SAFETY? 

What one word describes the essential 
element to stay safe on the job? Would you 
say the word is “alertness” – always being 
ready for the unexpected? Would you say 

it is “skill” – knowing how to do a job? Would you 
say it’s “experience” - assuming that the longer you 
did a job the safer it would be? Would you say 
safety is the result of “cooperation” – the ability to 
exercise patience and work in harmony with those 
around you? Or, after due consideration, would you 
finally decide that you must THINK on the job in 
order to stay safe?  
 

Although alertness, skill, experience, and 
cooperation are important in creating and 
maintaining a safe work environment, the bottom 
line is that you must still think about what you’re 
doing. Think about not only what you’re doing, how 
you’re doing it, with what you’re doing it, and where 
you’re doing it, but also think about who could be 
affected by all of the above.  
 

Many accidents have been attributed to unsafe acts 
on the part of the worker and the failure to think 
before acting is a root cause of many of these 
accidents. So, whenever you begin a project, think 
about how you were correctly taught to do a task, 
how to do the task safely, and what proper tools 
should be used to do the task.  
 

Give forethought to what personal protective 
equipment, if any, might be required to insure 
your safety and that of workers around you. 
Think about it.  
 

An accident can happen in the blink of an eye but 
its effects could last a lifetime. Take the time you 
need to do every job the safe way. Many accidents 
and on-the-job injuries could be averted if you take 
the time to give full thought to what you’re about to 
do.  
 

Safety doesn’t just happen. It has to be thought 
about and planned into the job task. Only do a job 
you’ve been safely trained to perform. If you don’t 
know the safest way to do a job or if you’re 
unfamiliar with a tool, let your supervisor know. If 
you see another worker doing something unsafe, 
act responsibly by showing that worker the safety 
procedures or letting a supervisor know. Think 
about your safety in every job you perform.  
 

Think safety and act responsibly.   Your life 
depends on it. 

 

ERGONOMICS 
The word ergonomics is derived from the Greek 
words “ergon” for work and “nomos” for laws; 
ergonomics is the optimizing of the experience 
between human beings, and the designed objects 
and environments with which they interact.  It is the 
relationship of humans with machines and includes 
features such as chair design, tool design, 
positioning of chairs, monitors, keyboards, printers, 
and other office items. 
 
Body Positioning 
Neutral body positioning is a comfortable working 
posture in which your joints are naturally aligned. 
Working with the body in a neutral position reduces 
stress and strain on the muscles, tendons, and 
skeletal system and reduces your risk of developing 
a musculoskeletal disorder (MSD). Maintain neutral 
body postures while working at a computer 
workstation by paying attention to the following 
considerations:  
• Hands, wrists, and forearms are 

straight, in-line, and roughly parallel 
to the floor. 

• Head is level, or bent slightly forward, 
forward facing, and balanced. 
Generally, it is line with the torso. 

• Shoulders are relaxed and upper arms 
hang normally at the side of the body. 

• Elbows stay in close to the body and are bent 
between 90 and 120 degrees. 

• Feet are fully supported by floor or footrest. 
• Back is fully supported with appropriate lumbar 

support when sitting vertical or leaning back 
slightly. 

• Thighs and hips are supported by a well-
padded seat and generally parallel to the floor. 

• Knees are about the same height as the hips 
with the feet slightly forward. 

 

Regardless of how good your working posture is, 
working in the same posture or sitting still for 
prolonged periods is not healthy. You should 
change your working position frequently throughout 
the day in the following ways: 
 

• Make small adjustments to your chair. 
• Stretch your fingers, hands, arms, and torso. 
• Stand up and walk around for a few minutes 

periodically taking breaks from computer work.  
Set a time to pop up periodically to remind you 
to take a mini-break. 
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Lighting and Environment 
Appropriately placing lighting and selecting the right 
level of illumination can enhance your ability to see 
monitor images. If lighting is excessive, or causes 
glare on the monitor screen, you may develop 
eyestrain or headaches; and you may have to work 
in awkward postures to view the screen.  
• Arrange your office to minimize glare from 

overhead lights, desk lamps, and windows. 
• Maintain appropriate air circulation. 
 

Keyboards 
Proper selection and arrangement of the computer 
keyboard helps reduce exposure to awkward 
postures, repetition, and contact stress.  
• Put the keyboard directly in front of you. 
• Your shoulders should be relaxed and your 

elbows close to your body. 
• Your wrists should be straight and in-line with 

your forearms. 
 

Monitors 
Prevent possible health effects such as excessive 
fatigue, eyestrain, and neck and back pain.  
• Put the monitor directly in front of you and at 

least 20 inches away. 
• Place the monitor so the top line of the 

screen is at or below eye level.  
 

Mouse and Pointers  
Selection and placement of a 
mouse/pointer is an important factor in 
creating a safe computer workstation.  
• Keep the mouse/pointer close to the keyboard. 

Usually to the right or left side of the keyboard 
works best. 

• Alternate hands with which you operate the 
mouse/pointer. 

• Use keyboard short cuts to reduce extended 
use of the mouse/pointer. 
 

Palm and Wrist Supports 
Proper use of wrist rests has been shown to 

reduce muscle activity and to facilitate 
neutral wrist angles, so consider using a wrist rest 
to maintain straight wrist postures and to minimize 
contact stress during typing and mouse activities.  
 

Telephones 
Excessive telephone use can cause the user to 
assume awkward postures.  
• Use a speaker phone or head set for long 

conversations or during typing or mouse 
activities. 

• Keep the telephone close enough to avoid 
repeated reaching.  

 

HOW TO AVOID THE GERMS THAT ARE 
BROUGHT TO WORK 

Going to work every day can be hard enough – but 
bringing home a cold from the office is brutal! Here 
are some tips for keeping germs at bay during your 
day, so that you can have a healthier environment 
and be healthier in your down time. 
Keep the germ hotspots clean.  Clean your 
phone, computer keyboard and anything else that 
you use frequently. Even if you are the only user, 
germs can live on these objects and you can re-
infect yourself. Disinfecting wipes are extremely 
valuable for keeping your workspace clean and 
disinfected. Use them on your keyboard, desk, the 
microwave handle, the phone — anywhere you 
think germs might be hiding. 
Wash your hands often.  This means every time 
you use the restroom, before you eat, after you 
sneeze or cough and any other time your hands 
feel dirty. Also, consider keeping a bottle of 
hand sanitizer at your desk. 
Avoid coworkers who are sick.  You would 
hope that coworkers who are contagious 
would stay home from work. Unfortunately, this 
is usually not the case. If they do show up, try to 
avoid direct contact with them (without being rude, 
of course). 
Drink at least 8 glasses of water a day.  Sodas 
and coffee may help you stay awake, but they also 
contribute to dehydration. So you need to drink 
water also.  Keep a water bottle with you all the 
time, drink throughout the day. 
Take frequent breaks.  When you are feeling tired 
or sore, get up and walk around for a few minutes. 
Or try stretching at your desk. Taking breaks and 
keeping your body in shape will help you feel better 
and make you more productive. 
 

SLIPS, TRIPS, AND FALLS 
Slips, trips, and falls continue to be the most 
reported type of injury in school districts.  
Slow Down! Pay attention when you are walking. 
OSHA reports that nearly half of the workplace 
injuries are caused by slips, trips and falls.  
• Practice good housekeeping.  
• If you find water pooled in a foot traffic area, 

notify someone.  
• Notify your supervisor of slip and trip hazards if 

you cannot correct the condition.  
• Use the handrails when going up or down 

stairs.  
• Wear appropriate shoes with non-slip soles.   

No flip/flops allowed!  Wear comfortable shoes 
with good traction.  Sandals are okay, as long 
as they have a backstrap. 

• Horseplay is never an option at work.  
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