POLICIES AND PROCEDURES
SAFETY MANUAL
SAFETY TRAINING
Employee Safety Training - Administrative

SAFETY TRAINING FOR MANCON EMPLOYEES IN ADMIINSTRATIVE POSITIONS
MANCON employees perform a variety of kinds of work, in a variety of MANCON and non-MANCON work
locations.
The following safety topics and attached training will help you be aware of potential safety hazards in your
workplace. These trainings are not all inclusive of the potential hazards in the workplace but provide you an
overview of the types of hazards you may encounter. Contact your MANCON supervisor regarding specific
questions or concerns for safety in the workplace.
1.

Adjusting your Workstation (Ergonomics)

2.

General Office Safety

Additional safety training materials are available by contacting the MANCON Human Resources Department.
As a reminder, if you experience an injury, illness, or exposure due to the workplace, please contact your MANCON
supervisor for assistance with the MANCON Workers Compensation claim procedures.

MANCON Human Resources – Workers Compensation
757-457-9312 or 888-892-0787 ext 312 or hr@manconinc.com

RISK CONTROL SERVICES : from Liberty Mutual Insurance

Adjusting the Computer
Workstation
Computers in the workplace include desktop units on workstation
HIGHLIGHTS:
How to create a good ergonomic
match between operator and
workstation
Measurement techniques

Dual monitors and laptops: what
to consider
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notebook computers used virtually anywhere.
workstation adjustment and use.
Surveys have shown that people who operate computers and visual display
terminals (VDTs) are more comfortable and experience less discomfort when their
workstations are adjusted properly. The importance of getting a good ergonomic
match between the operator and the work is clear. But how do you create that match?

Talk to Your Operators
unless operators are taught to adjust their workstations correctly and unless
management follows through to see that the adjustments are made. Keyboard work
is demanding. Let your employees know that
you are concerned with their comfort and
you want to minimize the physical stress of
Viewing Distance
working with the computer. Figure 1 shows
the factors you need to consider to ensure
operator comfort.

Making Height Adjustments
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Figure 1. Considerations for operator comfort
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Two methods are common for performing
computer workstation assessments. They
include observational techniques that
estimate correct height through knowledge
of “neutral” posture and direct measurement
techniques. See Liberty Mutual Insurance
Risk Control Services Reference Notes
Visual Display Terminals; RC
5188, Visual Display Terminal Individual
Workstation Assessment; and RC 5189,
Visual Display Terminal – Individual
Workstation Assessment Solutions Guide for
more details on observational techniques.

Direct Measurement Techniques
Measure each operator individually to determine the appropriate height adjustments for their
workstations. Seat the operator on a table or desk as shown in Figure 2
tabletop just touches the back of the knees.

Operator Measurements
A = Knee Height
Measure from the crease behind the knee to the
bottom of the heel. Make sure the person is wearing
the type of shoes normally worn on the job.

C

Figure 2.
Operator Measurements

B = Elbow Height
B

A

of the elbow. The person should be relaxed but sitting
up straight. This measurement is easier if the person
holds the upper arm against the body and reaches
the hand toward the neck.
C = Eye Height

up straight.

Adjust the Chair Height

Figure 3.
Desired Workstation
Hieghts

A+C
A+B
A

Once you have measured knee height (A)
height (B)
(C)
chair front at knee height (A) initially. The seat pan
may drop an inch or two when the operator sits down.
height change.
It is important the employee be trained on every
chair adjustment feature. Some adjustment features

so that the vertical distance between the footrest and the front edge of the seat is equal to knee height
(A).

Tilting the seat pan usually changes the height of the seat; readjust the front edge of the chair to knee
height (A)
Visual Display Terminals.

Position the Keyboard and Mouse
The center (or home) row of the keyboard should be adjusted to a height equal to knee height plus
elbow height (A + B)
Figure 2. If a footrest is

between the chair seat and the keyboard is equal to elbow height (B). Provide footrests if needed.

tray should be wide enough to accommodate the mouse.
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Position the Monitor

Raise or lower the display so that the top of the screen is level with or slightly below the eyes about
equal to knee height plus eye height (A + C)
position may be more comfortable.
Position the display at least 20 inches away from the operator’s eyes or at arms length.
visual display right or left of center to make room for a document holder (see Figure 3).

to the other side may help reduce glare.

Dual Monitor Guidelines
Both monitors should be matched in size and quality (luminance and contrast). If not matched in

Both monitors should be placed at the same height and viewing distance. Viewing distance to each
monitor should be a minimum of 20 inches or arms length away.
Place both monitors as close to each other as possible.
and screen angle.
Set up one monitor as the primary and the other as the auxiliary screen. Place the computer screen

Laptop Computers
Laptop computers are no longer just for people who spend a large portion of their time away from
ergonomics. With the keyboard and screen attached as one unit the user must decide between a
comfortable head and neck position or a comfortable wrist and arm position.
When discussing the use of laptop computers there are two situations to consider:
1.

and

2.
guidelines above. Mobile worker solutions are more challenging.

RC 188 R5

3

Positioning the Laptop
Positioning a laptop can be a challenge as placing the laptop low (in your lap or on a desk) for
comfortable arm position means that you have to tilt your neck forward to view the screen; raising the
screen to an acceptable level means that your hands are now reaching too high.
Some prefer placing the laptop on the work surface directly in front of the operator with the back
elevated slightly to raise the display height. This can be accomplished inexpensively using specially
the keyboard which may or may not be desirable. Tilting the screen too far may increase glare from
overhead lights. Screen distance would follow same guidelines as above.
Other operators prefer raising the entire laptop using a monitor stand or other means so the screen
is at eye level and using an external keyboard and mouse. Inexpensive and portable monitor stands
and external keyboards are readily available from mobile worker ergonomic accessory vendors and
websites.

Other Considerations
Instruct the operator to:

hands.
Take short breaks every 20 – 30 minutes.
with a wide shoulder strap and alternate between shoulders.
Minimize the weight by carrying only what is needed. Reduce the number of peripherals such as

Get Feedback from the Operator

time under actual working conditions.

References
Human Factors Engineering of Computer Workstations

nd

Fitting the Task to the Human; A Textbook of Occupational Ergonomics
Healthy Computing ® Mobile Ergonomics: http://www.healthycomputing.com
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Office Workers

Many perceive the office environment as a workplace that
is safe and free of hazards. The reality is that there are
potential and inherent hazards associated with working in
an office. An estimated 40,000 employees incur disabling
injuries from office incidents each year.
The leading causes of office injuries are:
• Slips and falls
• Repetitive trauma
• Manual material handling
• Vehicle crashes
Same Level Slips and Falls
Slips and falls are the most common accidents in the office
environment and they can result in severe injuries with lost
workdays. Good housekeeping practices will help prevent
slip and fall hazards. Treating floors with a slip-resistant
finish and utilizing matting systems are also proactive
measures.
Other prevention approaches include:
• Monitoring floor surfaces for spilled liquids
		 and foreign objects
• Maintaining walkways and aisles clear of
		 boxes and clutter
• Keeping telephone and electrical cords out of
		 aisles and walkways
• Ensuring adequate lighting is provided in
		 workspaces, hallways, lavatories, stairwells,
		 walkways, and parking lots
• Keeping desk, file, and cabinet drawers closed
		 when not in use
• Where applicable, removing snow and ice from 		
		 walkways and parking lots
Repetitive Trauma
Many office employees work with computers throughout
the day. Repetitive keyboard and mouse work can result
in discomfort and chronic pain if the workstation is not
properly set up.

The principles contained in this material are general in scope and, to the best of our knowledge, current at
the time of publication. Liberty Mutual Insurance specifically disclaims all liability for damages or personal
injury alleged to arise from reliance on the information contained in this document.

Such problems are avoidable by applying basic
ergonomic principles:
• Hands, wrists, and arms are straight, in-line, and roughly 		
		 parallel to the floor.
• Thighs and hips are supported by a well-padded seat
		 and generally parallel to the floor.
• Feet are fully supported by the floor or a footrest.
• Back is fully supported with appropriate lumbar support 		
		 when sitting vertically or slightly leaning back.
• Elbows stay close to the body and are bent between 90 		
		 and 120 degrees.
• Shoulders are relaxed and upper arms hang normally at 		
		 the sides of the body.
• Head is level or slightly bent forward, forward facing,
		 and balanced—generally it is in-line with the torso.
• Knees are about the same height as the hips with the
		 feet slightly forward.
Ergonomics covers more than just the positioning of your body
in the workspace. It also includes the setup of the area as well
as the accessories that are available.
Basic design recommendations include:
• Keep frequently used items within the “normal reach 		
		 zone” (within arms’s reach).
• Place the mouse device at the same height as
		 the keyboard.
continued on next page
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• Position the top of the monitor screen at or slightly
		 below eye level.
•	Use an adjustable document holder for reference
		 materials and keep them at the same height and
		 distance as your screen.
• Consider providing headsets for employees who are
constantly on the phone. This eliminates awkward
		 postures that result in muscle tension or fatigue when
		 constantly cradling the phone between the head
		 and shoulder.
• Take micro breaks to stretch and reposition your body.
Manual Material Handling
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Emergency Planning
A general best practice in the office environment is to develop
and maintain an emergency action plan that addresses
potential emergencies in the workplace. Foreseeable events
could include fires, hurricanes, blizzards, or floods.
Key components of an emergency action plan include:
• Emergency escape procedures and escape routes,
		 including floor plans with designated evacuation routes
• A system to account for all employees after
		an evacuation
• Rescue and medical duties for employees, if any, who
		 are to perform them

Office employees usually do not regularly perform heavylifting tasks. However, injuries such as strains and
overexertion can occur with incidental lifting. Muscular
and back injuries can be sustained when carrying or
moving furniture, equipment, supplies, etc. A best practice
measure for handling heavy or bulky items is to use a cart
or other mechanical aid.

• Preferred means of reporting fires and other 		
		 emergencies

When it is necessary to move materials manually, keep
the following concepts in mind:

Evacuate the building in the event of a building fire or security
breach.

• Ask for help when lifting or handling heavy or
		 bulky objects.

Not all situations require the same protocols, so be sure to
follow directions given by building personnel if evacuation
or other actions (i.e., taking cover, lock down) are deemed
appropriate and necessary safety precautions.

• Avoid unnecessary bending and twisting.
• Keep objects close to the body.
• Lift gradually and comfortably.
• Maintain a good grip on the object.
• Breathe out as you lift.
Vehicle Crashes
Many industries have some areas of incidental exposures.
These risks can occur naturally in the business but are not
a core part of the business. The main incidental exposure
for office employees is vehicle crashes while traveling for
business purposes. Employees should report all crashes
and moving violations that occur during work-related activities,
whether in a company vehicle or a personal vehicle on
company business. All vehicles used for business purposes
should be maintained in safe operating condition. Drivers must
abide by all federal, state, and local laws governing vehicle
operation while traveling on company business or driving a
company vehicle.

• Names or regular job titles of people responsible for the
		 emergency action plan
Stay inside the building during a hurricane, tornado,
earthquake, or winter storm/extreme cold.

RESOURCES:
Liberty Mutual SafetyNetTM
LC 183, Preventing Slips And Falls; includes Fall Prevention Continuum
LC 148, Training Workers in Safe Lifting and Material Handling
LC 970, Office Self-Inspection Worksheet
LC 964, Ergonomics in the Computerized Office
LC 5188, Visual Display Terminal Individual Workstation Assessment
LC 5334, Ergo-Guide: Tips to Maximize Comfort When Computing
LC 5291, Model Safety Program – Motor Fleet Safety
NCDOL A Guide to Office Safety and Health
OSHA’s Computer Workstation eTool
Liberty Mutual Safety and Health Catalog www.libertymutualsafety.com

FOR MORE INFORMATION
Contact Liberty Mutual’s Loss Control Consulting Center.
Telephone: (866) 757-7324
E-mail: LCASConsultingCenter@LibertyMutual.com

The principles contained in this material are general in scope and, to the best of our knowledge, current at
the time of publication. Liberty Mutual Insurance specifically disclaims all liability for damages or personal
injury alleged to arise from reliance on the information contained in this document.

