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SAFE Work Procedure for admin staff, migration agents and lawyers: Seated

Computer Work
Department / Area: Approved By: Date Created: 15 July | Review / Revised date:
Office / General lan Armani, Director - 2026 July 2027
VisaEnvoy Pty Ltd
Potential Hazards: Personal protective equipment / devices
Fill in those that apply required / other safety considerations

H M L risk for injury

O X O Awkward / sustained postures — prolonged sitting | -No PPE required
OO0 OO Forceful exertions

OO KX Repetitive movements — typing, using mouse
O OO Vibration

O OO Compression

O OO Sharp points / edges

O OO Pinch points

OO 0O Material falling

OO 0O Surfaces causing falls Training / Reference information
O 0O 0O Moving machinery
OO0 Chemicals -Injury prevention orientation

O O O Biological pathogens
OO 0O Electrical

O OO Extreme heat/ cold

O OO Noise

0 O O Combustibles / flammables
OO gd Other

Note: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swelling, stiffness,
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your supervisor:

Employers must ensure that workers are trained and follow this SAFE Work Procedure
Steps to perform this task safely:




<

Sitting for long periods with poor body positions can place more stress on your body. This can affect you
from your wrists to your shoulders and low back up to your neck. This stress will often build up over time
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and can lead to symptoms such as eye strain, back soreness / stiffness, or headaches.

Take steps to avoid this.
Before working at a workstation, adjust the chair and other equipment
Try to sit with good posture as much as possible (see picture below)

Screen
height

Look away from your screen periodically to refocus your eyes. A good practice is the 20-20-20
guideline which is to look away from your computer screen every 20 minutes and look at

something 20 feet away for 20 seconds

Avoid prolonged sitting. Get up at least each half hour and move around and stretch

Viewing distance

+ Viewing angle

+ Document holder
- Elbow angle

+ Back rest

+ Elbow rest

+ Wirist rest

+ Knee clearance

el ke + Knee angle

+ Lumbar

Keyboard
height

(lower back) support
+ Sealback angle

pan
height

Repetitive Access
(Primary Work fones)

Seldom Access
(Tertiary Work Zone)

. .  Occasional Access
(Secondary Work Zones)




