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1. General Work Environment
The work environment includes:

� Ventilation
� Noise
� Temperature and Humidity
� Lighting.

Ventilation

For a regular workplace, acceptable ventilation
standards are defined in the building code. Provincial
or territorial governments regulate their own building
codes. The ASHRAE 62-2004 standard by the
American Society of Heating, Refrigeration and
Air-Conditioning Engineers is referenced in most
building codes. This standard lists the required
minimum rate of outdoor air intake for different types
of workplaces. For offices, the required minimum rate
of outdoor air intake is 20 cfm (cubic feet per minute)
per person or 10 litres per second per person.

Noise

Industrial noise regulations are intended to prevent
hearing loss and allow a sound level of 85 A-weighted
decibels (dB(A)) - 90 dB(A) for an 8-hour workday.
These limits are set to prevent noise-induced hearing
loss. Office noise is usually not loud enough to cause
hearing loss. There are guidelines for limiting office
noise but there are no legal requirements. The main
objectives of the office noise guidelines are to
prevent:

� Interference with verbal communication
� Annoyance and stress
� Interference with concentration in the
performance of mental work.
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Taking all these factors into account, it is generally
recommended that noise levels in an office should be
about 50 dB(A).

Guidelines for Noise Control

SELECT quiet equipment
ENSURE that
equipment is well
maintained
ISOLATE noisy
equipment from
general work areas
USE sound-
absorbing
materials, such as carpeting, or curtains

Temperature and Humidity

To have "thermal comfort" means that a person
wearing a normal amount of clothing feels neither too
cold nor too warm. Thermal comfort is important both
for one's well-being and for productivity. It can be
achieved only when the air temperature, humidity and
air movement are within the specified range - often
referred to as the "comfort zone".
Maintaining constant thermal conditions in offices is
important. Even a minor deviation from the comfort
zone may be stressful and affect performance and
safety. Workers already under stress are less tolerant
of uncomfortable thermal conditions. The home-based
worker will obviously have more control over their
environment.
Generally speaking, office environments are most
comfortable at the following temperature ranges:
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Temperature/Humidity Ranges for Comfort

Lighting

Both intensity and quality of lighting (illumination)
are important. Common lighting problems include too
much light, too little light, glare and shadows. In order
to see fine objects and read in poor lighting, people
will often use awkward body positions. These awk-
ward positions contribute to musculoskeletal injuries.
Lighting should be evenly distributed throughout the
workstation and should not create glare or shadows.
Often, computer users report eyestrain, a burning
sensation in the eyes, blurred vision, eye irritation,
dry eyes and headaches. Contributing factors include:

� Non-adjustable workstations where reading
materials are too far away

� Poor image quality on computer monitors
� Inadequate lighting, glare and shadows
� Low humidity that causes the eyes to become
dry, itchy and irritated

� Uncorrected vision
� Poor job design that results in long periods of
visually demanding tasks.
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Preventing Vision Problems

POSITION work so that it is easy to see.
Use adjustable chairs, well-positioned computer
monitors, adjustable work surfaces and task lights.
USE legible source documents and computer
monitors with good image quality.
MAINTAIN adequate humidity levels to prevent
dry eyes.
ENSURE eyes are examined regularly to avoid
problems of uncorrected or improperly corrected
vision. People who work with monitors may require
a special prescription to be able to read at an inter-
mediate distance that bifocals cannot accommodate.
ENCOURAGE frequent changes in body position by
varying tasks and using good work/rest
schedules.
POSITION the desk so that the window is to the side
of the worker.
POSITION desk so that ceiling lights are to the sides.
Avoid placing desk where light fixtures are directly
in front.
ADJUST window blinds or drapes to control light
levels and glare.

3



76

USE low reflective finishes and neutral colours on
walls and furniture. The colour and finish of a
surface determines how much light it reflects.
USE adjustable task lights to increase light levels
when needed. Older workers may need more light.
REPLACE flickering fluorescent tubes and maintain
fixtures properly.
LOOK up and away from work frequently to rest the
eyes.
WORK from good quality copy that has good contrast
and is easy to read. Higher light levels are required
for poor copy quality.

Computer/VDT Workplace Ergonomic Checklist

Workstations must accommodate the individuals using
them. Home offices are no different – they should not
be a mix of “make do” furniture if they are to be used
for longer term or permanent teleworking. Below is a
checklist that can be used to identify potential
problems with computer/VDT workstations.

Checklist for Computer Workstation

“YES” indicates an acceptable arrangement.
“NO” indicates a potential problem that requires
adjustment or changes in the workplace or job design.
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Computer Mouse: Selection and Use

There are many different designs of computer mice
available. Try different models and see which suits
your needs. A cordless mouse is highly recommended
because there is no cord to get in the way.

Shape and size:
� Choose a mouse that fits your hand. Many people
find the "teardrop" shape comfortable (Figure 1).

� Choose a flat shaped mouse (reduces wrist
extension)

� Choose a mouse that is shaped the same on both
sides

� Avoid a curved mouse

(Figure 1)

A larger mouse that still fits in the palm of your hand
helps you use your larger arm muscles rather than the
smaller wrist muscles, which tire easily and are more
likely to experience Workplace Musculoskeletal
Disorders (WMSDs).

Buttons:
� Choose a mouse with buttons that respond to a
light touch so that you don't have to press too
hard to make it work, but one that isn't so
sensitive that you hardly have to press it to
activate it.
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� Choose a mouse with buttons that neither cramp
the fingers nor spread them out too far apart.

� Choose a mouse with a "drag lock" or "click
lock" function.

Reducing the risk of sore muscle, fatigue, or injury
while using the mouse
A well-designed workstation with a properly selected
computer mouse helps prevent discomfort and injury.
Follow the suggestions below for the safest way to use
the mouse and prevent such problems.

� Don't squeeze the mouse. Hold it loosely in your
hand with a relaxed grip. A tight grip will not
help you position the pointer any better or faster.

� Keep your wrist straight. Your forearm, wrist,
and fingers should all be in a straight line (Figure 2).

(Figure 2)
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� Protect your wrist - do NOT use a wrist rest.
Using a wrist rest puts more pressure on the carpal
tunnel in your wrist, which can cause painful Carpal
Tunnel Syndrome (CTS). Using a wrist rest also
restricts the flow of blood to and from your hand.

� Keep the mouse clean. If the mouse becomes jumpy
or less sensitive, the problem may be a build-up of
dust on the rollers.

� Alternate the hand
using the mouse,
if possible.

� Use the shortcut
and function keys
on the key board
instead of the
mouse whenever
possible.
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