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. 
All staff are encouraged to review the WHS information on Office Hazards and Computer Workstation Power Access 
as well as other linked resources within this document. 

Fitness for Work 

Staff members are responsible for ensuring their own fitness for work and communicating this with their Line Manager. 
If staff members are unwell or unable to work due to other reasons, then leave entitlements are to be used.  

Work Arrangements 

Staff should liaise with their Line Manager regarding their working from home arrangements e.g. start and finish times, 
factors which may impact on work completion e.g. childcare responsibilities.  

Physical Environment 

Staff should consider which part of their residence is the best location for setting up a home workstation. Staff are to 
be mindful to clear the surrounding floor space 

https://www.jcu.edu.au/policy/hr-staff-development/remote-working-policy
https://www.jcu.edu.au/policy/procedures/hse-procedures/remote-working-procedure
https://www.jcu.edu.au/__data/assets/pdf_file/0003/1630452/Office-hazards-.pdf
https://www.jcu.edu.au/__data/assets/pdf_file/0005/1630436/Computer-Workstation-Access-.pdf
https://www.electricalsafety.qld.gov.au/electrical-safety-home/safety-switches?utm_medium=tweet&utm_content=safety%20switch%20films&utm_source=twitter&utm_campaign=show%20us%20your%20switchboard
https://www.qfes.qld.gov.au/safety-education/using-fire-indoors
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Personal Security 

Staff should consider what security measures they have in place at home, and take any necessary precautions to 
prevent unauthorized entry during work hours. In the essence of personal security as well as social distancing, staff 
are not to conduct face to face meetings with clients / staff / students at home. Zoom videoconferencing is a suitable 
and safe alternative.  

Safety Incidents 

Staff should report any safety incidents such as injuries or hazards through JCU’s risk management system RiskWare 
and seek any necessary medical treatment. In the event of an emergency Staff should contact 000. 

Injury Prevention 
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Seated Workstation Setup Guideline 

Step 1: 
Sitting 
Height 

Adjust seat height so 
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of the dominant hand.  Operate the mouse using the shoulder and elbow as the pivot point, rather than the 
wrist. Keyboard shortcuts assist to minimise mouse use. 

Step 6: 
Phone 

Telephone should be positioned within arm reach on non-dominant side next to monitor.  Avoid cradling a 
telephone / mobile phone between the ear and shoulder.  Consider use of a headset or speaker phone to avoid 
cradling.  

Step 7: 
Workstation 
area 

Frequently used items should be within close reach, and unnecessary items positioned further away. Ensure 
that there is sufficient legroom under the desk.  Avoid glare and reflections from bright lights or windows.  
Minimise distracting and loud noise.   

Note:  
Laptop Use 

Laptops should not be used for a prolonged period of time as they do not allow for optimal body positioning. If 
required to use a laptop for prolonged periods of time, it is recommended that an external monitor or laptop 
stand is used, together with an external keyboard and mouse. Refer to the Laptop Setup Guide
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