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 1. GENERAL PART 

 

1.1. Work on a computer (videothermal) may be carried out by a worker who has 

undergone a health check in accordance with the prescribed procedure, who has received 

appropriate training in computer work, and who has received an induction and on-the-job training 

in occupational safety and health. 

1.2. A worker working with a computer must undergo a periodic health check before 

being employed and periodically thereafter in accordance with the prescribed procedure. It is 

forbidden to work while drunk or under the influence of drugs or toxic substances.  

1.3. The employee must observe the rules of work procedure, protect his/her own health 

and that of other employees, know how to work safely, know and comply with the requirements of 

this Instruction, not work with technically defective work equipment, and comply with the 

requirements of the normative legislation on occupational health and safety of workers of the 

Lithuanian Research Centre for Agriculture and Forestry  (Centre). 

1.4. The employee must familiarise himself/herself with the manufacturer's 

performance requirements for the equipment used (office equipment: computers, printers, 

photocopiers, etc.), with the control and technological parameters and operating modes, with 

their marking, arrangement and values, with the possible malfunctions and the ways of 

eliminating them. The worker shall inform the supervisor and the safety and health 

representative of any situation at the workplace or other places of the Centre which he/she believes 

may endanger the safety and health of workers.  

1.5. Self-repair of the system unit, printer, monitor and other equipment is prohibited. 

1.6. A worker who suffers a work-related accident or acute occupational disease, or a 

person who witnesses the event or its consequences, shall immediately inform the head of the unit, 

the Centre manager, the safety and health representative of the workers, if he is able to do so. 



1.7. In the event of an accident, first aid shall be administered to the victim. If 

necessary, call an ambulance on 112. 

1.8. Observe the prescribed working and resting regime.   

 

2. OCCUPATIONAL RISK FACTORS AND SAFETY MEASURES AGAINST THEIR 

EFFECTS 

 

Hazardous factor Possible consequences Actions to avoid the hazard 

 Exposure to electric 

current 

Possible injuries, cardiac 

dysfunction, death. 

Do not repair power tools, picks, 

switches, sockets or replace fuses 

yourself. 

 Failure to comply with 

the operating instructions for 

office equipment (computers, 

scanners, printers, document 

shredders, etc.) 

Potential injuries. 

Visually inspect the technical 

condition and orderliness of office 

equipment and accessories, avoid 

working with tools and equipment that 

are not in good working order, use 

them for their intended purpose and 

comply with the requirements for their 

operation. 

  Sharp corners 

of equipment, inventory, 

rotating or otherwise moving 

uncovered parts of equipment 

Potential injury. 

Do not touch rotating or otherwise 

moving parts of working equipment 

that cannot be covered by guards. Do 

not wear loose-fitting work clothes, 

open sleeves, ties or chains. 

  Obstructing the 

workplace, aisles, objects, 

slips, falls 

Possible injuries of varying 

severity: broken bones, 

muscular injuries.  

Keep the workplace tidy at all times 

and free of clutter. Obstructions must 

be removed to avoid tripping. Floors in 

the workplace must be slip-resistant, 

dry and smooth. In the event of 

slippery floors, clean them 

immediately using an appropriate 

cleaning method. 

Ozone (odour from printer ink 

powder) 

Ozone gas may be 

produced in the room when 

the photocopier is in use. 

Ozone has a specific smell 

and can start to irritate the 

mucous membranes of the 

nose, throat and eyes of the 

person working with the 

machine or other people in 

the room, causing 

headaches. 

Keep the room ventilated when 

printing a lot. 

 

3. REQUIREMENTS FOR THE PREMISES 

 

3.1 The lighting in the room must be sufficient for all work activities, appropriate to the 

nature of the work and to the employee's visual requirements. 
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3.2 Sources of natural and artificial light shall be so arranged and positioned as to prevent 

the worker from being dazzled by flashes and reflections in the display. 

3.3.. Where necessary, local artificial lighting may be provided in the work area. Local 

lighting shall not cause glare on the monitor. 

3.4 Noise levels in the workplace shall comply with the requirements of the hygiene 

standard. Sound absorbing materials may be used for the decoration of the premises, if 

required. 

3.5 Vibration to which the worker is exposed shall comply with the requirements laid 

down. 

3.6 The premises shall be continuously ventilated. 

 

4. REQUIREMENTS FOR THE WORKPLACE 

 

4.1. The work desk or work surface shall be large enough to accommodate a monitor, 

keyboard, documents and other necessary equipment. The desk or work surface shall be low 

reflective. 

4.2. The work desk and work chair shall meet ergonomic requirements and provide a 

comfortable posture for the worker, with sufficient room for choice. 

4.3. The workstation must be arranged in such a way that the worker can access it freely 

and has sufficient space to perform working and other movements and to change body position. 

4.4. The footrest shall be adaptable to the worker. 

4.5. The distance between the operator's eyes and the display screen must be at least 55 

- 60 cm. 

 

5.  ACTION TO BE TAKEN BY THE WORKER BEFORE STARTING WORK 

 

5.1. Remove all objects that are unnecessary for the work. 

5.2. Place computer equipment, tools and documents in an orderly manner. 

5.3. Visually inspect the computer and other electrical equipment to be worked on: 

5.3.1 checking that the power cables connecting the equipment to the mains are not 

broken and that the insulation is intact; 

5.3.2 that the wires connecting the equipment to the mains do not come into contact 

with hot, wet or oily surfaces, cables, other cables, sharp edges, other earthed equipment, 

central heating radiators, pipes; 

5.3.3 the cables are protected against accidental mechanical damage. The wires/cables 



shall be connected to the sockets of the electrical plugs in such a way that they cannot be 

stepped on or walked on; 

5.3.4 the plug of the electrical cable, the socket into which the appliance is plugged, is in 

order. 

5.4. It is forbidden to operate the computer if any of the unit's covers have been 

removed or if the earthing is not secure. 

5.5. If any faults are found that pose a safety hazard, work shall not commence 

until the faults found have been repaired. Do not repair a faulty computer, printer, cable, 

plug, socket or power socket yourself. This must be done by a member of staff with the 

appropriate electrical qualifications. 

 

6. ACTIONS TO BE TAKEN BY THE WORKER DURING WORK 

 

Correct Incorrect 

  

 The worker must control himself to keep his back straight when sitting. The spine suffers 

most from incorrect sitting. Sitting correctly reduces back fatigue and reduces the risk of 

spinal disorders in general. 

Always try to support your lower back. Make sure your back is comfortable when working. 

  

 

 When sitting on a chair, the legs should not dangle in the air, but should reach fully to the 

floor.  

Do not place boxes or other objects under the desk that restrict legroom. Ensure that there is 

sufficient knee and leg room under the desk. Try not to press along the lower thigh near the 

knees and the back of the calves. Constant tension and relaxation of the legs is essential. 



  

 The mouse should be placed close to the keyboard so that it is easily and quickly accessible 

without changing body position. The keyboard and mouse must be at the same height. 

  

 There shall be sufficient space in front of the keyboard to allow the worker to comfortably 

support his hands and wrists. The position of the wrists shall be neutral: the hand and forearm 

shall be at the same height to avoid bending the wrist. Do not lean on the palms of the hands or 

bend the wrists excessively when typing.  

  

 Control the position of the hands when pressing the keys to prevent wrist fatigue. Keep 

hands and wrists straight for a comfortable and neutral position. Do not bend the wrists inwards 

too much. 

  

 Keep your fingers loose on the mouse buttons and do not squeeze the mouse tightly. 

The position of the wrist should be comfortable and neutral, and the pointing device should fit 

the hand. 

Do not push the pointing device too far away from the keyboard, as this can cause the wrist to 

curve too much. 

The hand and fingers must be relaxed at all times, whether you are actively using the device or 

just holding your hand on it during a break. During longer breaks, remove your hand to relax it 

and your fingers. 

 

6.1. Keep the workplace clean and tidy. 



6.2. Do not distract yourself and others with extraneous work. 

6.3. Work and rest patterns should depend on the nature of the work activity and the 

length of time spent on the computer. 

6.4. Take breaks of 10 minutes every hour during continuous computer work - To reduce 

fatigue and tension during and after breaks, it is recommended to carry out specific eye 

exercisespra at the workplace or at rest.  

6.5. If visual impairments occur that may be related to computer work, the 

employer must provide the employee with the opportunity to undergo appropriate eye and vision 

tests (ophthalmic examinations). 

 

6.6 Electrical safety requirements. 

6.6.1. Do not open panels, doors, covers of electrical equipment. 

6.6.2. Do not touch switches, sockets and plugs with wet hands. Clean the computer with 

a dry cloth. 

6.6.3. Do not work on the computer if you feel an electric shock when you touch 

it. 

6.6.4. Do not leave the computer unattended when it is switched on. 

6.6.5. Do not touch earthed parts (central heating radiators, pipes, etc.) and metal 

parts of electrical equipment at the same time to avoid creating a circuit for electric currents to 

flow through the human body in the event of damaged insulation and the presence of an 

electrical voltage on these parts. 

6.7. When operating electrical equipment, it is prohibited to: 
 

6.7.1. use faulty sockets, plugs, switches and other electrical wiring equipment; 

6.7.2. plugging electrical appliances into household sockets in excess of the installation 

power; 

6.7.3. use luminaires with their protective covers removed. 

6.8. The following must be observed when using the printer: 

6.8.1. The wiring for the printer must be specially adapted. 

6.8.2. Make sure that the printer is switched off from the mains before connecting it to a 

computer. 

6.8.3. Do not switch the printer off while it is printing. 

6.8.4. Do not expose the printer to sunlight or close to heating elements. 

6.8.5. Do not touch or remove any parts of the printer. 

6.8.6. Keep the printer upright when moving it to another location (new installation). 

6.8.7. Do not press the printer while cleaning. Do not use alcohol or other solutions for 



cleaning. 

6.8.8. If the paper is wrinkled and jammed, turn off the printer immediately and 

remove the paper. 

6.9. Fire safety requirements. 

6.9.1. Avoid any action that could cause a fire. 

6.9.2. Smoking only in designated areas. 

6.9.3. If, during work, computer or printer malfunctions, faulty cables or sockets are 

noticed, stop work and report immediately to the Head of Unit. 

 

7.  EMPLOYEE ACTIONS IN EMERGENCY (SPECIAL) SITUATIONS 

 

7.1 Shut down the computer in the following emergency situations: 

7.1.1 when electric shock is felt; 

7.1.2 in the event of a power failure; 

7.1.3 damage to the insulation of the wiring or the characteristic smell of burning 

insulation; 

7.1.4 increased noise or vibration; 

7.1.5 in the event of an accident or emergency, fire. 

7.2 Switch off the printer immediately if smoke appears or if it prints erratically. 

7.3 In the event of a fire, immediately disconnect the computer from the mains, call the 

fire brigade on 112, start extinguishing the fire with the means available, and inform the head of 

the department about the fire. 

7.4 The site of the accident and the condition of the equipment shall be preserved unchanged 

until the start of the accident investigation, provided that this does not endanger the health or life of 

surrounding workers. 

7.5 In the event of danger to health and life, leave the danger area.   

 

8. THE WORKER'S ACTIONS AFTER FINISHING WORK 

 

8.1. Switch off the computer if it is not in special mode. 

8.2. Tidy up the work area. 

8.3. Make sure there is no risk of fire. 

8.4. Turn off the lights and close and lock the premises in accordance with the procedures 

laid down by the employer when the last person leaves work. 

8.5. Report any deficiencies observed during the work to the Unit Manager. 

 



 

 

 

Instructions by: 

Head of  Occupational Safety and Health                                   Audrius Sasnauskas                                

 

 

 

 



 

Annex to the Safety and Health Instructions for Employees Working with Computers 

(informative) 

 

 

SPECIFIC EYE AND PHYSICAL EXERCISES RECOMMENDED 

 

I. EXERCISES FOR THE EYES 

Exercises to be performed while seated, keeping the head straight. Each exercise is repeated 4-5 

times. 

 

FIRST OPTION 

1. Open your eyes wide and look into the distance. Close your eyes, stretch your eye muscles 

tightly. Then relax. 

2. Without turning your head, look to the right, then look to the left. 

3. Close your right eye and open your left eye wide. Do the same in reverse. 

4. Hold your index finger straight out in front of your nose and look at it. Then look into the 

distance. 

5. Wrinkle your forehead, look angry. Then close your eyes and relax. 

 

SECOND OPTION 

1. Without tensing your eye muscles, close your eyes. Then open wide and look into the distance. 

2. Direct your gaze to the tip of your nose, then look into the distance. 

3. Without turning your head, slowly make circular movements with your eyes: up - right - 

down - left and repeat in the opposite direction. Then look into the distance. 

4. Without turning your head, look upwards, then straight ahead. Similarly: down and straight, 

right and straight, left and straight. 

 

THIRD OPTION 

1. Keep your head straight, without tensing your eye muscles, blink. 

2. Without turning your head, close your eyes and turn your eyes, look to the right, then to the left 

and straight. Lift your eyes up, lower them and look straight ahead. 

3. Look at the tip of your nose, then into the distance. 

4. At a moderate pace, make  3 - 4  circular eye movements to the right, then to the left, and 



then relax your eye muscles and look into the distance. 

 

II. EXERCISES TO REDUCE SHOULDER GIRDLE AND ARM FATIGUE 

 

Each tension position should be performed for a few seconds if possible, returning to the 

starting position. Repeating the exercise 5-10 times is sufficient for relaxation. Muscle tension 

exercises should be performed 15-20 times, three times a day. 

FIRST OPTION 

Relaxed, swing your arms inwards (hugging your chest) and outwards (lifting your arms freely 

upwards). 

 

 


