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Time Management Tips
One way to reduce workplace stress is
through time management. Proper time
management allows you to complete
pressing tasks efficiently and allocate
enough resources to complete future
projects as well.

10 Health and Safety Tips for
Laptop Usage
The use of laptop computers simplifies work,
improving workplace mobility, quality and
productivity overall. However, overuse of
laptops can increase your chance of injury.
Read on to learn more.

While it may not be
possible to completely
eliminate stress, it’s
critical to manage it
effectively.
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Time Management Tips
Workplace stress is a common aspect of employment, particularly if you often
find yourself with a heavy workload. While it may not be possible to
completely eliminate stress, it’s critical to manage it effectively.
One way to reduce workplace stress is through time management. Proper
time management methods allow you to complete pressing tasks efficiently
and allocate enough resources to finish future projects as well.
The following time management tips can help you reduce workplace stress
caused by heavy workloads:
•

Complete the most important tasks first.

•

Learn how to say no to projects that aren’t time sensitive or fall
outside of your responsibilities.

•

Get plenty of rest so you are productive during the workday.

•

Eliminate distractions and focus on the task at hand.

•

Get an early start on upcoming projects whenever possible.

•

Stay organized.

•

Budget time between tasks to address any issues and to prepare for
upcoming projects.

If workplace stress persists, it may be a good idea to speak with your
supervisor. They will be able to provide ways to help limit your workload and
improve your situation.
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10 Health and Safety Tips for Laptop Usage
The use of laptop computers simplifies work,
improving workplace mobility, quality and
productivity overall. However, overuse of
laptops can increase your chance of injury.

to avoid eyestrain.
4. Maintain a straight spine by keeping
shoulders, hips and ears aligned.

For example, prolonged laptop use—the kind
of use that often occurs in the workplace—
can lead to eyestrain, muscle and joint pain,
and shoulder, arm, wrist and hand injuries.

5. Keep your wrists straight while typing, and
position the keyboard at elbow height.

Thankfully, there are a number of
precautions you can take in order to use
computers safely, including the following:

7. Do not rest your wrists or palms on the
table or laptop while typing. Instead, keep
them straight.

1. Use a full-sized keyboard and mouse
whenever possible. Simply attach
these devices to your laptop and
position them appropriately.
2. Prop the laptop up so that the screen
is level with your eyes. This will help
you avoid constantly hunching your
back or looking down.
3. Maintain an arm’s length distance
between the screen and your eyes

6. Make sure your hips are slightly higher
than your knees when seated at a desk.

8. Take short breaks and stretch every 20 to
30 minutes to allow your body to recover
from any strains.
9. Never allow a loose laptop battery to
come into contact with metal objects, such
as jewelry or keys.
10. Be careful not to get the laptop or battery
wet. Though they appear to dry over time,
water can corrode the circuitry, posing a
serious safety hazard to the user.

