Computer Workstation Needs Assessment Guide

Attachment 2


Computer Workstation Set-up Checklist

Properly Adjusting the Chair & Desk/Table:

· If table height or keyboard tray are adjustable, set the chair height so that the person’s feet are flat on the floor.  Then, adjust the keyboard height so that the person’s arms are nearly parallel with the floor (wrist/forearm and upper arm are 70 to 90(), and a straight line can be drawn through their wrist and forearm.
· [Demonstrate and explain the chair height and table/keyboard height adjustment controls]
· If the keyboard height is fixed, set the chair height so that the person’s arms are parallel to the floor (as described above).  If necessary, have them support their feet with a foot rest.  Their feet should be resting comfortably, supporting the weight of legs.
· [Demonstrate and explain the chair height and foot rest adjustment controls]
· Check the operator’s leg position.  If feet are flat on the floor, or if using a footrest, the thighs should be nearly horizontal, with knees at the same level as hips.  Also, the thigh to lower leg angle is 90 to 105( (using a footrest if necessary).
· Be sure operator has sufficient thigh clearance and leg room under the desk/table.  If clearance is insufficient, then keyboard tray may need to be adjusted, or the lap drawer removed or you may need to raise the table with some blocks.
· Adjust the backrest (up or down) so that it supports the lumbar curve of the spine (at the belt level, or just below).  Upper back should be slightly reclined or vertical, shoulders relaxed.

· [Demonstrate and explain the adjustment control for the lumbar support]
· When adjustable arm rests are provided with the chair, adjust the arm rest height so that the operator’s arms should be fully supported.  There should be a straight line from the top of their forearm down the wrist and hand.  Elbows should be at their sides, aligned with ears, shoulders and hips.
· [Demonstrate and explain the arm rest height adjustment control]
· Adjust the Seat Pan tilt (0( to -10() to the operator’s comfort level.  The seat pan tilt should promote use of the lumbar support/back rest.
· [Demonstrate and explain the seat pan tilt control]
· Check the length of the seat pan.  If the seat pan is the correct size for the operator, there should be approximately one hand’s width of space between the front edge of the seat and the back of the operator’s knee/thigh (maximum of 5 inches).
Adjust the monitor height/placement:

· Adjust the table height so that the top of the monitor is level with the operator’s eyes.  The monitor height may also need to be adjusted via:  split-level adjustable tables; moving the monitor off the CPU, or putting the monitor on the CPU; raising the monitor with phone books, blocks, or a monitor stand; or, putting the monitor on a monitor arm.
· [Demonstrate and explain any table or monitor support adjustment controls]
· Place the monitor at an appropriate line-of-site distance (typically 20” or greater).

· Ensure that the operator’s ears and shoulders are in alignment.  Be sure that the placement of the monitor doesn’t cause the operator to lean forward or extend their neck.

Installing/Positioning the Document Holder:

· The document holder should be placed at the same height and in the same plane as the monitor screen.

· The type of document holder installed should accommodate any written material that the operator needs to work from (i.e. forms, computer print outs, loose papers, books, manuals, etc.).
Illumination and Dealing with Glare on the monitor screen:

· If a window is nearby, place the monitor perpendicular to the window [direct glare].

· Change the position and angle (tilt) of the screen to reduce glare from lights [indirect glare].

· Use binds or curtains to reduce glare from natural light [direct and indirect glare].

· [Demonstrate that the controls on the monitor should be adjusted to the minimum contrast and brightness levels that yield text which can be read with comfort.]
· Position light sources outside the operator’s visual working field [direct glare].

· Locate light sources beside, rather than in front of, the operator [direct glare].

· Cover light sources with diffusers or baffles [indirect glare].

· Consider reducing the overhead lighting, if it exceeds 100 foot-candles (a measurement must be taken in the actual work area) [indirect glare].

· [Advise clients to remove shiny objects, such as glass-covered pictures from the walls behind the VDT] [indirect glare].

· As a last resort, consider using a glare screen, for the monitor [indirect glare].

Positioning the Mouse:

· Place the mouse and pad on the “dominant hand” side for the operator.
· If a keyboard tray is being used, the mouse and pad should be placed on the keyboard tray, next to the keyboard.
Positioning other task items:

· Work space should be organized to minimize twisting or stretching.
· If frequent phone use is required, then install a phone headset, and locate the phone base within arm’s reach.

Consider advising VDT Operators to:

Change position frequently while sitting.  The best posture for spinal discs is leaning backward with the backrest supporting most of the user’s weight.  This posture reduces the compressive forces on the discs and reduces the risk for injury.  However, because it is stressful on muscles and circulation for employees to maintain one position for a long time, they should be taught to alternate among leaning backward, leaning forward, and sitting up straight.  All three positions should have a torso-to-thigh angle of 90 degrees or more; therefore, a properly designed chair with a seat pan that tilts and a backrest that can follow motions is important.

Not slouch.  Slouching puts uneven pressure on the discs, which can lead to a portion of the disc being pushed out to one side (herniated disc).  The disc, in turn, may press on the adjacent nerve and cause sciatica.  Also, slouching weakens muscles and ligaments, making employees prone to back injuries.
Avoid extreme bending at the knees, such as tucking legs under the chair, and avoid sitting with one leg underneath the buttocks.  Such bending can interfere with circulation, irritate nerves, and strain muscles and ligaments.

Minimize time spent with legs crossed tightly above the knee.  This position can cause nerve compression, which can lead to numbness and tingling in the legs.

Avoid sitting with large items, such as wallets and notebooks, in rear pockets.  This can reduce circulation, crowd nerves, and cause unbalanced muscles.  Sitting this way for prolonged periods can cause pain and lower-back injuries.

Consider instructing the operator, on the following issues, when using the mouse:

· Hold the mouse loosely, as if you’re holding a small bird.  And touch lightly, when you click.

· Hold the mouse with all fingers, don’t lift your small (pinkie) finger.

· Don’t rest your forearm or wrist on the table while you move the mouse.

· Use your whole arm, including the shoulder, to move the mouse - not just your wrist.

· Keep your wrist in a neutral position.
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