Health and Safety
Workstation Guidance

This document is intended to give you sufficient information to understand how Display Screen Equipment (DSE) workstations should be set up and how to operate at them without risk to yourself.
The Health and Safety Executive (who enforce health and safety laws in the UK) regard the use of DSE as a 'low risk' activity. The working environment, and the IT equipment provided by the Company, embody many ergonomic features to minimise health and safety risks. However, it remains a specific legal requirement for individual risk assessments to be carried out for each workstation at which DSE is used.
A combination of poor posture and repetitive movement of the arms, wrists and fingers cause the majority of problems at workstations. Jobs with plenty of variety, especially of wrist, arm and shoulder movements, and which avoid prolonged periods of high-speed keystroke work or single repetitive movements, rarely cause problems.
Consider whether you are experiencing any aches, pains or discomfort in the neck, back, shoulders, arms or wrists whilst working at your workstation, as they are often indicative of poor posture or perhaps of a task requiring too much or too intensive keyboard work. Additionally, if you experience headaches, sore or tired eyes, eyestrain, etc., they may be due to glare or problems with reflections on the screen. Distracting reflections on the screen can also lead to the adoption of bad posture, which manifests itself in the symptoms referred to above.
1. Work Desk or Table
There should be sufficient space underneath your desk for your legs to fit comfortably, and your arms should be approximately horizontal when using the keyboard, with an angle of 90° or more between the upper and lower arms. Excessive flexing of the wrist should be avoided.
Make sure you have enough workspace to hold whatever documents or other equipment you need. Move any obstacles such as boxes or equipment from underneath your desk.
You should position the front of the display screen at approximately arm's length from your normal seated position (or further away if it is a larger screen) and leave sufficient space, say 3 to 4 inches (75 to 100mm), between the keyboard and edge of the work surface on which to rest your hands or arms.
Try different arrangements of keyboard, screen, mouse and documents to find the best arrangement for you. A document holder may help you avoid awkward neck and eye movements.
Arrange your desk and VDU to avoid glare, or bright reflections on the screen. This will be easiest if neither you nor the screen is directly facing windows or bright lights. Adjust curtains or blinds where possible to prevent unwanted light.
2. Display Screen
It should be possible to view the display screen comfortably from your normal seated position. The screen should not be positioned too high or too low so as to cause discomfort. Generally, the line of sight from the eye to the top of the display screen should be either at the horizontal or up to 15 degrees below the horizontal, i.e. 8 inches (200mm). Display screen blocks may be required to achieve the correct height. You should be able to tilt and swivel the screen easily to obtain the optimum viewing position, and to avoid disturbing or distracting reflections on the screen.
In setting up software, choose options giving text that is large enough to read easily on your screen, when you are sitting in a normal, comfortable working position. Select colours that are easy on the eye (e.g. avoid red text on a blue background, or vice versa).
Adjust the brightness and contrast controls on the screen to suit lighting conditions in the room and make sure the screen surface is kept clean.
Individual characters on the screen should be sharply focused and should not flicker or move. If they do, the VDU may need servicing or adjustment.
What things can a computer user do to minimize visual fatique? 
1. Take frequent short breaks of 20 seconds or so. 
2. Place the screen further away since eye strain tends to increase as tasks are closer. 
3. Design the workstation to place the screen at least a few inches below eye level and eliminate reflections from the screen. 
4. Do not have the screen excessively bright. 
5. Have moderate background ambient illumination with supplemental task lighting for hard copy documents. Ideally the illumination from the screen should closely match the light reflected from the document. 
6. Use a copy holder to place documents so they are at the same distance from the users eyes as the monitor. 
7. Place hard copies in a plane parallel to the plane of the user's head to minimize reflections, maximize legibility of print, and keep the whole document the same distance from the user's eyes. 
8. Have properly designed lenses for the task 
9. Use supplementary eye lubricants as indicated 



3. Keyboard
Adjust your keyboard to get a good keying position. A space in front of the keyboard is sometimes helpful for resting the hands and wrists when not keying.
Try to keep your wrists straight when keying. Keep a soft touch on the keys and don't overstretch your fingers.
4. Mouse
Position the mouse within easy reach, so it can be used with the wrist straight. Sit upright and close to the desk, so you don't have to work with your mouse arm stretched.
Move the keyboard out of the way if it is not being used.
Support your forearm on the desk, and don't grip the mouse too tightly. Rest your fingers lightly on the buttons and do not press them hard.


5. Chair
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The chair is normally the single most important workstation item in avoiding aches and pains of the back, neck, shoulders and arms. The chair should offer adequate back and thigh support, and be a five-point star base swivelling type, on castors with a seat and backrest which are adjustable in height. All adjustments should be easy to make from the seated position.
At the correct seat height, you should be able to hold your arms as described above, your thighs should be approximately horizontal, and your feet should be able to rest flat on the floor, or on a footrest if necessary. There should be adequate clearance between the top of the thighs and the underside of the desk to allow uninhibited leg movement.


 
6. Posture and Breaks
Don't sit in the same position for long periods. Make sure you change your posture as often as practicable. Some movement is desirable, but avoid repeated stretching to reach things you need (if this happens a lot, rearrange your workstation).
Most jobs provide opportunities to take a break from the screen, e.g. for paper work, photocopying, filing etc. Make use of these breaks. It is better to have frequent short breaks from screen work than fewer long ones.
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