[image: Monash_sl-RGB]AS/NZS 4801
OHSAS 18001
OHS20309
SAI Global


WORKSTATION SET- UP CHECKLIST
August 2014
[bookmark: _Toc367984568]How to use this worksheet
· Find a buddy to assist you, and starting at Step 1 of the checklist adjust yourself and your equipment as best you can within the constraints of your workstation.
· If you are unable to make the desired adjustment, make a note in the “Comments” column and review the notes you have made with your Supervisor/Manager.
· Together, prioritise the actions that should be taken and decide on a course of action.
A copy of the form should be retained as a local record by your Supervisor/Manager or Safety Officer.

Staff Name: ………………………………………………… Signature: ………………………….................................................................
Supervisor/Manager: …………………………..................Signature: ………………………………………………………………………….
Date of completion: …………………………………………………………………………………………………………………………………
	
Steps to setting up workstation

	Reasons for Set-up
	Comments

	1. DESK
· Ensure desk surface is all one level.
· Ensure knees do not hit anything under the desk.
	
· To avoid strain on the shoulder.
· Supports under the desk can prevent ideal keying posture and place more strain on shoulders/arms.
	

	2. SEAT PAN
· Adjust the tilt of your seat pan so it is parallel to the floor or tilted slightly downward.
	
· An upward tilted or moulded seat could cause pressure on the backs of your legs.
	

	3. LUMBAR SUPPORT
· Adjust the height of the backrest so the lumbar support (bulge) is in the small of your back.
	
· Maintaining the curves in your spine, especially the lower back, means that all the structures in your back (bones, muscles, discs) are in their intended position, helping to prevent discomfort and injury.
	

	4. BACKREST TILT
· Adjust the tilt of the backrest to promote comfortable, upright sitting.
Note: Chairs with 3 levers allow independent adjustment of the backrest and seat tilt.
	
· Leaning too far back results in the neck having to stay in a forward bending position.
	

	5. ARMRESTS
· Remove the armrests from your chair.
· If you require armrests they should be height adjustable or back far enough to allow you to get close enough to your desk.
· Armrests should only support your elbows when you are NOT typing.
	
· Fixed armrests can prevent you from getting close enough to the desk.
	

	6. SEAT HEIGHT
Adjust this so that when you sit up straight:
· Your shoulders are relaxed with elbows under your shoulders.
· Your elbows are in line with or slightly higher than your keyboard and remain close to the side of your body.
· Your forearms are parallel to the ground or angled slightly downward.
Note: If your desk is height adjustable, adjust the height of your seat first, and then adjust the desk height so the above position is attained.
	
· In this position, your muscles in your fingers, forearms and shoulders will perform at their peak.
· Performing computing tasks in this position will decrease the likelihood of fatigue and injury.
	

	7. FOOTREST
· Ensure your feet rest flat on the ground and your thighs are parallel to the ground.
· If this is not possible, you will need to get an appropriate footrest, adjusted to the correct height.
	
· If your legs are dangling or cramped, this could cause pressure on the back of your legs.
	

	8. ALIGNMENT
· Ensure your keyboard and monitor are located directly in front of you, i.e. when typing centre body between “G and H” keys of the keyboard.
	
· This will prevent excessive, sustained neck and wrist positions, which could result in fatigue and injury.
	





	9. KEYBOARD
· Adjust your keyboard height so that your wrists are straight.
	
· Keeping your wrists in a neutral position reduces fatigue and potential injury.
	

	10. MOUSE
· Place your mouse as close as possible next to and at the same height as your keyboard.
	
· Extreme position of the mouse places your shoulder and arm at higher risk of injury.
	

	11. MONITOR
Adjust your monitor so that:
· The top of the screen is at eye level or slightly below (lower if you wear bifocals).
· The minimum distance to the screen is one arm’s length.
· The screen is tilted to enable easy viewing and reduce glare.
	
· If your screen is too low or too high, you will have to either flex or extend your neck, which can stress the neck muscles.
	

	12. DUAL SCREENS
· Determine the percentage use for each screen and position accordingly: 
· Majority use screen in line and second screen slightly off-set. 
· Equal use; screens side by side at the same height (horseshoe configuration).
· Alternatively, purchase one wide screen and split the screen.
	
· Positioning the screens according to use will ensure neck movement is minimised.
	

	13. LAP TOP
· Utilise a lap top stand to elevate screen to eye level or use a docking station and separate monitor.
· Use a separate keyboard and mouse.
	
· If a lap top is placed directly on the desk you will have to extend your neck and look down, which can stress the neck muscles.
	

	14. DOCUMENT HOLDER
· Place your document holder so it is between your keyboard and monitor (preferred position) or next to and at the same height as your monitor.
	· Prevents unnecessary bending of your neck.
	

	15. TELEPHONE
· Position your phone within easy reach on your non-dominant side. This allows you to hold the receiver whilst typing/writing with your dominant hand.
· If your work included frequent phone calls, consider the purchase of a headset, or if possible use the ‘speaker’ function on your phone.
	· This will prevent overreaching, which could result in fatigue and injury.
· This will prevent cradling of the phone between ear and shoulder.
· The use of a headset/speaker function allows use of both hands for typing/writing.
	

	16. BREAKS
· Ensure your take regular breaks from computer use.
· Try installing “WorkRave”, a free program that reminds you to take breaks.
	· The body was meant to move and sitting in one position (even if it is an ideal position) can hinder blood flow and cause stiffness in muscles and joints.
	




Workstation checklist, v1.1	Responsible Officer: Manager, OH&S	Page 1 of 2
Date of first issue: March 2014	Date of last review: August 2014	 Date of next review: 2016
			8/08/2014
For the latest version of this document please go to: http://www.monash.edu.au/ohs/
image2.png
Occupational
Health
and Safet





image2.jpeg
MONASH University




image1.png
Occupational
Health
and Safet





