Workstation Set Up Advice
Screen Positioning
The screen should be able to tilt and swivel, allowing the user to a void glare or reflections whilst adopting a natural posture for reading the screen. It should be set up to minimize head movement between the keyboard and the screen.   If you require a document holder please ensure that it is at the same distance and visual plane as the screen to minimize head & eye movement. The correct viewing distance should be 45cm-55cm.

Posture
You should be sitting well back into the chair with the small of your back fully supported, shoulders relaxed, arms should be just above the desk and horizontal, wrist and arms relaxed and level.  Legs should be uncrossed and slightly forward of the knee at 90 °. Eyes should be level with the top of the computer screen and feet should be flat on the floor. 

Keyboard and Mouse
The keyboard should ideally be separate from the display unit, and should be clean, legible and have adjustable stands. There should be about 5cm in front of the keyboard to rest wrists between periods of keying. The mouse should be as close to the keyboard as possible; as a general rule, move things used most closest to you to prevent  hand and arm movement

The Chair
The chair should have adjustable backrest/height and tilt and a five -point base. Ensure the backrest comfortably supports the small of your back. It is important to have a small clearance between the bend of the knee and seat to prevent pressure.  Be aware that armrests may prevent the chair from being pulled close to the desk and could impede a correct keying posture or comfortable position. If so ask for these to be removed. 

Reflections and Glare
Every effort should be made to reduce reflections & glare. If you have any points of glare or reflection and you are not sure where it is coming from switch your display unit off and you can identify where the glare source is coming from. 

Screen Display
Each unit should have adjustable brightness & contrast in order to meet lighting conditions in the office. 

The Work Surface
The height of the work surface should allow a comfortable position for the arms & wrists when using a keyboard. It should be large enough should you need to change tasks to have sufficient space to carry out these tasks. 

The Working Space
Prolonged sitting in a static position can be harmful. There should be enough room under the workstation for the person to change posture when needed. Cables and wires should be kept secure and tidy. 
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