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	Section A

	Name
	     
	Faculty/Division
	     

	Date
	     
	Position title
	     
	In this position since
	     

	Supervisor
	     
	Supervisor Informed? 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Location
	     

	Description of main tasks performed (e.g. consistency in tasks performed, changes to workload recently?)

	     

	     

	     

	     

	

	Section B

	General Information

	Hours spent per day on computer
	     

	Breaks
	     

	     

	     

	     

	     

	Phone Use:   
	Number of calls per day
	     
	Average length
	     

	Whilst using PC 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Headset: 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	     

	Glasses:   
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	If yes: 
	 FORMCHECKBOX 
 standard reading
	 FORMCHECKBOX 
 bi-focal
	 FORMCHECKBOX 
 multi-focal

	Work performed is primarily
	    FORMCHECKBOX 

Mouse
	 FORMCHECKBOX 

Keyboard
	 FORMCHECKBOX 

Combination

	 FORMCHECKBOX 
   Right handed
	 FORMCHECKBOX 
   Left handed
	 FORMCHECKBOX 
   Ambidextrous

	Use ratio keyboard/mouse
	     

	

	Keyboard
	Yes
	No
	Comments

	Keyboard able to be positioned in correct location 
(e.g. approx. 5cm distance from edge and parallel)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Wrist rest used / available
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	

	Mouse
	Yes
	No
	Comments

	Wrist is able to rest on work surface
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Level hand / wrist posture practically accommodated

(less than 10 degree angle at the wrist joint)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Mouse is operable at the same level as the keyboard
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	The mouse fits comfortably in users hand
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Mouse mat / wrist rest available / used
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Monitor
	Yes
	No
	Comments

	Screen image clear and position is stable
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Setup is at the correct height, distance from user etc
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Screen does not jitter, flicker or appear distorted
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Glare and reflection is minimal
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Monitor setup is adjustable (up, down, left, right, forward, backward)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Brightness / contrast control is adjusted to suit user
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	

	Desk / Bench
	Yes
	No
	Comments

	Desk / bench is the correct height (Approx 720 mm – in accordance with AS 3590/2)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Desktop is the correct thickness (Approx 20-25 mm)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	There is adequate depth to correctly position the monitor 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	The work station area is uncluttered, while providing acceptable reach and visual distances
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	There is adequate and unimpeded room for legs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	There sufficient room for both the keyboard and mouse (if fitted with a height adjustable keyboard shelf)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	

	Chair
	Yes
	No
	Comments

	The chair:

· provides good support for posture / correctly adjusted
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· is stable and comfortable
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· is fully adjustable from seated position
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· has fully adjustable seat height, back rest height and back rest angle
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· has a 5 point base
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· is made of breathable fabric
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· has a waterfall front
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· has a footrest available if required
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	

	Document Holder (if required)
	Yes
	No
	Comments

	Touch typist
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Documents read while typing 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Reading Documents whilst typing: 
	 FORMCHECKBOX 
 LHS
	 FORMCHECKBOX 
 RHS
	 FORMCHECKBOX 
 doc holder
	 FORMCHECKBOX 
 keyboard/monitor

	     

	     

	     

	Holder is adjustable
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Holder is able to maintain position with 1kg loading
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	

	Lighting
	Yes
	No
	Comments

	General level of lighting is equal to 250-400 lux
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Windows and lights are in line of sight
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Windows and lights directly behind operator
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Lights positioned to avoid glare / reflections on screen
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	

	Work Area Layout
	Yes
	No
	Comments

	Adequate space between workstations and other furniture
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Curtains and blinds are able to be adjusted 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	The station has anti-static carpet or chair mat (if required)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Electrical cables are out of the way 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Comments: 
	     

	     

	     

	     

	

	Section C

	Activities outside work that needs to be considered: e.g. sport, gardening:

	-Home use of laptop/PC

	     

	     

	     

	     

	-other activities

	     

	     

	     

	Medical Conditions: 

	History:  
	 FORMCHECKBOX 
 Current job
	 FORMCHECKBOX 
 Previous job
	 FORMCHECKBOX 
 pre-existing 
	 FORMCHECKBOX 
 N/A

	     

	     

	Wrist(s)
	 FORMCHECKBOX 
 LHS
	 FORMCHECKBOX 
 RHS
	     

	     

	     

	Arm(s)
	 FORMCHECKBOX 
 LHS
	 FORMCHECKBOX 
 RHS
	     

	     

	     


	Shoulder(s)
	 FORMCHECKBOX 
 LHS
	 FORMCHECKBOX 
 RHS
	     

	     

	     

	Neck
	     

	     

	     

	Back
	     

	     

	     


	References

	Australian Standards

	AS 1680 Interior Lighting (Parts 1, 2 and 3)

	AS 3590/2 – 1990 Screen Based Workstations: Part 2 Workstation Furniture

	AS 3590/3 – 1990 Screen Based Workstations: Part 3 Input Devices

	

	Section D

	Recommendations

	1
	     

	2
	     

	3
	     

	4
	     

	5
	     

	6
	     

	7
	     

	8
	     

	9
	     

	10
	     

	

	Assessor:
	     
	

	Position:
	     
	

	Date:
	     
	

	
	
	


