Hot-Desking & Mobile Workers Ergonomic Spot Check (Pre-Flight Check)

Employees who have previously completed a Work station risk assessment (within the last 12 months) and have also completed any requirements raised, may be deemed competent for carrying out their own ‘Pre-Flight Check’ at any additional hot-desks or mobile workstations whilst at work.

There are 6 key elements to check on each occasion, these are;

1
Person (back, shoulders, neck, eyes, head): 

Make sure that you sit with a neutral posture, where the three natural curves of your spine are in their naturally balanced alignment. 

Avoid twisting or reaching while seated. 

Ensure that you have your eyes tested regularly.

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 work activities provide opportunities to take a break from the screen, eg to do filing or photocopying.  Make use of them.  Frequent short breaks are better than fewer long ones.

2
Arms & wrists: 

Make sure that your wrists do not bend up, down or sideways while using the keyboard and mouse. 

Make sure your seat height is adjusted so that there is no shrugging or hunching of the shoulders. 

Ensure that you do not need to overstretch/reach for your mouse

3
Legs & feet: 

The soles of your feet should rest flat on the floor or a footrest. 

Your thighs should be approximately horizontal to the floor and your hips slightly higher than your knees. 

Ensure there is plenty of clearance between the top of your legs and the underside of the desk.

4
Chair: 

Ensure that your backrest fully supports your lower back (i.e. lumbar region). 

Make sure that your arm rests do not stop you from moving close enough to the desk.

Your chair should be adjusted so that your feet are supported and your hands and wrists form a horizontal line

5
Monitor: 

Ensure that your monitor is free from glare and reflections. 

Your eyes should be level with the top of the screen's viewing area. 

The monitor should be roughly an arm's length away from you so that you do not strain your eyes.

6
Keyboard & mouse: 

Make sure that you do not use excessive force while typing.

Ensure that you have enough space to move your mouse in all directions.

Ensure you know how to change the settings of your keyboard and mouse.

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.  Good keyboard technique is important.

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.

Pre Flight Check - Making adjustments to suit your needs

What can I do to help myself?

Make full use of the equipment provided, and adjust it to get the best from it and to avoid potential health problems
