41. Employee Telecommuting Memo

What follows are some guidelines that we would like our telecommuting employees to follow with respect to their work environment. We want our employees to be safe; these recommendations will ensure the safest home work environment possible. If you have any questions, please contact your manager.

General Lighting

· Use blinds or drapes on windows to eliminate bright light. Blinds should be adjusted during the day to allow light into the room without enabling you to see bright light directly.

· Reorient the workstation so that bright lights aren’t in your field of view. Turn off fluorescent light fixtures in your field of view if they’re bothersome. (Of course, be considerate of the effect on others who are working nearby.)

· If you use auxiliary desk lighting, it should usually be low wattage and should be directed so that it doesn’t directly enter your eyes or directly illuminate the display screen. It’s usually inadvisable to put additional lighting on reference documents, because this makes them too bright compared to the screen.

Screen Reflections

· An antireflection screen can be placed over the display. Glass screens perform better than mesh screens. Look for screens that have been approved by the American Optometric Association. (Alternatively, a hood can be purchased and placed over the display to shield it from offending sources; however, hoods often don’t perform as well as antireflection screens.)

· Eliminate or cover the sources of the reflections—typically windows and other bright lights behind you.

Flicker Problems

Some people experience a flickering sensation when viewing the screen. If this is bothersome, try turning down the brightness, or use a dark background instead of a light one. If all else fails, using a display with a higher refresh rate might solve the problem.  In less than 1% of the population, flickering may trigger epileptic seizures.  If this condition applies to you, please immediately notify your supervisor.

Display Characteristics

· Adjust the screen brightness and contrast so that character definition and resolution are maximized. The screen brightness should match the general background brightness of the room. (This is much easier to do with light background screens.)

· Black characters on a white background is probably the best combination. Other combinations can be comfortable as long as the contrast between the characters and the background is high. It’s best to avoid dark backgrounds.

· The size of the text should be three times the size of the smallest text you can read. You can test this by viewing the screen from three times your usual working distance; you should still be able to read the text.

· Although 60 Hz is the most common refresh rate, higher refresh rates are preferred. If you need help adjusting your refresh rate, contact your supervisor and we will assist you.

· For color monitors, small dot pitches (less than 0.28 mm) are desirable. If you require a monitor with a higher dot pitch, contact your supervisor and we will assist you.

Workstation Furniture and Arrangement

· Your table should allow for adjusting the keyboard height, have adequate space for both the monitor and reference material, and provide adequate knee space. It’s usually best for the keyboard to be 3-5 inches below the standard desktop height of 29 inches; you should not be reaching up to the keyboard.

· Your chair should be easily adjustable in height, provide adjustable lower-back support, and have a flexible, woven seat covering. Five legs provide greater stability than four. Full armrests are not recommended, because they often preclude moving the chair under the table. However, support for the elbow or forearm can relieve strain on the shoulders, arms, and wrists.

· The height of your monitor should be adjustable. The center of the screen should be 10-20 degrees below your straight-ahead gaze (4-9 inches below your eyes, for normal working distances). In most cases, the top of the screen should be just below your eyes. A screen that is higher than these recommendations adversely affects your posture.

· Reference documents should be located close to the screen, with adjustable copy holders. The documents and the screen should be the same distance from your eyes and the brightness of the documents should match that of the screen.

Work Pace

· Take frequent breaks. Get up and walk around at least once an hour. Close your eyes. (People often “forget” to blink when they’re concentrating.) Some of the more progressive workplaces even encourage their employees to take naps so that they can be re-energized and be more productive.

· If you feel any physical pain (back pain, headaches, sore wrists, etc.), stop working immediately. Normally these are simply signs of fatigue and can be remedied with sufficient rest or a pain reliever. For 10% of workers, there may be a risk of injury that can easily be prevented or significantly reduced through the use of ergonomic accommodations. If this condition applies to you, please see your human resource specialist to make the necessary accommodations.

Notify

The most important rule of all is to communicate with your superior or manager. If you ever have a question or concern, notify your manager. If you desire an inspection of your workplace, notify your manager.

