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Laptop use can result in difficulty to maintain a good posture and risks are higher if used in a vehicle, on low tables, chairs and other makeshift workstations. This guide should be followed by laptop users.
Posture – General Information

· Avoid slouching and sitting forward to crouch over the laptop.

· Push the laptop back from the desk edge to avoid looking down at an angle which will cause neck strain and to provide space to rest your arms and wrists.

· Avoid leaning and bending to one side to read the screen, sit directly in front of the screen and remove anything in the way.

· Check and change your posture at regular intervals, stretch and walk around at least once an hour. Don’t stay in one position for more than 15 minutes.

· Rests your eyes regularly, look at something in the distance or close them, blink more to prevent dryness.

· Avoid sitting too high or too low to minimise the risk of strain injuries, particularly bending your wrists upwards and downwards when keying. Ensure that your forearms are roughly horizontal. Adjust the chair height to achieve this where possible.

· Avoid screen glare, move to reduce reflection, avoid sitting with your back to a window, keep the screen clean and adjust your screen brightness.

· If possible, when using a laptop for long periods, attach an external full size keyboard and an external mouse. Always use a docking station (a separate monitor and keyboard that the laptop can be plugged into) where one is provided.

· When you use a trackball or glidepad, keep your hand relaxed, don’t screw up your fingers or hold them in the air while working.
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Working Away from the Office

Train, Car and Plane
· Sit in the passenger seat of the car, adjust the legroom, and put a briefcase or other flat stable item under the laptop to raise it slightly as this will improve your posture. Limit time of use.
· Never use the laptop while driving.
· On a train, avoid seats with tables attached to the rear of the seat in front of you. Communal tables have more space. Push the laptop away from the edge to give room.
· Request a bulkhead seat on a plane for more room, reclining seats will reduce space.
· If you intend to work while travelling, make sure the pointing device (trackball or button) can cope with movement and vibration.
At Home /in a Hotel
· If laptop facilities are not available, try to compromise by using an appropriate chair that gives posture support. 
· Avoid using a laptop while sitting on a sofa or easy chair, lying on a bed, on your lap or on a coffee table.

Lifting and Handling

· Try to avoid taking hard copies of documents that can be accessed electronically. Post items in advance when working away from your base or try to arrange temporary storage at other bases you work from. Ensure the battery is charged to avoid carrying extra batteries/leads.

· If you use a rucksack always use both shoulders to ensure that the weight is evenly distributed and wear a bag across the body.

· Establish if there are designated loading facilities at other sites.

· Follow manual handling information to adopt a good posture. 

Inspection and Test

· Check laptop leads and plugs visually before you connect them and don’t use them if they are worn, damaged or loose.

· Ensure that you know where formal testing is needed.

· Always follow manufacturers’ instructions for use.

Security

· Laptop computers are not insured for theft and damage when left in unattended vehicles unless doors, windows and other means of access are secured, locked and keys removed to a place of safety. They must be placed in the boot or otherwise out of sight.

· Keep valuable equipment out of site when driving.

· Ensure that a lone working assessment has been carried out as appropriate to the work you are carrying out.

	Common Problems
	Common Solutions

	Tingling, pain or numbness in fingers of thumbs?
	Are you working with your wrists bent? You might be sitting too high or too low.

	Stiffness or an aching neck
	Check the height of your monitor. Your eyes should be roughly level with the top of the casing.

	Pain, swelling, tenderness and redness of hand, wrist and or forearm
	Are you carrying out repetitive tasks for long, uninterrupted periods? Take short and frequent breaks when carrying out repetitive tasks.


Further Information and Reporting

If you experience any ill-health symptoms (aches, pains) please report them to your manager.   Persistent symptoms should be recorded on an Incident Report Form (See Incident Report Policy). If you need further advice or information contact your Health and Safety Adviser.

Entitlement to Eye Tests

You may be entitled to some money towards an eye test if you are a regular user of a computer for your role at the school.  The Health and Safety (Display Screen Equipment) Regulations define the term “user” as an employee who habitually uses display screen equipment as a significant part of their work. 
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