VDT SURVEY DATA COLLECTION FORM
Instructions:   As a tool to effectively recognize elements of poorly designed VDT workstations, this survey guideline and form can assist in collecting the information necessary to develop and implement corrective actions.  This guideline is by no means all inclusive but does cover the most common problem areas associated with the use of video display terminals.  The provided information should be supplemented with additional questions specific to the unique characteristics of the represented work place.
This guideline is designed so that optimal responses would all be positive (Y).  If the response is negative (N), it is up to the judgment of the evaluator to determine if the deficiencies identified are significant enough to warrant valid concern.
	CHAIR
	Yes
	No

	Seat
	
	

	1.
Is the height of the seat easily adjustable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Is the range of adjustability between 16" and 20½"?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Is the seat depth between 15" and 17"?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Is the seat adequately padded and upholstered?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
Does the seat have a well rounded front edge?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Backrest
	
	

	1.
Does the chair have a back rest?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Does the backrest have adequate lower back (lumbar) support?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Is the backrest lumbar support height easily adjustable between 6 to10 inches above the seat pan?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Does the backrest tilt to positions in back and front of the vertical position?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Armrests
	
	

	1.
Does the chair have armrests?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Is the distance between them at least 18¼"?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Are the armrests adequately padded and rounded?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Do they allow the user to "pull up" to the desk without interference?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
Are the armrests removable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Chair Base
	
	

	1.
Does the chair base have 5 legs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Are the casters appropriate for the environment flooring (i.e., carpet casters for carpets, tile casters for tile)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Are footrests available and provided for users who request them?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Are the footrests approximately the same size as the chair seat pan and movable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	KEYBOARD & VDT DISPLAY SUPPORT SURFACES
	Yes
	No

	VDT Display Surface
	
	

	1.
Is the height of the VDT display adjustable in order to keep the center line of the display between 37 and 43 inches from the floor?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Is the entire VDT display located within a viewing angle of 5 degrees above and 45 degrees below the horizontal plane?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Does the VDT display surface tilt and slide forward and away from the operator to allow adjustment of the viewing distance?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Keyboard / Input Device Support Surface
	
	

	1.
Is the height of the keyboard surface adjustable between 23" - 28"?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Is the keyboard angle adjustable between 0-15º forward?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Is there ample space on this surface to allow resting of the arms?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Can the keyboard support move toward and away from the users?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
If an alternative input device (such as a mouse) is used, is there ample room adjacent to the key board to support its use?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	General
	
	

	1.
Are support surfaces finished in a non-reflective finish to minimize glare?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Is the VDT display screen positioned perpendicular to windows or long banks of overhead lights to minimize glare?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Is the display screen free of reflections from overhead lights or other light sources?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Is there adequate work surface space to allow needed documents or reference materials to be positioned within easy reach?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
When the support surfaces are adjusted for the user, is there ample knee and leg clearance?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
Are the controls / devices which adjust the above components easy to use by the user?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.  Do the support surfaces have well rounded edges?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
Are document holders provided when hard copy source documents are used?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
Are document holders adjustable in height, distance, position, and angle?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
Is task lighting provided for these hard copy documents?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
Are palm rests available and provided for users who request them?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



