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DUTIES OF THE COMMITTEE.

Section 8.(1) of the Public Accounts Committee Act 1951 reads as

follows:

subject to sub-section (2), the duties of the Committee
are:

{a) to examine the accounts of the receipts and
expenditure of the Commonwealth including the
financial statements transmitted to the
Auditor-General under sub-section (4) of section 50
of the Audit Act 1901;

(aa) to examine the financial affairs of authorities of
the Commonwealth to which this Act applies and of
intergovernmental bodies to which -this Act applies;

(ab) to examine all reports of the Auditor-General
(including reports of the results of. efficiency
audite) copies of which have been laid before the
Houseg of the Parliament;

(b) to report to both Houses of the Parliament, with
such comment as it thinks fit, any items’ or matters
in those accounts, statements and reports, ‘or any
circumstances connected with them, to which the
Committee is of the opinion that the attention of
the Parliament should be directed;

(c) to report to both Houses of the Parliament any
alteration which the Committee thinks desirable in
the form of the public accounts or in the method of
keeping them, or in the mode of receipt, control,
issue or payment of public moneys; and

(d) to inquire into any question in connexion with the
public accounts which is referred to it by either
House of the Parliament, and to report to that
House upon that question,

and include such other duties as are assigned to the

Committee by Joint Standing Orders approved by both
Houses of the Parliament,

(iii)
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PREFACE

When Cabinet gave approval to the Department of Social
Security to re-equip its computer network it requested that the
Joint Parliamentary Committee of Public Accounts monitor the
project on behalf of Parliament., This was the first monitoring
activity undertaken by the Committee and differs in scope and
problems from the normal review role.

Due to lack of Secretariat staff no work was effectively
done until February 1984 when an adviser from the Department of
Administrative Services was seconded to the Secretariat. The
Committee decided that it would be appropriate for the project to
be monitored through public hearings. This approach was adopted
to allow the Department to present its progress reports and
submissions on specific areas of ADP in a manner that could not
be open to misinterpretation.

To August 1984 there have been six hearings at which the
Department has presented submissions on such subjects as project
management, security and industrial relations. At each hearing
the Department has presented progress reports and informed the
Committee of any unforeseen problems that may have arisen since
the previous meeting.

. this report is intended to cover only those subjects
that have been discussed with the Department and it is expected
that a further report will be presented by the Committee during
1985, In this way it is expected that Parliament will be kept
informed of the progress of this very expensive project.

The Committee expresses its thanks to Senator the Hon.
Dame Margaret Guilfoyle DBE who chaired the ADP Sectional
Committee and Mr Vincent Cleary who provided the Committee with
technical and systems guidance. The Committee also thanks the
permanent members of its Secretariat for the support given to
this difficult exercise.

For and on behalf of the Committee.

w\)s//7

Georges
Chairman

MJ lberg
Secretary
Joint Committee of Public Accounts
Parliament House

Canberra

3 October 1984

(ix)



CHAPTER 1
INTRODUCTION

1.1 In this interim report the functions of the Department
of Social Security are broadly outlined as are the
characteristics' of Stratplan., Topics that were discussed with
the Committee are dealt with in the following chapters. These
discussions covered:

Acquisition Procedures;

. Health and safety Aspects;

. Industrial Relations;

. Resignation of a Senior Officer;

. Offset Arrangements;

. Project Management;

. Pinancial Management;

. Security Provisions (not in this report); an§
. Internal Audit iInvolvement.

1.2 The Committee acknowledges the help and support of the
Department in the preparation of this report. The chapters which
deal with the Departmental organisation and Stratplan in
particular were summarised from submissions made to the
Committee.

1.3 The Committee met with representatives of the
Department of Social Security on six occasions as well as with
representatives of the Public Service Board, the Administrative
and. Clerical Officers" Association and the Capital fTerritory
Health Commission. A list of witn who attended and dates of
hearings are at Attachment F. Submissions made by the Department
and the Administrative and Clerical Officers' Association are
attached to this report as is a report to the Minister for
Social Security regarding the resignation of Dr Prince from the
Department and a submission by a Department of Health officer.

1.4 It is expected that in the next twelve months, the
Depzrtment will be asked to make submissions on the following
topics:

. Experience with SDM/70 (a systems methodology
package purchased by DSS and used by senior
users of Stratplan};



. Contingency planning;

Clerical procedures;

. Communications strategy;
. Department®s Corporate Plan;
Job impact studies;

Interfaces with other Commonwealth systems;

Future accommodation and staff requirements;

Security; and

Training..

1.5 Stratplan is the most expensive computer system
implemented in the Australian Public Service, Many lessons will
be learned from it and interested persons are invited to attend
future hearings,

1.6 The Committee believed that the hLealth and safety
issues that were: rnised in this examination were important and
has therefore decided to issue a number of Appendices to this
report as a separate volume.,



CHAPTER 2
SUMMARY OF CONCLUSIONS AND RECOMMENDATIONS

2.1 This Chapter provides in summary form the conclusions
and recommendations of the Committee. These are cross referenced
to the body of the report and should be read in context.

stratplan (Chapter 4)
2.2 The Committee has concluded that:

. Stratplan does not improve the quality of the
information regarding clients of the Department
but it makes this information easier and quicker
to change and retrieve,

No new technologies have been developed for
Stratplan. It is not technically complex but
because of its size it is difficult to manage.
The complexity of the project has been largely
created by the Department's decision to
centralize its information base and to access
this base via up to 7000 on-line terminals.

The Australian computer industry has benefitted
by the Department's extensive use of contractors
and some program aids.

The tender should have placed greater emphasis
on Australian products.

The Department has been successful in:

- the installation of equipment in the new
National Computer Centre and in the State
Centre in. Sydney both of which required
substantial alterations to buildings;

- the training of thousands of its staff
including the production of three video
training f£ilms;

- the promotion. of a general acceptance of
Stratplan by staff at all levels;

- the initiation of automated systems and
project management methodologies;

- the recruitment of new staff and contractors;



- the formulation of procedures for the
efficient purchasing of §Stratplan equipment,
engagement. of contractors, budgeting and
estimating; and

- the research and documentation of security
systems and the draft Contingency Plan.

. The first regional office appears to have been
delayed by nine months due to industrial issues
and technical difficulties and that the facility
for on-line update will be at least twelve
months late.

2.3 The Committee recommends that:

1. The Contingency Plan be completed and tested
and the Committee informed of the results
before implementation of the Queensland phase
is completed.

Acquisition Process {Chapter 5)
2.4 The Committee has concluded that:

. There was extensive use of independent advisers
in all stages of the process from the original
review of the Strategic Plan to the final tender
evaluation, :

« There has been appropriate top level commitment
to the project from within the Department.

. The Public Service Board (PSB) and other
regulatory agencies contributed to the process
as did the Offsets Secretariat, the Departments
of Administrative Services, Housing and
Construction and Industry and Commerce,

. Except that officers who would later use the
system were not consulted in its design, the
Department's acquisition process £followed the
guidelines laid down by the appropriate
authorities. The aspect of sgtaff involvement is
discussed in Chapter 7 - Industrial Relations.

Health and Safety (Chapter 6)
2.5 The Committee has concluded that:
. The Department of Social Security, with the help
of staff, qualified ergonomists and  the

Commonwealth Institute of Health, has done an
excellent job in designing furniture and



terminals. The Department employs one
occupational health and safety officer and is
attempting to change work practices so that one
operator may not operate a keyboard for more
than 3 or 4 hours per day.

The Committee recommends that:

2, As a matter of urgency, the National
Occupational Health and Safety Commission
carry out a full investigation of the
hypothesis known as visually evoked responses
in photosensitive persons.

3. sStaff associations be encouraged to consgider
Dr Burch's hypothesis and participate in any
investigations.

4, The suggestion that staff should be
multiskilled rather than solely keyboard
operators be considered as a basic principle
of employment by the Public Service Board and
other appropriate bodies as a matter of
urgency.

5, All health and safety problems be referred to
the National Occupational Health and Safety
Commission which will take over much of the
occupational health responsibilities from the
Public Service Board.

6. all future instructions £rom any authority to
the Department on health, safety and.
industrial issues be issued as directions not
draft guidelines, guidelines, or
recommendations.

Industrial Relations (Chapter 7)

2.7

The Committee has concluded that:

. Industrial relations between staff and
management are difficult due mainly to the
inability of the Department to provide health.
and safety tests to employees regarding eyesight
and possible radiation emission problems from
screen based equipment.

. The Department is constrained by the Public
Service Board which is responsible for setting
standards for staff conditions of service.



. The issues of industrial relations, particularly
in the areas of occupational health, could have
been resolved in the planning stage with
agreement between the PSB and staff
associations, This was made «clear by the
Director-General in his 1letter to the Chairman
of the PSB on 4 June 1984 when he said:

'This Department has two issues relating
to occupational health and the
introduction of Stratplan which are the
subject of dispute with the two relevant
staff associations. The f£first is the
question of eyesight testing for VDU
operators and the gecond radiation testing
of VDUs,

'There seems to me to be an element of
insanity in an industrial dispute between
a Commonwealth department or agency and
unions on occupational health issues.
Obviously, if there is a genuine health
problem, as a responsible employer the
Commonwealth should take all necessary
correctiver action. If there is not a
genuine health. problem, the taxpayer
should not be held to ransom to provide
unnecessary and expensive equipment and
services which may also serve to create
unnecessary anxiety in some staff.

‘I fully support your view that these
occupational health matters are too
important to be negotiated in isolation by
individual departments and agencies., It
does seem to me to be an issue on which
leadership is required from the Board, I
believe that all Commonwealth employing
agencies and the ACTU should be able to
settle on common occupational health
standards, based on the best advice
available. I would ask that the Board
initiate action in this direction.'

. The issues of eyesight testing for wvisual
display unit operators and radiation emission
testing of the visual display units themselves,
should be resolved through negotiations between
the Public Service Board and the staff
associations.



2.8 The Committee recommends that:

7. The Public Service Board, acting on behalf of
all Government departments and agencies and in
consultation with other appropriate agencies,
establish and promulgate common occupational
health and safety standards as a matter of
urgency.

2.9 The Committee has concluded that:

« The Department of Social Security has taken some
steps’ towards satisfying the demands of the
staff associations through the supply of
ergonomically designed furniture, the acceptance
of regular breaks for keyboard operators and the
issue of information sheets for staff on the
progress of Stratplan. The Committee believes
that within the 1limits imposed on it the
Department has gone as far as possible in
catering for staff  associations' demands
regarding health and safety.

2,10 The Committee recommends that:

8, The staff impact study be completed as soon as
possible with special emphasis on expected
staff savings and reclassifications. A
consultant should be employed to stipulate the
guidelines of the study in conjunction with
the staff association. The Committee wishes to
be informed of the results of this study
before Stratplan is implemented in each State.

9, Staff, through their associations or via
normal communication channels, be kept
informed of delays or alterations to the
system. This is particularly important for
regional office staff.

10. The staff associations be asked to participate
in the systems implementation and be invited
to attend the weekly progress meetings chaired
by the National Stratplan Co-ordinator.

Resignation of a Senior Officer (Chapter 8)

2,11 The Committee has concluded that:
.« The procedures for ensuring propriety by
Commonwealth officers accepting employment in

the private sector have followed the established
guidelines.



. The Committee may wish to review the guidelines

as a separate issue,

Offset Arrangements (Chapter 9)

2.12

The Committee has concluded that:

The benefits of the offset program will be less
than predicted.

The Committee recommends that:

11. All offsets agreements be signed prior to

contracts being let.

Project Management (Chapter 10)

2.14

The Committee has concluded that:

.

Project management is basically sound,
principally because of the commitment of senior
staff.

There are delays in implementation caused mainly
by the size of the project and difficult
industrial relations.

In spite of the use of almost 100 contract
programmers, consultants and highly motivated
and qualified staff, the system implementation
will be up to 12 months later than predicted and
this delay will probably be more pronounced as
the implementation proceeds.

The Department also failed to recognise the
staff associations' «concerns on health and
safety matters and future job prospects of their
members,

The implementation timetable will be monitored
and Parliament kept informed of progress.

Financial Management (Chapter 1l)

2,15

The Committee has concluded that:

.

The project will not realise the monetary
savings suggested by the Department of Social
Security when the original Strategic Plan was
drawn up. Successive Ministers have been given
an expectation of staff savings of between 2400
and 2700 as a result of Stratplan, It would now
appear that these figures are unrealistic and
that the Department has abandoned them.



. The Department. did not fully investigate the
alternative methods to on-line centralised
processing.

The Committee recommends that:

12. The financial planning system be completed, if
necessary with the help of external
consultants.

13. The Department review the total project cost,
including all attributable staff costs, in
conjunction with the Department of Finance.
The Committee would expect a submission on
this matter as soon as the review has been
completed.

14. The Department of Social Security review the
coBt effectiveness of the project in
conjunction with the Department of Finance and
advise the Committee accordingly.

15. Following the review the Department of Pinance
continue to oversee the personnel aspects and
the overall costs of the project and report to
the Committee on a regular basis.

16. The Australian Audit Office audit the system
regularly and be assured that the Department!s
ADP Internal Audit has obtained the best
advice on all matters of data and system
security.

17. The Department report progress and problems on
a monthly basis to the Committee and the
Australian Audit Office. These reports should
include discrepancies of time or' costs from
the planned schedule.



CHAPTER 3

DEPARTMENTAL ADMINISTRATION AND
PRESENT ADP SYSTEMS

3.1 The Department administers a widespread and complex
organisation at four distinct management and operational levels:

. Central Office;

. State Headquarters and Regional Directorates;
. Area Management; and

. Regional Office.

3.2 The Central. Office of the Depa:tment is located in
Canberra and is organised into Divisions:

. Legislation and Review Division - administers
all appeals; reviews and maintains Departmental
legislation; negotiates international reciprocal
agreements, reviews policy on Commonwealth
Employees Compensation;

-

Benefits Delivery Division ~ develops, reviews
and implements policy and administrative
practices relating to the pensions and benefn:s
provision of the Social Security Act;

Development pivision - develops policy
initiatives in the broad field of income
maintenance; undertakes research and prepares
statistics;

. Systems Division -~ plans, develops, implements
and maintains data processing systems;

Resource HManagement Division - develops and
administers manpower, property and financial
management policies;

. Operations Support Division ~ specifies, tests
and implements systems methods and proceedings
supperting the Department's Central Office
resource requirements;

Office of Child Care - developg and administers
a comprehensive range of services to cater for
the educational, emotional and social needs of
children;

Rehabilitation Division -~ develops policies and
administers legislation relating to the
Commonwealth Rehabilitation Services;

10



. Subsidies Division -~ develops policies and
administers legislation relating to aged,
handicapped and homeless persons' welfare;

Performance HMonitoring - provides management
consultancy service, monitors operations and
conducts internal audits and examinations; and

. Office of the Commissioner for Employees
Compensation -~ administers legislation relating
to Employees Compensation,

3.3 The State Administrations in each state capital (headed
by State Directors) and Regional Directorates (as distinct from
Regional Offices) in the Northern fTerritory and Australian
Capital Territory administer the provisions of the Social
Security Act, including the granting and payment of pensions and
benefits, Commonwealth Rehabilitation Service, aged, handicapped
and homeless persons' welfare program and children's services
program,

3.4 The State Administrations are organised into Branches:
. Welfare, Rehabilitation and Subsidies;
. Management;
. Benefits, Practices ané Investigations; and ’
. Pield Operations Controlling Areas.

3.5 The Area Management concept was introduced to improve
the co-ordination of operations of a number of regional offices
within the States. The Area Managers act as the representative
of the State Director in defined areas of each State.

3.6 Their responsibility is to ensure that adequate levels
and standards of service are being provided. Their role
includes:

. ensuring the establishment and maintenance of an
adequate network of offices in the area, having
regard to the level and nature of the benefits
workload and. the accessibility of offices;

managing and improving the overall performance
of the area in delivering the services provided
in terms of timeliness, quality and economy,
identifying the need for systems improvement and
organisation/establishment variations;

11



« oversighting the use of the staff resources of
the area by ensuring that recruitment is timely,
that staff are trained, developed and deployed
to meet changing needs and that optimum use is
made of the staff resources;

coordination of the Department’s  welfare
activities in the area; and

representing the Department in the wider
community, including co-ordination of activities
with those of other Government departments and
agencies.

3.7 A network of Regional Office administrations
decentralise the Department's operations, 7The objective of
regionalisation is to have each office handling all Departmental
functions.

3.8 In general, Regional Offices have a staff of between 30
and 50. This allows for the organisation of the various work
teams - such as benefit groups, welfare services, counter staff
and administrative units ~ which form an autonomous Regional
Office. These offices service areas with client populations
which, in general, range up to 25 000 pensioners, 40 000 family
allowance beneficiaries. and 5000 unemployment and sickness
beneficiaries.

3.9 As an extension of the Regional Office services, staff
members attend at other locations - these are termed sub-offices
and visiting offices, These provide some of the services of the
Department without the overheads of the full Regional Office.
Sub-offices are permanent. locations while visiting offices are
premises such as shire halls., A sub~office is manned some days
of each week, Visiting offices are manned for varying periods at
weekly or monthly intervals,

3.10 The Department also administers Rehabilitation and
Training Centres. Most of these are located in the metropolitan
areas of the State capitals,

3.11 The Department identified four major functional areas
needing ADP support, These areas are:

« Income Security;
« Subsidies;
+ Personal Services; and

. Management Services.
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Income Security

3.12 The Income Security area of the Department covers the
payment. of benefits, pensions and allowances to individuals,
These are currently running at some $15,000 million per annum in
respect of some 4 million recipients. Payments are made either
fortnightly or monthly and comprise:

« 62 million cheques per year;

« 25.5 million payments per year to banks,
building societies and credit unions; and

» 1.35 million payments by group cheques to
pensioners in institutions, or benevolent homes,

3.13 The Department also acts as the paying agent for cash
payments to individuals which are the responsibility of other
Departments. These include Commonwealth Superannuation and
employment and training allowances administered by the
Department of Employment and Youth Affairs. These total some
$530 million and cover about 85,000 persons,

3.14 The objectives in the administration of the Income
Security programs are:

. to ensure that beneficiaries receive their
correct entitlement; and )

. to ensure continuity and timeliness of payment
in all circumstances.

Subsidies

3.15 The Department administers subsidy programs, through
which funds are made available for services provided by State
and local governments and many community organisations. These
include payments in respect of aged persons' homes and hostels,
child care projects and programs, handicapped and homeless
persons' projects and programs and voluntary welfare
co~ordinating organisations. These subsidies presently run at
some $200 million per annum,

Personal Services

3.16 Departmental functions in the area of personal services
cover the provision of rehabilitation services and social work
gervices to individuals. The rehabilitation services cost some
$24 million per annum and cover about 5,500 recipients. There
are also specialised units within the Department concerned with
the needs of Aboriginals and migrants.

13



3.17 The objectives in administering the Personal Services
programs are to:

. identify disadvantaged persons and groups and
their needs;

. provide assistance, consistent with resource
contraints;

. liaise with other organisations to allow
co-ordination of services;

monitor the effectiveness of services provided;

. adminigter the programs efficiently.

3.18 The Commonwealth Rehabilitation Service, with a staff
of approximately 1,000, provides services for handicapped people
in metropolitan and regional centres throughout Australia. In
addition the Commonwealth Rehabilitation Service has a major
role in co-ordinating rehabilitation services in the community
environment and integrating with other relevant services to
ensure maximum accessibility for handicapped people.

3.19 The Department employs approximately 300 social workers
who provide personal services to clients from most. Regional
Offices throughout Australia and who also work with community
groups to assist needy people, Specifically a social ‘worker is.
responsible for: :

. monitoring all aspects of the Department's
public contact activities in regional offices;

developing and monitoring co-operative links in
the region between the Department and other
Government and voluntary welfare agencies in the
community;

. co-ordinating the work of various agencies in
the community involved in making emergency
relief payments for people in financial
hardship;

assisting regional mangers to oversight various
projects in the region which are being provided
wholly or substantially out of public monies
through the Department's subsidy programs; and

acting as outposts for the Commonweal th
Rehabilitation Service.
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Management Services

3,20 The Department employs almost 18 000 staff located in
Central Office in Canberra, six State Headquarters, two Regional
Directorates and 200 Regional Offices throughout Australia
{including many in remote regions) and at Rehabilitation and
Training Centres. These services cover all Departmental systems
for delivering the programs and for managing Departmental
resources (including staff, accommodation, eguipment and funds)
to achieve the aims of the programs.

3.21 A number of areas in the Management Services domain
have been identified as requiring ADP support. These areas are:

. Personnel and Establishments -~ responsible for
the control of personnel and establishment
information for the Department;

Finance/Estimates -~ the estimation of future
expenditure and the control of actual and
committed expenditure both at the State and
National level;

Inventory/Assets/Stores - the acquisition,
storage and distribution of non-consumables
(assets) and consumable (stores) items for
Departmental locations;

Project Control - the control of projects and
activities which are occurring throughout the
Department;

« Text Services - the production, manipulation,
control of the access to textual information
used by the Department;

Training - the training of the Department's
widely distributed staff both during the planned
period of substantial technological change and
as an ongoing activity; and

Statistica/Ad Hoc- Analysis - analysis of client
based information for presentation to
Parliament, the Department or other bodies and
to identify cases and causes of incorrect
benefit payments.

ADP Systems (pre-stratplan)
3.22 ADP systems within the Department are heavily oriented

towards the Income Security function. Some developments have
been made towards supporting other functional areas.

15



Income Security

3,23 The Department has developed computer systems to
support each of its three main Income Security support programs
(Pensions, Pamily Allowances and Unemployment and Sickness
Benefits). These systems are serviced by a common Payments
System and minor sub-systems which extract management, clerical
support and statistical information to aid in the management,
operations and forward planning functions of the Department.

3.24 These Applications Systems are run at the Department's
State computer centres and are used to denerate payments,
maintain payments information, accept changes to data required
to determine payments status, generate reviews and
correspondence, and to generate liaison advices between systems,
These Applications Systems are governed by legislation regarding
entitlement to cash payments and health care benefits, This
legislation is subject to relatively freguent change,

3.25 An indication of the workload handled by these
applications is given by the number of payments made:
. Pensions 52 000 000/year
. Family Allowances. 27 000 000/year
. Unemployment, Sickness .
and Special Benefits 7 500 000/year
3.26 Each of these systems has been developed independently

and they are of varying age. The Department recognises that the
following deficiencies exist:

individual programs are large and complex;

the programs are difficult to maintain and
change;

» there is no standardisation of data between the
system and no direct communication between them;
and

. the current systems are batch sequential
systems, which inhibits the retrieval of
information to resolve client enquiries.

3.27 In addition to the major applications already
identified, there are a number of other Systems. These are:

. Disadvantaged Persons System - issue of Health
Care Cards;

. Domiciliary and Nursing Care;

16



« Tuberculosis Allowance;
« National Employment and Training Scheme; and

« Defence Force Retirement and Death Benefit -
from the associated pensions and superannuation
output datasets, Central Office once a year
divides its information into State files for
analysis at each State Computer Centre.

Subsidies

3.28 A basic ADP system has been developed to monitor
subsidies programs, This system is run at CSIRO Canberra, with
access provided from all State Headquarters via leased
transmission lines,

Personal Services

3.29 No substantial ADP support is currently provided to the
Personal Services functional area.

Management Services

3.30 Some computing support is currently provided to the
Management Services functional areas in the form of:

. @ pilot on-line personnel system run at CSIRO
Canberra, with access from Central Office and
all State Headquarters;

. small word processing installations in all
State Headquarters other than Darwing

maintenance of a significant number of benefits
systems manuals and other documents at CSIRO,
Canberra; and

provisions of stand-alone micro-computers for
minor applications and word processing
activities,

Hardware and Software (Pre-Stratplan)

3.31 Major applications production processing is performed
at six State centres, located in Sydney, Melbourne, Brisbane,
Adelaide, Perth and Hobart, Sydney and Melbourne are each
equipped with one National Semiconductor AS3000N computer, and
Perth, Brisbane and Adelaide each with an IBM 370/145 computer.
Hobart has a system based on an MDS 24068 minicomputer for
processing unemployment and sBickness benefits and uses
transmission facilities to enable the processing of other
applications at the Melbourne State Computer Centre.

17



3.32 Each State has a communications facility based at the
State Centre. The primary function of the communications
facility is data entry, although some remote printing is
performed at larger Regional Installations, Data entry is
performed through Information Electronics 790-200 Series visual
display units located in State centres and jin most regional
offices, Th are ¢ ted to MDS 2408 minicomputers where
simple format and field checks are performed on the input data,
The majority of the MDS 2408 minicomputers are located in the
State centres. Others are located in major country towns. Data
from the MDS 2408 minicomputer is concentrated on dual Honeywell
716 minicomputers in Brisbane, Sydney, Melbourne and Adelaide.
From the H716s, the transactions are transferred to the
mainframes via magnetic tape. In Perth, where there is no H716,
the data are transferred difectly to the mainframe from the MDS
2408 via magnetic tape. The input data are edited during
processing on the mainframe,

3.33 Application program development is performed in
Canberra using a FACOM M190 computer operated by the CSIRO. .
Operating system development. is carried out both in Canberra on
the M190 and in each State by wvisiting Central Office
programmers. Prograr development for the Network systems is
carried out. in Canberra. The Department has two MDS 2408
minicomputers for data entry maintenance, and access to the
Department of Health's H716 Systems for the data concentration
system maintenance. Programming for the latter is in assembly
language, '

3.34 All application systems were developed in~house and are
virtually all written in COBOL. Some frequently used routines
are written in IBM ASSEMBLER. Masterfiles are tape-based
necessitating a sequential access philosophy. Program changes
are made via magnetic tape sent from Canberra to State centres.

3,35 All programs are run under IBM operating system 0S/VSI
in the States and OSIV/F4 at CSIRO. The Department uses a number
of utility programs, some developed in-house and some acquired
commercially. Some pilot systems have been developed using
ADABAS,

3,36 The Department installed interstate transmission links
from Canberra to each State Capital city to provide on-line
access to the FACOM Ml190. The communications facility consists
of two 2400 bps tranmission links using IBM BSC protocol. Both
are multidropped links; the first connects Sydney and Brisbane
to Canberra and the second connects Melbourne, Hobart, Adelaide
and werth to Canberra, Each State Installation uses Raytheon
equipment; a 10l8R2 terminal controller, two 4013-13 visual
display units and a 3472-02 matrix printer.
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3.37 Word processing functions are mainly based on Jacquard
equipment, Central Office facilities comprise seventeen
keystations, several printers and 96 megabytes of hard disk
storage, All State Headquarters with the exception of the Darwin
Office operate small word processiig instsllations. A number of
benefits systems manuals and other documents are maintained on
the mainframe computer at CSIRO in Canberra.

3,38 The Department has also acquired -a number of Tandy
TRE80' Model II microcomputers. These are used in the ADP Branch
a?d the Development Division in Central Office and at the Darwin
Directorate.
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CHAPTER 4
STRATPLAN

Puture ADP Systems

4.1 The Department is in the process of diversifying the
range of computing services available to departmental staff and
redeveloping their present systeme to use data management
techniques based on on-line processing., This includes the
widespread use of integrated text procesing facilities (namely
word processing, electronic mail and text reference
capabilities).

4.2 ADP support is to be provided to the various functional
areas of the Department, including:

« National Index;
. Income Security:
« Subsidies;

Personal Services;

« Commonwealth Rehabilitation Services;

« Management Services; and

. Text Processing/Office Automation,
National Index
4.3 The National Index is & new facility with the principal
objective of building an information base of client details
which can be used to service the needs of the Income Security
Systems by providing information. to:

« validate new claims for benefit;

« detect and prevent incorrect or fraudulent
claimg and payments;

. facilitate interstate transfer of data base
records thus preventing multiple payment of the
same benefit and facilitating payment at the
correct. location;

« locate benefit reference numbers and other

particulars of clients at one place; and
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. aid research, planning and the assessment of the
national impact of policies and administrative
decisions,

4.4 The National Index processing will be performed both at
the National and Divisional Installations. National Installation
processing will consist of the maintenance of an Australia-wide
Index which supports on-line access from User Installations at
any location, Divisional Installation processing will consist ot
the maintenance of an appropriate sub-set of the Australia-wide
Index with on-line access available to User Installations within
the same State,

4.5 The National Index will be updated by transactions
emanating from Income Security systems carried out at Divisional
Installations. It is anticipated that, at least initjally, this
updating will be performed in a batch-mode with the
communications facilities being used to transmit transactions to
and from the National Installation,

Income Security
4.6 The major Income Security applications are:

. Pension payments which are made on a given day
each fortnight, Before the pay~day the entire
Pensions data base is searched and payment
transactions extracted and sequentially
processed by a Payments system to produce
appropriate payment advices (cheques, magnetic
tape entries, etc);

Family Allowances payments which are made
monthly with half the client population being
paid each half-month. Because of the monthly
payment. cycle for Family Allowances they may
coincide with payments made for other Pensions.
systems; and

.

National Benefits System payments which are made
fortnightly to individual clients with
approximately 108 of the payments made each
working day of the fortnight.

4.7 The Income Security data bases will be maintained at
the Divisional Installations. These data bases will contain the
records of clients registered for benefits within the State. The
integration of existing file structures which service the three
current. Income Security applications (Pensions, Fanily
Allowances and National Benefits System), will be progressively
introduced as the data bases are extended to support the steady
transition from batch to on-line processing. This integration of
client records will be on a State, but not a national basis,
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with excépt:l.on that the National Index. (containing client name
and %ddress) will be an aggregation of parts of the State
records,

4.8 The Benefits data will be maintained and accessed by
staff located in the Regional Offices, This maintenance and
access will be performed on-line with, in most cases, the staff
being advised almost immediately of the result of any processing
action which they have initiated. “Two types of data base
updating actions have been identified:

. on-line updating transactions, of which there
are two types:

.. updating transactions which can be applied to
the data bases immediately the information is

* presented to the regional office staff either
over the counter or by telephone, These types
of transactions will not have to be
authorised by another officer; and

++ payment or assessment related transactions
which result from a two stage on-line
process. The assessing officer will enter the
claim details and carry out the initial
assessment and then refer the transaction to
the determining officer, Some time later
{minutes or hours) the determining officer
will authorise the transaction and the data
bases will be updated. These transactions may
generate a batch payment transaction.

. Batch transactions.

4.9 Both of these transactions are primarily those which
result from the return of stimulus and review advices. The
processing of these transactions would be performed before any
batch payment processing is commenced.

4.10 An on-line enquiry service will be used to access
information contained in Income ‘Security data bases. Enquiries
may be made against data maintained in any State. Interstate
enquiries may be made by an application program at a Divisional
Insgtallation, sending a transaction to the National
Installation, which may then reroute the enquiry to the
appropriate interstate Divisional Installation, according to the
information held in the National Index.

4,11 Outputs from Income Security application systems will
be either printed at the Divisional Installation or transmitted
to the User Installations in the Regional Offices, In the former
category are those outputs which are voluminous, These may be
printed or put onto microfiche. The output for the User
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Installations will be transmitted via the communication
facilities and produced using the printing facilities to be
provided at the User Installations.

4,12 All payments initiated by the Income Security system
are generated by a stand-alone payments system, This payments
system will comprise two sub-systems, one which will run
on-line, and one which will run in batch mode. The necessity for
two systems arises because of the special procedures required
for the on~line production and printing of cheques.

4,13 The on-line payment system will take urgent payment
transactions generated by the Income Security systems, (ie
counter payments such as the replacement of lost or stolen
cheques) process these transactions, updating the Income
Security data bases, then print the cheques and
reconciliation/audit reports in the regional office. It will
also generate the appropriate reports for State Headquarters.

4.14 There is a demand for this one-off cheque production
and issue of immediate payments in Regional Offices.
Occasionally larger numbers of emergency payments need to be
made in situations where normal bulk production operations are
impaired, In such circumstances details of the chegues produced
on the letter quality printer will be recorded.

4.15 The batch payment system updates the Income Security
data bases, prints cheques and reconciliation/audit reports at
State Headquarters, and generates the cheque issue lists and
reports for transmission to, and printing at, User
Installations,

Subsidies

4.16 In order to administer the Subsidies programs an ADP
system will be developed which will contain details of subsidy
programs administered by the Department, subsidy proposals
received or under consideration and relevant demographic,
economic and social services information, Subsidies data bases
will support these systems.

4.17 The Subsidies system will be run at the National
Ingtallation with on-line access for enquiry and file updating
available from State Headquarters and Central Office. Processing
and management reports will be produced at State Headquarters,

Personal Services
4.18 Specific ADP support will be provided to the
Commonwealth Rehabilitation Service and Social Welfare areas. In

addition social workers will require access to other ADP
services, namely:
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Income Security information;

the universally available text processing
facilities, particularly the proposed text
reference libraries. Data on welfare policy and
precedents will be required on-line for social
worker access;

statistical analysis packages for management
staff at State and Central Office;

the User Installation printing for reports
generated by the Social Welfare system;

the Departmental Stores/Assets system, This
system would also be used for control of
catering at residential Rehabilitation centres;
and

ugse of equipment as client training aids. Word
processing training and development of general
VDU keyboard skills is expected to assist some
clients in work preparation/adjustment centres,

Commonwealth Rehabilitation Service

4.19 To administer this organisation a range of
applications are planned, The requirements are: '

an information 'base to record profiles of
clients referred, accepted and undergoing
treatment;

scheduling of treatment periods in the day to
ensure congecutiver tasks undertaken by the
client are appropriate, Optimum use of sessional
and permanent professional staff is necessary;

. integration with other services offered by the

Department, such as automatic referrals from the
Income Security or Social Welfare systems;

personnel functions, Rehabilitation centres
perform some staff functions outside normal
public service employment, including the payment
of salaries to sessional doctors and other
professional staff and the employment of certain
casual staff;

payment. of Rehabilitation Training and Incentive

Allowances;
management statistics to monitor the

effectiveness. of client treatment, professional
services and financial expenditure; and
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. statistical analysigs of current and historjical
information for research and planning.

4.20 The application systems developed to support the
Commonwealth Rehabilitation Service (CRS) are expected to
contain information relating to client treatment and details of
sessional and permanent staff employed by CRS centres. These
data will be accessed on-line for updating, enquiries and report
generation. Enquiry and report generation access will mainly be
from the CRS centres, However, restricted access from users in
State Headquarters. and Central Office will be allowed.

4,21 Some batch processing access will enable automatic
referrals generated by other systems to be applied. Statistical
analysis programs will be initiated from State Headquarters and
Central Office,

4,22 Outputs will include enquiry responses and printed
reports. The enquiry responses will be formatted for VDU screen
display. Reports of management summaries, treatment schedules,
etc., will be transmitted to the CRS centres for printing.

Social Welfare

4,23 The major new ADP applications required by the Social
Welfare function include:

an information base to record details of clients
assisted, referred to other organisations and
referred by organisations (eg the Commonwealth
Rehabilitation Service) for follow-up support;

. scheduling of planned work for future periods;
such agencies to be seen during the next month,
etc;

. a directory of available social welfare
organisations, already exists in some States and
will be enhanced; and

management statistics to provide information on
welfare organisations, already exists in some
States and will be enhanced; and

management statistics to provide information on
welfare services provided and staff
effectiveness. This will allow more flexibility
in response to changing requirements,

4.24 The application systems developed to support the social
velfare area are expected to contain information relating to
client case histories and a directory of social welfare
organisations, resources and services.
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4.25 These data will be accessed on-line by officers in User
Installations. The Social Welfare client data will be updated by
the regional office social worker providing the assistance.
Statistical analyses will be required by State Headquarters and
Central Office, The directory will generally be updated
following an annual survey of welfare agencies although minor
adjustments will be made by regional office social workers,

4.26 outputs from on-line processing will mainly be
responses digplayed on the screen from which the access was
initiated. Some reports will be printed at each regional office
to provide volume statistics and work schedules,

Management Services

4.27 Management Services covers all levels of administration
and management in the Department. A need has been identified to
greatly increase the level of ADP support and thus indirectly to
the other functional areas identified previously.

4.28 The form of this support covers:

« the provision of text reference, text processing
and  automated office facilities to all
Departmental staff; and

. the provision of @specific data processing
systems to meet specific requirements in the
various operational units,

4,29 The Department envisages an environment in which there
is a high level of integration of text processing and office
automation facilities in the operating environment of all user
installations. These facilities wili include:

. word processing facilities which will be used to
create and manipulate text for distribution both
inside and outside the Department. It is
intended that these facilities be able to
exchange information with applications systems;

electronic mail capabilities to allow the
transfer of text between any two Departmental
Installations; and

automated office facilities to assist. in the
operation and management of offices,

4.30 Text reference libraries will be established to allow
on-line access from all user installations to libraries of text
recovering such things as operations manuals, records of appeals
and administrative decisions.

4,31 The following specific applications have been
identified in the Management Services area:

26



Personnel and Establishments - a system to
provide management with up-to-date information
on all personnel and establishments matters, The
system will be run at the National Installation
with on-line updating available to Central
Office and State Headquarters. Restricted
on~line enquiry access will be available f£from
all User Installations;

Manpower Planning/Office Planning -~ a system to
provide management with information on manpower
resources, workflows and productivity, The
system will extract real-time information on the
workflow within an on~line system and the system
performance parameters affecting that workflow,
Analysis of trends will also be performed
requiring the storage of historical data, The
bulk of the raw data for the system will be
generated as a by~-product of other processing
and will be updated in a batch mode. Ad hoc
on-line enquiries against this system can
originate from all levels of the Department;

Finance/Estimates - a system to assist in the
control of budget allocations and outstanding
commitments, to project cash flows, to assist in
the preparation of estimates and to provide
greater. control over funds transafer,'This system
will run at the National Installation with
update and enquiry actions originating from
State Headgquarters and Central Office;

Project Control -~ a system to schedule
activities including manpower scheduling, cost
breakdowns and identification of the status of
activities, MAccess to this system will be
primarily from Central Office and State
Headquarters although there may be some demand
from regional offices;

Inventory/Assets/Stores - a system to provide
control and co-ordination of all ordering,
purchasing and distribution of items. Access to
this system will primarily be from State
Headquarters and Central Office;

statistics/Ad Hoc Analysis - a service to allow
analysis of data held or collected by the
Department, Data collected will be entered at
State Headquarters and Central Office and will
be. processed at the National Installation.
Frequent statistical analysis runs will be
initiated against these data at the National
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Installation, Fast batch turnaround will be
required for this work, Divisional Installations
will infrequently be required te process ad hoc
statistical analyses injtiated from Central
Office. Graphics plotters and display terminals
will be needed for the production and
presentation of statistical reports. Microfiche
may be used for archived data; and

Training - a service to support the training of
the Department's widely distributed staff - will
be available via VDU terminals and will be used
extensively to familiarise staff with new
equipment and systems,

Stratplan Implementation

4.32

4.33

The esgential elements of STRATPLAN are:

.

a total re-equipment of all the Department's
computer systems;

application of computer technologies new to the
Depar tment, including areas not currently
supported by ADP;

integration of technologies such as word

processing, electronic mail and office
automation into computerised program
administration;

application of these integrated technologies to
all locations in the Department; and

. linkage of all Departmental locations

electronically for. rapid transfer of
information,

The following facilities were requested in
Department's tender for equipment to be available in both State
and Regional Offices:

data entry - to allow the input of new claims
for benefits, changes of addresses and other
information needed by the Department to make
payments. This information is included in the
computer maintained files used to produce the
payments., The new, facilities will replace
existing data entry facilities;

on-line  enquiry and updating of client

information - authorised officers will be able

to access directly and update the information
used by the Department to make payments to
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beneficiaries, This will permit them to answer
queries from beneficiaries quickly, and ¢to
record information from new beneficlaries,
thereby ensuring the earliest provision of the
correct payments;

printing of computer output from overnight
computer processing will be delivered with
minimum delay to the staff who need the
information, ©Printers will be provided in
regional offices;

. word processing facilities - letters to clients
advising changes in benefits, notifying times
for interview or medical appointments, and
answering queries will be produced using word
processing facilities rather than typewriters;

electronic mail - for internal reports, requests
for information, and especially speedy transfer
of client information between Departmental
locations throughout Australia;

reference to manuals, etc =~ this facility,
termed text reference, will allow regional
office staff to reference the latest versions of
the legislation and regulations governing the
eligibility of people for payments, etc. This
text will be held on computer files; and

automated office facilities -~ to assist in the
emoother running of the clerical office
environments. These facilities include calendar
and appointment management, mathematical spread
sheet calculators, message administration, etc.

4.34 Many of these facilities will also be used in Central
Office and State headquarters locations of the Department and at
Commonwealth Rehabilitation Service centres, The office
facilities such as word processing and electronic mail will be
used in all centres, with the Commonwealth Rehabilitation
Service centres also using the facilities for training purposes.

Timetable for Stratplan Implementation

4,35 The National Computer Centre at Deakin, ACT and the NSW
state Office in Sydney are now £fully equipped with computers.
The order of installation for the other States and Regional
Directorates is Queensland, Tasmania, Victoria, South Australia,
Northern Territory and Western Australia, over a period of 2.5
years.
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4.36 The first Regional Office in NSW to go "live' was
scheduled for March 1984 but it appears that it will be delayed
by nine months due mainly to industrial issues but also due to
some technical difficulties in implementing the system.

4.37 The first major system to be available will be on-line
enquiry - the ability to use a visual display unit (VDU) to look
at the information held on the computer data-base, This facility
will involve ‘the use of some 7000 VDUs in the Department around
Australia when Stratplan is fully implemented.

4.38 On-line update, the facility to change the computer
record, is scheduled for implementation by December 1985, It
would appear on information available to the Committee that this
will be at least twelve months late, :

Equipment and Software to be Supplied

4.39 The following is the list of equipment expected to be
acquired over the four year implementation period of Stratplan,
This list was agreed to in June 1983 and while there have been
some changes in type and volume, it would appear that the cost
has not altered.

Successful Contzactors and Equipment. Estimated Cost

Amdahl. $24 200 000

7 580 series central processing units
18 front-end processors
64 main storage units
17 memory expansion units
34 channel adaptors
41 communications scanners
84 line interface bases

259 1line sets
18 remote program loaders:

6 expansion frames

software for 7 sites

Storage Technology of Australia Limited $14: 900 000

22 cache DASD controllers

57 634MB disc moduleés

42 2.5GB disc modules

10 solid state modules

49 6250bpi tape drivers

20 documentation printers
(1500 and 3000 series)

7 automatic tape libraries
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Wang Computer Pty Limited

445 VS miniprocessors
52 640MB disc drives
7266 colour workstations
1475 general purpose/letter quality
printers, associated operating
systems, peripheral controllers, etc.
software to provide the functions of
word processing, data entry,
printing, on~line access, etc.

Raytheon

9], colour terminals with tilt swivel
option

15 terminal cluster controllers

3 graphics printers

Memorex. Pty Limited

3 graphics colour terminals
1 terminal cluster controller
3 graphics printers

Quest Automation Pty Limited

6 signature verification devices
for pilot installation

Tektronix Australia Pty Limited
colour terminals plus colour
outpit devices
~ mainframe based software

Techway

mainframe based graphics software
for pilot installation

systems Technology Pty Limited
4 communications interface devices
IBM Australia Limited

MVS and related software for 7 sites
VM/SP operating system for 1 site
programmer productivity aids for 7 sites
front end processor operating software
problem determination and resolution
aids for 7 sites
text reference library for 7 sites
teleprocessing monitors for 7 sites
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$62 600
$ 700
$ 300
$ 10
$ 200
$ 30
$ 40
$1 600

000

000

000

000

000

000

000
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Boole and Babbage Australia Pty Limited $ 900 000

system performance monitoring and reporting
software for 7 sites
system performance modelling software for
for 1 site
on-line performance troubleshooting software
for 7 sites
programmer productivity aids for 7 sites
high performance TSO equivalent for 7 sites
system resource accounting software for 7 sites

BH Consultants Pty Limited § 100 000
hardware reliability reporting software for
7 sites

SKK Systems Software & Consulting Pty 'Limited $ 200 co0

mainframe security software for 7 sites

Computer Sciences of Australia $ 300 000
production control software for 7 sites

Computer Power $ 1 800 000

data management software comprising:
database management system Model 204
(produced by the Computer Corporation
of America) for 7 sites
data dictionary for 1 site
query/Development facility for 7 sites

Datacraft (Australia) Pty Limited $ 1 800 000
miscellaneous communications egquipment
Conclusiong and Recommendation

4.40 The Committee has concluded that Stratplan does not
improve the quality of the information regarding clients of the
Department but it makes this information easier and quicker to
change and retrieve,

4.41 No new technologies have been developed for Stratplan.
It is not technically complex but because of its size it is
difficult to manage. The complexity of the project has been
largely created by the Department's decision to centralize its
information base and to access- this base via up to 7000 on-line
terminals.
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4.42 While the Australian computer industry has benefitted
by the Department's extensive use of contractors and some
program aids, the Committee believes that the tender should have
placed greater emphasis on Australian products,

4.43 Since the announcement of Stratplan the Committee notes
that the Department has been successful in the following areas
of activity: .

« the installation of eguipment in the new
National Computer Centre and in the State Centre
in Sydney both of which required substantial
alterations to buildings;

. the training of thousands of its staff including
the production of three video training £ilms;

. the promotion of a general acceptance of
Stratplan by staff at all levels;

the initiation of automated systems and project
management methodologies;

- the recruitment of new staff and contractors;

the formulation of procedures for the efficient
purchasing of Stratplan equipment, engagement of
contractors, budgeting and estimating; and .

« the research and documentation of security
systemg and the draft Contingency Plan,

4.44 The Committee notes that the first regional office
appears to have been delayed by nine months due to industrial
issues and technical difficulties and that the facility for
on-line update will be at least twelve months late.

4.45 The Committee notes that the contingency plans to
minimise the effects of equipment failure by providing a system
of back-up between installations has not proceeded beyond the
draft stage. The Committee recommends that:

1. The Contingency Plan be completed and tested
and the Committee informed of the results
before the implementation of the Queensland
phage is completed.
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CHAPTER 5
ACQUISITION. PROCESS

Btructure of Acquisition Process

5.1 Several steps were followed in the acquisition process
for computer. systems for Stratplan and these conformed with
Commonwealth acquisition procedures. The major steps with target
and actual schedules were as follows:

sarget schedule Actual schedule

Survey of user Aug-Dec 80 Aug~-Dec 80
requirements
Preparation of Jan-Aug 8Y Jan-Aug 81
Strategic Plan
Review of Sept—-Oct 81 Sept-Oct 81
Strategic Plan
Submission to Nov-Dec 81 Nov-Dec 81
Cabinet of
Strategic Plan )
rreparation of - Nov 8l-Mar 82 Nov 8l-Mar 82
Request for Tender
documents
Invitation of Apr-June 82 Apr-July 82
public tenders
‘Evaluation of July-bPec 82 Aug: 82-May 83
tenders
Cabinet approval Jan 83 June 83
of recommendations

5.2 Three other processes were carried out in patallel with

this acquigition process. These were as follows:
+ Database design;
. Network design; and

. Preparation of contract structure.
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User Survey

5.3 A survey of user requirements commenced in August 1980.
A small number of officezs spent some four months on this task
to investigate the requirements of all existing data processing
userg throughout the Department and to investigate the
requirements of areas which were not then using data processing
but which might conceivably have an application., This included
areas involved in licy: development, legislation and
preparation of operational instructions.

preparation of Strategic Plan

5.4 The survey of user requirements was used as the basis
for preparation of a strategic plan for data processing
throughout the Department., Work on the Strategic Plan commenced
in January 1981. For this purpose a team of three was
established reporting to the head of the ADP Branch, with others
contributing to the investigation of particular aspects,

5.5 To direct the preparation of the Strategic Plan a
committee entitled Stratcom was established, It comprised a
Deputy Director—-General, the head of the ADP Branch, the head of
the Systems and Operations Division, and the State Directors
from New South Wales, Victoria and Queensland. The Committee
provided high level priority setting and goals. Work on the
Strategic Plan itself was carried out under the direct control
of the head of the ADP Branch, '

5.6 The Public Service Board (PSB) was invited to
participate in the development of the Strategic Plan and draft
papers were sent to the Board for comment. The Board was algo
invited to meetings of Stratcom and sent observers for this
purpose,

5.7 Preparation of the basic draft of the Strategic Plan
took place over the period January to August 1981, In August
1981 sStratcom approved the basic. draft of the Strategic Plan
following consideration by the Public Service Board, the
Department of Administrative Services and the Department of
Finance, This was circulated to senior officers of the
Department for discussion and review.

Review of Strategic Plan

5.8 Over the period September to October 1981, the
Department invited competitive tenders for consulting firms to
review the Strategic Plan and W.D. Scott was chosen.

5.9 Following this review, the consulting firm submitted
recommendations as to how the Strategic Plan should be modified
in order to meet Departmental objectives. These recommendations
were accepted by the Department and the Strategic Plan modified
accordingly.
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Submission of Strategic Plan to Cabinet

5.10 The medified Strategic Plan was approved by the
Director-General and endorsed by the Minister for Social
Security who indicated that it should be put to Cabinet.

5.11 The Strategic Plan was put to Cabinet and approved in
December 1981, Possible staff savings of between 2400 and 2700
were quoted as being realistic, As part of the Cabinet
consideration the Strategic Plan was considered by several
departments including the Public Service Board, the Department
of Administrative Services, the Department of Housing and
Construction, the Department of Finance, and the CSIRO.

Preparation of Request for Tender Documents

5,12 Work commenced on preparation of Request for Tender
documents in November 1981, Two basic Request for Tender
documents were prepared, one for data management software and
one. f:r hardware, systems software and the communications
network.

5.13 To asgist in the preparation of Request for Tender
documents two sets of consulting personnel were retained to
assist the Department. One set was general data processing
consultants to ensure that the overall documents would result in
the provision of facilities to implement the Strategic Plan,

5,14 General data processing personnel were from W.D. Scott
and Disc International. They assisted in the overall preparation
of the Request. for Tender document in terms of consistency,
cohesion and equity, The other set of specialist personnel
assisted in the areas of data management sof tware,
communications and network requirements.

5.15 Tender documents were also drawn up with input from the
Department of Administrative Services to ensure that the Request
for Tender documents were consistent with the Department of
Administrative Services' requirements. Input was also obtained
from the Offsets Secretariat located in the Department of
Defence Support.

5.16 In parallel with the process of preparation of tender
documents, work was also commenced on the development of a
detailed tender evaluation methodology. This was carried out in
consultation with both the general and specialist consultants
and the Department of Administrative Services.

5.17 A set of procedures for dealing with tenderers during
the period in which tenders were to be open was also drawn up.
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Invitation of Public Tenders

5.18 Public invitations were reguested with the publication
of the request for tender documents., Two documents were issued
in April 1982, one for data management software and one for
hardware and systems software, Tenders for the data management
software were regquested within two months of invitation of
tenders. ‘Tenders for hardware and systems software were
requested within three months of invitation of tenders,

5,18 During the period in which tenders were being invited,
formal presentations were arranged. Bach tenderer was allowed to
provide one major presentation, Further presentations were at
the specific invitation of the Department where specific queries
recorded were put to tenderers by the Department. All meetings
vwere tape recorded, all queries were in writing and all
information submitted by tenderers in response to these queries
was also in writing,

5.20 During this time, work was set in hand to organise
tender responses and evaluation. This required preparation of
procedures covering the acquisition of tender documents,
cataloguing, security, structure of tender evaluation teams, the
precise steps of the evaluation process itself, the means by
which Departmental evaluations would be catalogued, collated and
assessed, and the means by which these assessments would be put
to management.

5.21 During this process, arrangements were made to set up a
high level interdepartmental steering committee governing the
Stratplan evaluation process, This steering committee was
chaired by the Department of Administrative Services and
included@ representatives from the Department of Social Security,
the Commonwealth Employment Service, the Department of Defence,
the Public Service Board, the Department of Science and
Technology and the Offsets Secretariat.

5.22 The Department of Administrative Services also
commenced the process of acquiting expert independent advice to
assist it in its role. This involved inviting proposals for the
retention of a consulting firm to act as independent assessor to
the evaluation, This role was to involve the consulting firm
acting as a full-time auditor working within the Department of
Social Security to oversee all aspects of the evaluation, The
independent assessor reported directly to the Department of
Administrative Services and not to the Department of Social
Security. Logica Pty Ltd was retained as independent assessors
during this period, They also were represented on the Steering
Committee.

5.23 The Department also retained its own consultants to
assist in evaluating tenders. While the Department established
evaluation teams of permanent officers to do the detailed work,
the consultants, from Coopers and ILybrand and Urwick
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International, assisted in an overseeing role together with the
First Assistant Director-General of the Strategic Planning and
Development Group, who was responsible for the overall
evaluation process itself.

5.24 During this period of tender invitation the precise
tender. evaluation methodology was considered in detail by all
parties and finalised.

Evaluation of Tenders

5.25 Tenders for data management software closed in
June 1982, Tenders for hardware and systems software closed in
July 1982.

5.26 The tender evaluation proceeded according to the
previously established evaluation methodology. Detailed work
carried out by evaluation teams was oversighted by the First
Assistant Director-General, Strategic Planning and Development
Group, and reviewed by the consultants retained from Coopers and
Lybrand and Urwicks., Input was made in the database and
communications areas from other specialised consultants.

5.27 Recommendations by the tender evaluation team were
reviewed by its consultants and by the First Assistant
Director-General, Strategic Planning and Development Group, and
incorporated into reports to the Stratplan Implementation
Committee. These were considered by it and, once approved, were
put to the Department of Administrative Services. The Department
of Administrative Services in turn reviewed these
recommendations with input from the independent assessors.

5.28 Where any recommendations made by the Department were
questioned by the Department of Administrative Services and/or
the independent assessor, these were sent back to the Department
for review and appropriate modifications were made - either
immediately or after discussion with the independent assessors
and. the Department of Administrative Services. Meetings were
held monthly with the Stratplan Implementation Committee for
this purpose. At various points throughout the evaluation
process, high level meetings of the Steering Committee, chaired
by the Department of Administrative Services, were held. These
meetings considered outstanding issues and the process of the
evaluation itself,

5.29 As a result of this process a short list of tenderers
was drawn up offering two possible solutions, These solutions
were agreed to by departmental management and by the Steering
Committee by late December 1982,

5.30 Vendors who had components in the short listed
solutions were informed of this fact in confidence in late
December 1982, It was indicated to them that the next phase of
the tender evaluation would be the establishment of integration
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tests at a site most suitable to them. This would bring together
2ll elements of the solution of which they formed a part in
order to test the viability and performance of all tendered
items,

5.31 Integration tests incorporating all short listed
components were arrxanged in California and took place between
February and March 1983. Por this purpose technical teams were
sent to California to assist in the establishment, conduct and
monitoring of these tests,

5,32 In parallel, a management team comprising
representatives from the Department of Social Security and the
Department of Administrative Services went to the United States
and Japan in February/March 1983. Their purpose was to hold
discussions with vendor managements, to inspect reference sites
and to monitor the results of the integration tests.

5.33 Integration tests and management visits were completed
by the end of March 1983. Results of these tests and visite were
integrated into the evaluation carried out by the tender
evaluation teams. Final recommendations were prepared by the end
of April 1983. These recommendations were approved by the
Department of Social Security management and the Steering
Committee chaired by the Department of Administrative Services.

Cabinet Approval of Recommendations

5.34 Following this process a submission was put to Cabinet
in May 1983, This provided the Department's recommendations on
choices following the evaluation of tenders, It also included a
asgessment of the total costs of Stratplan but did not include
figures relating to staff savings. In early June 1983 the
submission was approved by Cabinet.

Database and Network Design

5.35 In the case of database design, work was commenced in
June 1981, before preparation of Requests for Tenders or
finalisation of the Strategic Plan.

5.36 Work on communications and network design commenced in
late 1981 before the evaluation of tenders,

5.37 As part of the communications and network design
process, a full time consultant from Telecom was retained before
tenders. were received. This allowed all communications and
network design to conform with Telecom network considerations.

Contracts Development.
5.38 Work on contracts development was commenced in mid

1982, while tenders were being invited. Work was then carried
out in parallel with evaluation of tenders.
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Conclusions

5.39 On the evidence placed before it, the Committee has
concluded that:

. there was extensive use of independent advisers
in all stages of the process from the original
review of the Strategic Plan to the final tender
evaluationj;

there has been appropriate top level commitment
to the project from within the Department;

. the Public Service Board and other regulatory
agencies. contributéd to the process as did the
Offsets Secretariat, the Departments of
Administrative Services, Housing and
Construction and Industry and Commerce; and

. except that officers who would later use the
system were not consulted in its design, the
Department's acquisition. process followed the
guidelines laid down by the appropriate
authorities, The aspect of staff involvement is
discussed in Chapter 7 -~ Industrial Relations.
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CHAPTER 6
HEALTH AND SAFETY

6.1 The Committee regarded Health and Safety aspects of the
project as very important., The Committee received submissions
from Dr W Burch, the chief radiation protection officer from
Royal Canberra Hospital, Ms K Liddicoat, a senior occupational
therapist from the Capital Territory Health Commission, and
Mr P Good, from the Administrative and Clerical Officers!'
Association, The subject was also discussed with Dr R Scott from
the Department of Health and with Department of Social Security
officers.

6.2 The matters that were considered in detail related to
possible radiation emission problems, eyesight testing and
general occupational health. As stated later in Chapter 7, the
Australian Public Service Association and the Administrative and
Clerical Officers' Association (ACOA) have insisted on both eye
tests and checks: of equipment safety that are not usual in the
Public Service in BAustralia nor in equivalent overseas
organisations,

Radiation Emission

6.3 Mr Good stated that there was a possibility 'of health
damage caused by the emission of radiation from screen based
equipment, His claim is supported by =some other staff
assoclations but there appears to be no scientific evidence to
substantiate this theory. Evidence was heard from Dr W M Burch,
a medical physicist, that from the point of view of health,
hazards from ionizing and non-ionizing radiation emissions did
not exist. However, Dr Burch spoke of the possible eye/brain
link from the flickering light syndrome being caused to some
operators by the use of screen based eguipment. His hypothesis
is supported by the Australian College of Scientists in
Medicine, It was developed following an investigation of a
reported spate of spontaneous miscarriages among visual display
unit operators in a bank in South Australia which was originally
attributed to radiation effects., At that time, Dr Burch was
working with visual evoked responses and other
neurophysiological aspects., It appeared that an investigation of
the possible ill effects of prolonged visual stimulus by
patterns of flickering 1light with reported unpleasant side
effects from visual display units was warranted.

6.4 Dr Burch indicated to the Committee that it was a
reasonable hypothesis to suppose that there is an entire
spectrum of effects in a normal population due to flickering
light running all the way from frank convulsions, through
headaches, euphoria, depression, absenteeism, down to nothing.
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6.5 Dr Burch indicated in his paper, reproduced in
Appendix 7 in the volume of Appendices to this report, a
suggestion to reduce or eliminate the symptoms of this disorder.
However, the 1ink remains a hypothesis and needs to be
scientifically tested. Initially, the Committee indicated that
it may commission a full investigation, However the Committee
believes it would be most appropriate for the National
Occupational Health and Safety Commission to do this work.
Consequently, the Committee recommends that:

2. A8 a matter of |urgency, the National
Occupational Health and Safety Commission carry
out a full investigation of the hypothesis
known as  visually evoked responses in
photosensitive persons,

3. staff associations be encouraged to consider
Dr Burch's hypothesis and participate in any
investigations.

6.6 The Committee later asked Professor Haydon, a visiting
fellow to the Ion Diffusion Unit at the Australian National
university, to attend a controversial seminar on the subject of
radiation hazards in Melbourne which had attracted widespread
media attention. His report to the Committee clearly indicates
that, on the measurements carried out by the Australian
Radiation Laboratories, no visual display unit was shown to emit
x-radiation, none had any detectable level of microwave emission
and measurements of non-ionizing radiation showed that
ultra-violet and visible and infra-red emission levels measured
at 10cm from the screen were many orders of magnitude below
maximum permissible exposure levels defined by the Standards
Association, At the normal operating position of 30cm or more,
the levels would be considerably 1less, Professor Haydon
concluded his report by indicating that the seminar failed to
provide any reliable evidence to support a view that visual
display unit operators are subjected to health hazards based on
imbalances in the concentrations of positive and negative ions
in the atmosphere caused by the operation of the visual display
unit devices themselves. A copy of his report has been included
in Appendix 7 in the volume of Appendices to this report.

6.7 The Department has engaged contractors who will test
all its terminals for radiation emission, The Committee
understands that this test will not be as accurate as that
carried out by the Auwstralian Radiation Laboratories but should
show if a terminal appears to be emitting radiation., The tests
are being carried out at the insistence of the ACOA which also
recommended the contactor,
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Eyesight Tests

6.8 The staff associations have been clear in demands that
staff should be given full ophthalmological or optometric tests
prior to wusing screen based equipment and at two yearly
intervals, The National Health and Medical Research Council
(NH&MRC) in their guide to screen based equipment in. October
1983 stated that there is no particular need for operators to
have eyesight tests any more than, or differing from, those
applicable to other clerical workers. However on commencement of
work with wvistal display units and in accord with normal
occupational health practice it is desirable for operators who
work consistently with viswal display units to have screening
tests,

6.9 Evidence to this effect was given by Dr Scott of the
Department of Health who made copies of the NH&MRC Guide
available to the Committee and made the following statements:

This Guide dis by definition a guide and a
recommendation only, based on the best evidence
available to the NHEMRC acting on advice from its
Public Health Advisory Committee which in turn
acts on advice from the Occupational Health
(Standing) Committee,..

It is of interest to note that on this committee
are representatives from Commonwealth and State
Governments and’ representatives from the
Confederation of Australian Industry and the
Australian Council of Trade Unions,

In terms of Government Employment. however, under
the Code of General Principles for Occupational
Safety and Health in Australian Government
Employment, the responsibility for Occupational
Health recommendations rests with the
Director-General of Health. As the present
Director-General of Health is not medically
qualified, this responsibility is currently vested
in the Chief Commonwealth Medical Officer.,

Further, under Section 2.1 of this Code every
chief officer shall be responsible for ensuring
that the Code is followed in his department or
instrumentality.

This Guide was gazetted on 7 February 1984 by the
Chief Commonwealth Medical Officer as a
recommendation to head officers under the Code.

The Director-General of Health is chairman of

the
NH&MRC. and the Chief Commonwealth Medical Officer
is a member of the Council.
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The Eyesight Tests recommended are screening tests
only and not necessarily Diagnostic Tests, They
are designed to screen those people who do not
reach acceptable standards, and to have them
referred to a consultant for further more detailed
examination, and, hopefully, correction of their
‘abnormality’.

6,10 Dr Scott undertook to examine the eyesight testing
carried out in some overseas countries such as West Germany,
Sweden, New Zealand, United States and Great Britain., The result
of his research shows that the attitude of the relevant health
authorities in these countries is similar to Australia, though
in many countries it is not even regarded as an issue for
discussion, ’

6.1 In interim guidelines relating to occupational health,
issued on 1 January 1984, Telecom stated that:

'The appropriate eyesight screening tests consists
of the following ocular tests:

Distance Visual Acuity;

New Visual Acuity;

Oculamotor Co~ordination;

Colour Vision;

Slit Lamp Examination of the Eye; and

Ophthglm?scopic Examination of the Ocular
Fundus!

Occupational Health

6.12 In the Australian Public Service there are alarming and
growing statistics of injuries caused by the introduction of
screen based equipment. The most common injury is repetition
strain injury (RSI) which usually shows up as a pain in the
fingers, wrist or elbow and sometimes in the shoulder or back
muscles., There may be some swelling of the joints but the
occurrences of the injury, or otherwise, cannot be measured by
swelling. Repetition strain injuries appear to be caused by the
rate of work, amount of static muscle work and the stressful
posture both of the body and particular joints.

6.13 Attachment FE is a copy of a paper given by Ms. Kerry
Liddicoat, a senior occupational therapist from the Capital
Territory Health Commission to the recent ANZAAS Conference. Ms
Liddicoat, at a hearing of the Committee, discussed the
psychological problems caused by medical practitioners
disbelieving sufferers because no evidence of injury was obvious
and the stress caused by the ignorance of both colleagues of the
sufferers and society.
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6,14 The Central Office of the Department of Social Security
has about 100 operators of which 30 are injured at the present
time. There are two civil cases awaiting hearing in Adelaide
where operators are suing the Department for damages as a result
of their work on terminals. In the Australian Capital Teritory a
Support Group for repetitive strain injury has over 400 members
fxomkmany organisations, but the real incidence of the injury is
not known,

6,15 ‘During this investigation the Committee has examined
the following documents amongst others:

. Work on Visual Display Units: Risks for Health ~
World Health Organisation;

« Report of a Cross-Sectional Survey of VDT Users
in the Baltimore Sun - Dept, of Opthomology,
University of Maryland;

Health Issues in VDT work - US Dept. of Health
and Human Services;

. Human Factors Aspects of VDU Operation - Health
& Safety Executive, London;

. Vision and VDU's., A Review - Australian
Optometrical Association;

. An Investigation of Health Complaints and Job.
Stress in Video Operators - Miami University,

oOhio; and
+ Prevention of Occupational Eyestrain -~ ASTMS,
London,.
6,16 The theme that is obvious from these publications is

that. there is a difference between the eye tests required for
VDU operators and other clerical workers, as most people who
work on screen based equipment would maintain., In speaking about
repetitive strain injuries and eye tests medical practitioners
have been known to quote from the writings of Ramazzini who
discussed these problems in the beginning of the 18th century.
On the "Digeases of Printers" he said in about 1711:

‘printers themselves tell that after they have
applied themselves to their task the whole day
long and have left the shop they fancy even at
night that those letters which are printed on
their imagination keep moving to and fro for many
hours. Thus from gazing all the time so fixedly at
these black letters, the tonus of the membranes
and fibers of the eye is seriously weakened,
especially of the pupil, Those who sit at the
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forms and compose may do well to wear spectacles
to prevent failures of the tonus of the eye, and
now and again they should rub the eyes gently;
also bathe them,'’

6.17 Later in writing about the problems of people who do
fine work he said:

‘it would help those workers very much if besides
wearing spectacles they would give up the habit of
keeping the head constantly bent and the eyes
fixed; if they would now and again drop their work
and turn their eyes elsewhere or snatch a respite
of several hours from their task and rest their
eyes by looking at a number of different things'.

6.18 His advice seems worth following today. In this area of
occupational health the progress in two and a half centuries
hardly equates with the enormous social and economic changes
that have occurred in that time,

6.19 Because the issues of health and safety are common to
all departments the Committee has produced a separate volume
which contains the policies of the major staff associations and
the guidelines laid down by several departments to protect the
health of their staff, This volume entitled "Occupational Health
and Safety Aspects of VDU Use; Appendices to Report 225' was
produced to ensure that some of these documents which have been
provided to the Committee are generally available.

Conclusions and Recommendations

6.20: The Committee believes that the Department of Social
Security, with the help of staff, qualified ergonomists and the
Commonwealth Institute of Health, has done an excellent job in
designing furniture and terminals, The Department employs one
occupational health and safety officer and is attempting to
change work practices so that one operator may not operate a
keyboard for more than 3 or 4 hours per day.

6.21 The Committee recommends that:

4. The suggestion. that staff should be:
multiskilled ratherr than solely keyboard
operators be considered as a basic principle of
employment by the Public Service Board and
other appropriate bodies as a matter of
urgency.

6.22 The question of health and safety ranges across the
whole of public sector employment. It is raised in the Stratplan
context because of the vigibility and size of this project, and
the changes that are expected in the work habits of the majority
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of staff in the Department. The Committee believes that the
provision of better conditions in this Department will be the
policies adopted for the workforce at large.

6.23 The Committee notes that if the interim measures issued
by Telecom are agreed to in the Public Service they would appear
to cover most of the associations' requirements. The Committee
also notes that the NH&MRC is the regulatory authority, yet it
issues a booklet which is 'A Guide and a Recommendation Only'.
This publication was then accepted by the Public Service Board,
and, in spite of its status as a recommendation only, it became
the regulation under which all departments must act., The
Department of Social Security cannot act independently to
perform eyesight testing even though the cost of this, to them,
is minimal compared to the cost of the delay in system
implementation,

6.24 Another problem of setting guidelines rather than
regulations seems to occur when staff associations ask for rest
time for keyboard operators, Some departments insist on staff
exercising morning and afternoon plus allowing 106 to 15 minutes
breaks every hour, while other organisations allow neither
exercise nor rest and may not be aware that repetitive strain
injury is a problem.

6.25 The Committee recommends that:
S. All health and safety problems be examined by

the rewly formed National Occupational Health
and Safety Commission, which will take over

auch of the occupational health
responsibilities from the Public Service Board;
and

6. All future instructions, from any authority to
the Department on health, safety and industrial
issues be issued as directions not draft
guidelines, guidelines, or recommendations.
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CHAPTER 7
INDUSTRIAL RELATIONS

7.1 In September 1981 the Minister for Social Security
announced the Department's intention to re-equip its computer
system, Since then the following discussions have taken place
between the Department and representatives from the
Administrative and Clerical Officers' Association (ACOA)
Australian Public Service Association (APSA) and the Public
Service Board (PSB).

‘The first meeting with APSA and ACOA was held on
15 January 1982.

A meeting was held with APSA on 18 February 1982
at which sections of the tender documents
‘relating to equipment to be used by staff which
have occupational safety and health implications
were provided.

A further meeting with ACOA was held on 22
February 1982. ACOA were advised of the closing
times for tenders in the three broad categories
of :

« hardvware and systems software;
. data management software; and
« contract programming.

ACOA formally requested copies of the tender
documents. ACOA offered to participate in the
evaluation of equipment which had occupational
safety and health implications,

The Minister met with APSA on 10 March 1982 and
ACOA on 18 March 1982,

On 23 April 1982 ACOA/APSA were given written
assurances that the growth in the Department's
staff would offset any retrenchments but advised
of the likelihood of redundancies and
redeployments.

. On 26 January 1983 a general briefing session
for all unions was held,

. On 13 April 1983 the Department wrote to
ACOA/APSA seeking their involvement in
occupational safety and health factors
evaluation of Stratplan equipment, in particular
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VDU and keyboard terminals., Involvement included
inspection and assessment under appropriate
conditions of confidentiality.

On 5 May 1983 ACOA/APSA representatives viewed
Stratplan equipment,

On 12 July 1983 a further meeting was held with
ACOA/APSA,

On 28 July 1983 there was a meeting with
ACOA/APSA on Regional Office Site Preparation.

After August 1983 there were more frequent
meetings with both Associations -~ more or less
on a monthly basis.

On 5 September 1983 the Department advised the
Public. Service Board of the pressures building
up in the workplace over existing eyesight test
guidelines for screen-based equipment
operations. The Acting Assistant
Director-General, Manpower and Planning stated
in a memorandum to the Public Service Board:

‘This Department is seeking to provide adequate
occupational safety and health training within
the Stratplan training program but can do little
to ease the anxiety that staff are expressing
concerning the eyesight testing protocol until
Service-wide steps are taken to ameliorate the
situation'.

On 12 September 1983 a staff impact study for
Mission 1 products was provided to ACOA/APSA.

Following the October 1983 meeting with ACOA no
further meeting took place umtil 25 January 1984
because the Department was not meeting the costs
of ACOA representatives who attended Stratplan
meetings.

On 25 November 1983 the Department raised its
concern on eyesight testing at the Committee on
Occupational Health and Safety in Australian
Government Employment. Management meeting, At
that meeting it was agreed that the Management
Group would attempt to get the ACTU to agree to
technical standards.

. The Department met with APSA on 13 December 1983

and displayed a proposed work station complete
with VDU and keyboard.
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On 21 December 1983 Departmental representatives
met with representatives of the Public Service
Board to discuss eyesight tests. The Department
again pointed to its industrial situation and
the implications for Stratplan implementation.

From January 1984 the Department agreed to meet
the cost of two ACOR representatives - similar
provisions were extended to APSA.

Since that time the Department has met with both
Agsoclations at frequent intervals. Stratplan
consultations are now referred to a
sub~-committee of the respective national
consultative arrangements reintroduced by the
Minister in January 1984,

On 19 January 1984, the Minister confirmed with
ACOA that there would be no retrenchments
arising from Stratplan, At the same time the
Minister informed ACOA that compulsory transfers
may be unavoidable in certain circumstances and
that the Department would abide by eyesight test
guidglines determined by the Public Service
Board,

On 9 March 1984 the Department forwarded to, both
ACOA and APSA for comment a copy of draft
guidelines. for redeployment in the Department,
These guidelines essentially sought to achieve
voluntary redeployments before the formal
processes of the CE(RR) Act were invokad.

On 13 April 1964, the Department wrote again to
the Public Service Board on eyesight testing
requesting the Board to look again at the
Service-wide guidelines for eyesight testing,

On 3 May 1984 the Department and the Public
Service Board met with APSA to discuss the
Hardware Controller classification, As a result
of this meeting both the Board and the
Department undertook to provide APSA with
various documents relating to how the decision
was reached on the level of the position. This
information was provided on 11 May 1984,

On 22 May 1984 APSZ advised the Department that
it was still considering the material provided
and would give a response when all
considerations were completed,
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On 31 May 1984 ACOA provided the Department with
proposed duties for a position of Clerk Class 7
(site Liaison Officer) which it considers
essential for all regional offices,

On 4 June 1984, the Public Service Board, ACTU,
ACOA and APSA pmet to discuss eyesight test
guidelines,

Also on 4 June 1984, the Director-General wrote
to the Chairman, Public Service Board, pointing
out the occupational safety and health concerns
of the staff associations in relation to
Stratplan and sought leadership from the Board.

On 6 June 1984 the Director-General wrote to the
ACOA confirming the Department's position on
redeployments and compulsory transfers and on
eyesight tests.

On 13 June 1984, the Department wrote to the
Public Service Board seeking guidance on the
issue of testing VDUs for radiation emission.
The Department also outlined what action it had
taken to that time. The Agsistant
Director-General, Manpower and Planning asked
the Public Service Board for specific guidance
and concluded his letter by saying: !

'The Department acknowledges the association’s
concerns for the health and safety of their
members and will be formulating a response to
the industrial issue,. However, before
negotiations on this issue are progressed
further your urgent advice of your position and
the Service-wide attitude to be adopted on this
issue would be appreciated.

In addition your advice as to whether the Board
has expressed a view, or intends to express a
view on this matter to staff associlations would
also be appreciated'.

On 13 June a Departmental representative met
again with APSA .to discuss the classification of
the Regional Hardware Controller position.
Egsentially no change resulted from the meeting
although APSA did indicate support for the
position being in the Clerical Assistant
structure.

On 3 July 1984, in a National Consultative
meeting with APSA the Department put forward a
suggestion that the eyesight test issue be put
to an independent committee for resolution.

51



7.2 In spite of this impressive number of meetings the
present position is that APSA imposed a ban on the release of
stores to the Redfern regional office on 4 April 1984. This
prevented the implementation of the word processing phase of
Stratplan and has effectively halted all systems implementation,
Their main complaint is the lack of ophthamological or
optometric eye testing facilities and the inability of the
Depaitm:nt to guarantee the radiation emission levels f£rom
terminals.,

7.3 The ACOA agree with the need for eyesight and radiation
tests and have placed these two items as basic requirements
before the system is implemented. In addition the association
has demanded that a full staff impact study be carried out for
Stratplan,

7.4 In 1968 the Commonwealth Conciliation and Arbitration
Commission brought down a judgement in favour of the Federated
Clerks Union which was regarded as a benchmark on the respective
responsibilities of employers and unions in situations of
technological change. The Full Bench judgement commented

'Many real human problems may be involved which
may not be known to company executives and they,
with the best will in the world, may take steps
which do not help to solve them, It is our view
that employees and their welfare are as
important in the planning of a change of the
kind we have had to consider as any other aspect
of the change and that they, both individually
and through their union, should be brought in at
the planning stage. When brought into the
planning both employees and the union should in
their turn attempt to .understand the problems
which the employer faces and co~operate with him
to try to find a reasonable solution ,,, If in
the future, the Commission's attention is drawn
to instances in which the future welfare of
employees has not in its view been properly
dealt with in company planning, the Commission
may find it necessary to intervene in the
interests of industrial justice.' (1968, 122
CAR 339 at p. 345)

7.5 This judgement is especially pertinent where the Public
Service is involved,

7.6 The ACOA presented a submission to the Committee on its
dealings with the Department. A copy of this is at Attachment A.

7.7 Mr J Pearce, senior industrial officer, ACOA,

represented his organization at a hearing and spoke of the lack
of any element of trust in his negotiations with the Department.
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He stated that the plan for ADP re~equipment was developed in
secrecy in 1981 without the knowledge of the. ACOA and without
consultation on the issues raised, although this was in breach
of an agreement previously made with the Department. He also
criticised the manner in which the possible staff savings were
interpolated in order to cause a favourable impression in
Cabinet when the submission was presented.

7.8 The Department pointed to the considerable eforts it
had expended in designing and purchasing ergonomic furniture and
equipment and in keeping staff informed of progress once the
Cabinet decision had been taken. It also agreed with APSA that
keyboard operators should have 10 minute breaks every hour in
addition to normal personal hygiene and meal breaks.

Conclusions and Recommendations

7.9 The Committee has concluded that industrial relations
between staff and management are difficult due mainly to the
inability of the Department to provide health and safety tests
to employees regarding eyesight and possible radiation emission
problems from screen based equipment, The Department is
constrained by the Public Service Board which is responsible for
setting standards for staff conditions of service.

7.10 The Committee believes that the issues of industrial
relations, particularly in the areas of occupational health,
could have been resolved in the planning stage with' agreement
between the PSB and staff associations. This was made cléar by
the Director-General in his letter to the Chairman of the PSB on
4 June 1984 when he said:

'This .Department has two issues relating to
occupational health and the introduction of
Stratplan which are the subject of dispute with
the two relevant staff associations. The first
is the question of eyesight testing for VDU
operators and the second radiation testing of
Vbus.

‘There seems to me to be an element of insanity
in an industrial dispute between a Commonwealth
department or agency and unions on occupational
health issues, Obviously, if there is a genuine
health problem, as a responsible employer the
Commonweal th should take all necessary
corrective action, If there is not a genuine
health problem, the taxpayer should not be held
to ransom to provide unnecessary and expensive
equipment and services which may also serve to
create unnecessary anxiety in some staff.
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'1 fully support your view that these
occupational health matters are too important to
be negotiated in isolation by individual
departments and agencies, It does seem to me to
be an issue on which leadership is required from
the Board, I believe that all Commonwealth
employing agencies and the ACTU should be able
to settle on common occupational health
standards, based on the best advice available., I
would ask that the Board initiate action in this
direction.’'

7.11 The Committee agrees with the principle expressed by
the Director-General of the Department of Social Security that
the issues of eyesight testing for visual display unit operators
and radiation emission testing of the visual display units
themselves, should be resolved through negotiations between the
Public Sexvice Board and the staff associations.

7.12 The Committee recommends that:

7. The Public Service Board, acting on behalf of
all Government departments and agencies, and in
consultation with other appropriate agencies,
establish and promulgate common occupational
health and safety standards as a matter of
urgency.

7.13 The Committee has concluded that the Department of
Social Security has taken some steps towards satisfying the
demands of the staff associations through the supply of
ergonomically designed@ furniture, the acceptance of regular
breaks for keyboard operators and the issue of information
sheets for staff on the progress of Stratplan. The Committee
believes that within the limits imposed on it the Department has
gone as far as possible in catering for staff associations!
demands regarding health and safety.

7.14 The Committee notes that the Department did not consult
the staff associations at the planning stage of Stratplan. The
associations obtained information from a copy of the Strategic
Plan. that 2,400 or 2,700 staff would be saved by the
introduction of Stratplan,

7.15 The Committee recommends that:

8. The staff impact study be completed as soon as
possible with special hasis on expected
gtatf savings and reclassifications. A
consultant should be employed to stipulate the
guidelines of the study in conjunction with the
staff association. The Committee wishes to be
informed of the results of this study before
stratplan is implemented in each State;
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10..

sStatf, th:ough their associations or via normal
communication channels, be kept informed of
delays or alterations to the system. This is
particularly important f£or regional office
staffy and

staff associations be asked to participate in
the systems implementation and be invited to
attend the weekly progress notings chaired by
the National Stratplan Co-ordimtor.
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CHAPTER 8
RESIGNATION OF A SENIOR OFFXCER

8.1 During the strategic planning, tendering and final
system and product evaluation, Dr E Prince was in charge of the
ADP systems branch, In May 1984 he resigned from the Public
Service to take up a position with Computer Power, a company
baged in Melbourne, He was appointed to head a New York venture
for the company.

8.2 Computer Power had been successful in their tenders to
the Department of Social Security for a data management package
valued at $1.9 million, a text retrieval system worth some
$50 000 and to supply on contract from their subsidiary,
Computer People, 34 out of a total of 90 contracted programmers.
This contract is worth about $1.5 million per year to Computer
Power.

8.3 The BActing Director-General informed the Committee of
the processes the Department had undertaken to ensure the
Commonwealth had not been disadvantaged or that Computer Power
had not received an unfair advantage by Dr Prince*s action. The
Acting Director-General tabled two reports, one by the Chief
Internal BAuditor and the second, which is copied in
Attachment B, by a committee comprising himself, Mr Monaghan of
the Public Service Board and Mr Hamilton of the Department of
Prime Minister and Cabinet.

8.4 The report by the Chief Internal Auditor, Mr Brian
Leonard, went beyond the narrow sphere of responsibility
described in the Public Service Board's 'Guidelines on Official
Conduct of Commonwealth Public Servants' as it covered past and
possible future purchases or agreements that could have been
influenced by Dr Prince, Beyond a fairly minor indiscretion in
discussing data management packages sold by Computer Power with
another organisation the Chief Internal Auditor felt that there
was no evidence to suggest that there was any impropriety in the
action taken by Dr Prince or Computer Power,

8.5 The key factors in this determination were described as
follows:

. There was an independent external consultant who
reviewed the tender documents to ensure there
was no bias in favour of a particular vendor;

. A senior management team took all decisions
relating to the tender;

The evaluation criteria were met before tenders
were received by the Department of Social
Security;
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. Iwo external consultants (Coopers & Lybrand and
Urwick International) advised the Department of
Social Security on all recommendations; and

. An independent a (Logica) was appointed
by the Department of Administrative Services to
monitor and review all decisions.

8.6 The Chief Internal Auditor who was assisted by the
Assistant Director-General (Systems Maintenance) who advised on
technical matters, concluded his report by stating:

‘The tender evaluation process contained an
exhaustive system of checks and balances,
reporting and mechanisns which: clearly were
introduced to safeguard the Commonwealth's
interests in getting the best and most cost
effective solution to DSS requirements.

'With the minor exception of recently providing a
referee's comment, I have found no areas in which
justifiable allegation of impropriety could be
made against Dr Prince?.

Conclusion

8.7 The Committee has concluded that the procedures for
ensuring propriety by Commonwealth officers accepting ‘employment.
in the private sector have followed the established guidelines.
However, the Committee may wish to review the guidelines as a
separate issue at a latér stage.
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CHAPTER 9
STRATPLAN OPFSETS

Australian Government Offsets Policy

9.1 Offsets are deemed to be work directed to Australia by
an overseas supplier as a result of receiving, or in
anticipation of receiving, a major order for equipment or
services in which the Australian Government is involved. It is a
policy of the Australian Government that offsets work be
directed back to Australian industry by an overseas supplier who
receives a major Government order, The Australian Offsets
Programme seeks to secure workload which will broaden the
capabilities of industries which are of defence or technological
significance to Australia, and stimulate technological
advancement in Australian industries, It aims also to provide
new and expanded employment opportunities within Australian
industry. All contracts for purchase or lease valued at
$1 million or more with a minimum of $0.5 million imported
content come within the scope of the offsets policy. Potential
overseas tenderers to the Commonwealth are required to agree to
place offsets work in Australia for a total of at least 30% of
the contract value for offsets purposes, The contract value for
offsets purposes is defined as the contract value less the value
of Australian local content included in the contract for reasons
other than providing approved offsets. Where offsets
requirements are exceeded, offset credits may accrue, and these
may be used to meet the offsets requirments of any future
contract, The Offsets Section of the Department of Defence
support, as the offsets authority, provides general advice to
tendering and contracting authorities on the offsets policy. The
Offsets Section has a discretionary power in the allocation of
offsets credits. It also advises the purchasing authority
regarding the acceptability of offset offers and the fulfillment
of offset commitments subsequent to a contract being arranged.

Department of Social Security Involvement in Implementation of
Offsets Policy

9.2 The Department took an active interest in the possible
offsets implications of the Stratplan contract to avoid any
situation that might impede implementation of Stratplan, A visit
to the United States of America by senior officers of the
Departments of Social Security and Administrative Services was
arranged in order to determine that major tenderers were aware
of Departmental concerns related to the implementation of
Stratplan, and were making a commitment to offsets obligations,

9.3 The Companies involved with the Stratplan contracts are
Wang, Amdahl, Storage Technology, Computer Power and IBM.
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Offsets Commitments

9.4 As noted above, it is the responsibility of the Offsets
Section, Department of Defence Support, to monitor Offsets
Agreements once Stratplan purchase contracts have been signed.
The information below has been provided by the Department of
Defence Support.

Wang

9.5 Wang established a factory in Canberra to manufacture
colour work stations in April 1984, The Wang factory currently
employs 24 staff, and by the end of 1985 should employ about 100
and will result in further employment in sub-contracting
companies. About 70% of its current workforce have been
recruited from the Canberra area, and Wang anticipate that this
trend will continue. The production run is estimated at some
11 000 units over the next 3 years as a minimum, Wang is also
committed to maximum local sourcing of components. Wang software
development will involve additional employment of 10 high
technology software researchers and developers in Canberra, The
total value of Wang's offsets commitment is estimated at
$11 million over the next three years,

Amdahl

9.6 Amdahl agreed to develop systems software products,
including a data-base facility, language ° compiler,
teleprocessing monitor, job accounting and X25 network interface
software modules, which are connected with its new operating
systems, in association with Computer Sciences of Australia.
Total wvalue of this development has been estimated at $3
million, It is expected to employ directly 18 personnel in the
first year, and some 38 personnel by the third year, in very
high technology software development.

Storage Technology

9.7 Storage Technology has a major commitment to advanced
software development in Australia for their new optical disk
project. Storage Technology is also committed to setting up a
reconditioning and repair plant for computer mainframe
peripherals in Australia, as well as to local sourcing of some
components. for mainframe peripherals, At least 10 people will be
employed as a result of these proposals, mainly in high
technology software development., The total value of this
commitment has been estimated at $3 million over the next 8
years,
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Computer Power

9.8 This company’ has committed itself to establish a
software development house in Canberra to work on data
management software development and also to act as a
sub-contract house for outside orders. The total value of this
commitment is set at $280 000..

IBM

9.9 IBM has accumulated substantial offsets credits by
announcing that its personal c¢omputers and CPUs will be
manufactured at its Wangaratta facility and through its
continued software development in Australia. IBM propose to use
these credits to cover the offsets requirements of Stratplan.

Action Taken to Comply with Offsets Agreement

9.10 on 18 August 1984 the Department of Defence Support
advised the Committee that the present position of the offset
arrangements was as follows:

« Wang have advised that the following orders have
been. placed.

.o Circuit Technology of Australia, 1200
Multiwire Boards - $336 445.00. .

.. Austral Standard Cables, dual W axial cable,
cable assemblies, power cords - $700 000.

«» Columbia Products. Range of ribbons 180 000
units - $540 000,.00.

Wang also advised thats

«» @ letter of intent has been signed with
Printronics for the supply of circuit boards,
value $264 000. Negotiations are continuing
with other suppliers.

«. negotiations are continuing with suppliers of
power equipment,

Amdahl has advised that an order has been placed
with Computer Sciences of Australia worth $2.7m
for the development of systems software. &an
order has also been placed with systems
technology for the porting of -selected software
modules. on the Amdahl 4400 series network
concentractors.
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Storage Technology has placed an order with
Computer Power for the development of optical
disc software, The initial order amounts to
$700 000. Negotiations are continuing with the
two companies for additional orders, Storage
Technology were unsuccessful in £inding a
supplier of cables. 1t is understood that the
establishment of the offsets workshop is
proceeding.

The Computer Corporation of America wrote and
marketed the Model 204 database. The package was
sold to the Department of Social Security
through Computer Power. A deed of agreement was
completed with Computér Corporation of America.
A progress report is awaited,

IBM have used their existing offsets credits to
meet their obligation.

Conclusions and Recommendation

9.11 It would appear to the Committee that both Storage
Technology and Computer Corporation of America have not at this
stage met their offset agreements,
the benefits of the offset program will be less than predicted,
the Committee regards compliance with offset arrangements as
vital to advance the capability and capacity of Australian
industry and will monitor this aspect of the Stratplan project

closely.

9,12 The Committee therefore recommends that:

11,

All offsets agreements be signed prior to
contracts being let.
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CHAPTER 10
PROJECT MANAGEMENT

10.1 The Department of Social Security presented a

submisgion to the Committee on Project Management which is

reproduced at Attachment D. The Department's: project management

operation is controlled hierarchically and has relied upon the

commitment of its senior officers to understanding the system in

fdgl:a:l.l. A schematic diagram of their reporting lines is at
gure 1.

106.2 The ADP Division uses an automated project management
system which runs on a Wang minicomputer., It is designed to show
each project leader the status of his area of responsibility and
also the status of other project teams he may rely on or which
may be relying on him. Its advantage is its simplicity of use
though, because it omits financial information, it is more a
scheduling system than a project management system.

10.3 The Department uses a software package called SMD/70 to
help with system design, and later with project management. This
is being used by senior users of the system who believe it helps
to document requirements, estimate times and act as a
communicative mechanism. Samples of the system's output are
shown at Attachment G. '

10.4 At the time of this report the Department had just
commenced using these systems. In the next report of the
Committee the Department's experiences with them as management
tools will be discussed, .

10.5 The Department has kept the Committee informed of
progress of the implementation of its equipment and systems by
means of the weekly Project Management Report.

Conclusions

10.6 The Committee has concluded that project management is
basically sound, principally because of the commitment of senior
staff. However, there are delays in implementation caused mainly
by the size of the project and difficult industrial relations.

10.7 In spite of the use of almost 100 contract programmers,
consultants and highly motivated and qualified staff, the system
implementation will be up to 12 months later than predicted and
this delay will probably be more pronounced as the
implementation proceeds.
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2
/r

10.8 The Department also failed to recognise the staff
associations" concerns on health and safety matters and future
job prospects of their members.

10.9 Rather than comment in detail at this stage the

Committee will monitor the implementation timetable and keep
Parliament informed of progress.
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CHAFTER 11
FINANCIAL MANAGEMENT

11.1 The Committee received a submission from the Department
of Social Security on Financial Management for the project which
is reproduced at Attachment C.

11.2 The submission argues that it is essential that the
financial management of the total project be vested in the
secretariat which services the System Division rather than, by
implication, the Finance Branch of the Department.

11.3 The Department was asked to provide a detailed
submigsion to the Committee explaining the differing figures
that appeared in various reports regarding the cost of
Stratplan, The Committee had noted figures of $143m, $175m,
$210m and $234m.. The confusion appeared to have arisen when the
media continually referred to the '$100m Stratplan system’,
while Cabinet had agreed to expenditure of $234m over a four
year period and an internal memorandum mentioned the cost to be
Vexpected to amount to $175 m',

11.4 The Department responded with the following
explanations: .

. $143 million Appendix B of the ADP Strategic
Plan 1983-84 provides details of
the overall expenditure on
ADp-related activities,
Expenditures against items 1, 3
and 5 are included in the $143

million cost estimate. A
dissection of these expenditures
between Stratplan and.

non-Stratplan is at figure 3,

. $175 million This figure was derived from
paragraph 1.63 of the main
Report of the Department of
Social Security's "Tender
Evaluation Report®. That
paragraph identifies the likely
actual cost (10 year net present
value at 108 discount) at
$174.63 million for Amdahl/Wang
with data base system 204,

. $210 million: This figure represents the

estimated expenditures and
forward commitments for phasing

65



the re~eguipment, mainframe and
user sites, and other ancillary
requirements as approved by
Cabinet over the years 1982/83 -
1986/87. Prices are as at April
1983 with Computing Equipment.
being converted to constant
prices using a 12% per annum
deflater and  exchange rate
adjustments to end-April 1983,

» $234 million: Following advice from the
Department of Finance it was
requested that the estimate for
Computing EBquipment be provided
without the inclusion of the 12%
per annum deflator. The effect
of this change was to increase
the item Computing Equipment by
approx $24 million giving a
revised estimated cost of the 4
year Stratplan proposal of
$234 million,

11.5 To add to the uncertainty of the true cost of this
project, the Department's ADP Strategic Plan, (see Figure 2, and
a further summary of expenditure, Figure 3) refers to figures
that are different from those mentioned above, :

Rise in Price from the Original Cabinet Decision of December
1981 to the Final Decision in April/May 1983

11.6 The Department acknowledged that the price of Stratplan
had increased from the original estimate of $52 million to
$119 million and stated that this had been caused by a
combination of the rise in exchange rates and the need (because
of higher unemployment levels) to purchase 7000 terminals
instead of the original estimate of 4000.

staff Savings

11.7 In. the Strategic Plan that was sent to Cabinet in
December 1981° there was a clear statement made that 'up to 2700
positions would be released because of Stratplan'. This figure
amounted to about 20% of the staff of DSS at that time..

11.8 It is clear to the ‘Committee that this figure was not
'notional', A statement was made that 'While this figure of
staff released is considered to be achievable, some allowance
should be made for contingencies. Therefore, a figure of 2400
should be used for planning purposes,'
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SUNHARY OF EXPENDITURE ON ADP~RELATED RESOURCES

Strategic. Plan 1983/84
TABLE Bl: OVERALL EXPENDITURE ON ADP-RELATED ACTIVITIES ($°000s)

FIGURE 2

QUDGET YEAR
1982-83 1983-84 1984;85‘ 1985-86 1986-87
a b a a
1 Harduare 486 30936 43710 28680 9091
2 Telecommunications 722 1100 3675 4410 4750
Charges
3 Software ‘206 2882 3280 2346 2764
4 Haintenance 1'399 1929 3959 6759 . 8116
S Environment 1178 $758 7307 4656 1106
6 Consumables 540 70t 72t 745 770
7 Consultants and 821 5965 6798 5841 170 «
Contract Services.
8. Bureaux 3052. 2127 833 406 405
* 9 Hanpower 20827 29172 30047 ) 30948 1876
TOTAL ITEMS 1-9 2923t . 80580 100330 84791 59048

* Includes 85% staff loading

a - expenditure needed to carry on present systems
b - refers to new systems
A
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11.9 In the Strategic Plan dated 2 February 1983 a figure of
2400 staff savings was again mentioned but in the Strategic Plan
of February 1984 there is no figure for staff savings. This was
ten months after Cabinet had given its approval to purchase the
equipment.

11.10 At the hearing of 23 August 1984 the representative
from the Department of Pinance stated that his. Department would
be examining how Stratplan affected staff numbers and as the
responsibility for staff ceilings has been transferred from the
Public Service Board to the Department of Finance, the Committee
will look to the Department of Finance for future advice.

Conclusions and Recommendations

11.12 The Committee has concluded that the project will not
realise the monetary savings suggested by the Department of
Social Security when the original Strategic Plan was drawn up.
Successive Ministers have been given an expectation of staff
savings of between 2400 and 2700 as a result of Stratplan. It
would now appear that these figures are unrealistic and that the
Department has abandoned them.

11.13 Given that staff savings will not occur the Committee
believes that the Department did not fully investigate the
alternative methods to on-line centralised processing. It is
difficult to see how the Department could have expected on-line
processing to have such an effect on the size of their staff,

11.14 Prom the information that has been presented to the
Committee, it is apparent that the total project cost is in some
doubt and that the financial planning system is incomplete, The
financial management of the project will be closely scrutinised
by the Committee as part of its role and advice will be sought
from the Department of Finance on a regular basis.

11.15 The Committee recommends that:

12, The financial planning system be completed, if
necessary with the help of external
consultants,

13, The Department. review the total project cost,
including all attributable ataff costs, in
conjunction with the Department of Finance. The
Committee would expect a submission on this
matter as soon as the review has been
completed.,

11.16 It is apparent to the Committee that the use of
staff sgavings was clearly intended to influence the
Government about the cost effectiveness of the project in
the early stages of the system development., However at a
hearing of the Joint Committee of Public Accounts held in
Parliament House on. 23 August 1984 the Department's witness
stated:
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‘It is certainly clear that Stratplan and the
better systems that come with Stratplan will
improve the quality of work done within the
Department and improve the quality of service to
the client. We do not expect that that is going to
result in any staff savings’.

He went on to say that work restructuring could result in staff
savings and a staffing impact study was currently underway and
that the Department had not forgotten the need for a
cost-benefit result,

11.17 During the life of the project the Committee will
expect to be convinced that Stratplan is a cost effective system
and will report to Parliament accordingly. To this end the
Committee recommends that:

14. The Department of Social Security review the
cost effectiveness of the project in
conjunction with the Department of Finance and
advise the Committee accordingly.

15. Following the review the Department of Finance
continue to oversee the personnel aspects and
the overall costs of the project and report to
the Committee on a regular hasis;

16, The Australian Audit Office audit the system
regularly and be assured that the Department's
ADP Internal Audit has obtained the best advice
on all matters of data and system security;

17. The Department report progress and problems on
a monthly basis to the Committee and the
Australian Audit Office. These reportez should
include discrepancies of time or costs from the
planned schedule; and
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ACOA SUBMISSION

INDUSTRIAL RELATIONS ASPECTS OF THE STRATPLAN COMPUTER
RE-EQUIPMENT BY THE DEPARTMENT OF SOCIAL SECURITY
MAY 1984

A. INTRODUCTION

1. The Administrative and Clerical Officers' Association,
Australian Government Employment, is an organisation registered
under the Conciliation and Arbitration Act representing over
48,000 members employed by the Commonwealth and Northern
Territory Public Service Statutory Authorities. The Association
is the largest union in the Australian Government Sector and
membership of the Association is open to all Pirst, Second and
Third division administrative and clerical staff in Departments
of State, equivalent officers in many statutory bodies outside
the Public Service Act including Telecom, Australia Post and the
Health Insurance Commission and Statutory Office holders.
Approximately 80% of eligible staff are membe::s of the
Association,

2. Amongst ACOA's membership are over 6,000 employees of
the Department of Social Security. ACOA's membership in the
Department of Social Security includes staff employed at Central
Office, State Headquarters and in the Department's Regional
Office network in over 180 offices. ACOA members are involved in
the £ull range of Departmental activity including policy
formulation, maintenance of welfare system and general
administration of the Department.. '

3. ACOA has demonstrated over a long period a very strong
concern about most aspects .0f the delivery of Social Welfare in
Australia, This concern has been particularly shared by our
membership in the Department of Social Security who have
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demonstrated a strong interest in matters relating to the scope
of benefits and level of benefits available to Departmental
clients and the quality of service provided by the Department of
Social Security to its clients. ACOA is active in the Trade Union
movement on these issues and is represented on the Australian
Council of Trade Unions Social Welfare Committee., ACOA also has
regular contacts with Australian Council of Social Service and
other welfare groups at National, State and regional level,

B. RBACKGROUND T0 STRATPLAN

4, In order to appreciate the industrial relations
considerations associated with the introduction of Stratplan, in
ACOA's view, it is necessary to briefly examine the background to
the development of, and the perceived governmental deliberations
in relation to, the Department's computer re-equipment, The first
consideration is that during 1981, when the first Strategic Plan
was being developed, this was done. in secrecy and without any
knowledge of ACOA or consultation on the issues raised. This
level of secrecy was maintained despite the clear obligations of
the Department under the then existing National Consultative
Agreement in Attachment (1) of this submission and the
Committee's attention is drawn to paragraph (3) of the Agreement.

5. The second consideration relates to the circumstances
in which the governmental decision was made to "go ahead" with
the implementation of Stratplan. The Cabinet decision was
reported in late December, 1981, immediately after the cessation
of the staffing dispute in the Department of Social Security.
ACOA is aware from the various documentation, including the 1981
Strategic Plan, that the proposal put to the Cabinet indicated
that there would be significant long term staff savings following
from the implementation of Stratplan (the figure of 2,700 was
used) and that the computer equipment would ensure greater
reliability of benefits service in the event of industrial
disputes., ACOA believes that these arguments would have been
fairly compelling to a government which had just endured an
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eight week industrial dispute over staffing and during that
period had not been able to maintain benefit payments as a result
of standing down large numbers of ACOA members. Considering the
manner in which the proposal had been presented to the
government, and the timing of the proposal, ACOA was naturally
very sensitive in relation to Stratplan and this sensitivity was
not improved by the veil of secrecy which was again drawn over
preparation for the implementation of Stratplan in the first nine
months of 1982.

6. This background explains how, in part, a relatively
straightforward computer re-equipment, admittedly on a large and
sophisticated scale, rapidly became a matter of considerable
controversy amongst ACOA members in the Department. in ACOA's
view, if the Department had handled the introduction of Stratplan
with less secrecy and more honesty, both in its dealings with the
government and ACOA, then industrial relations problems could
have been identified earlier and action taken to resolve them
more quickly.

C. INDUSTRIAL RELATIONS IN THE DEPARTMENT OF SQCIAL SECURITY

7. The Department of Social Security has recently had
fairly wvolatile industrial relations considering it is an
overwhelmingly white collar employer., Apart f£from the major
staffing dispute in 1981 there had been earlier staffing disputes
involving work bans and strikes in 1977, 1978 and 1980. Since the
1981 staffing dispute there have been disputes in 1982 concerning
introduction of casual employment in NSW and a recent dispute in
1984 relating to the redeployment of Asset Test staff from the
Department. There are currently work bans in place in NSW and
threatened in Victoria and Western Australia on staffing issues
in the Department.

8. In these circumstances it might have been expected that
the Department should conduct its industrial relations with great
care and proficiency. However, in ACOA's view this has not been
the case. Some features of the conduct of industrial relations in
recent years have included:-

75



.

Lack of continuity of policy of the Department and

abrogation of previous agreements reached between

the Department and ACOA., The moat significant
rescission of previously reached agreements was that
in 1981 of the National Consultative Agreement which
have. been part of the basis of settlement of an
earlier dispute in 1980, (At subsequent meetings
with the Minister for Social Security, Senator
Chaney, it was made clear to ACOA that this was a
decision of the Department and not the government).
Decisions  of this npature are regarded as
particularly damaging to the conduct of industrial
relations since they undermine the prospect of trust
which must be an essential part of the relationships
between the employer and the union in negotiations.

Attempts to undermine ACOA by ignoring traditional
communication channels and assistance in the
formation of unregistered associations., The best
example of this conduct has been the assistance
given by the Department to the formation of Regional
Managers Associations in NSW and Victoria and
attempts by the Department to make: the Regional
Hanager the focus for distribution of information
and collection of views on a wide number of matters
including personnel policies, training policies and
classification matters,

Restriction of ACOA access to departmental premises
for meetings while providing access to unregistered
organisations such as the Regional Managers'
Associations.
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. Restricting the flow of information to ACOA and
actively disciplining from time to time Regional
Managers who have attempted to inform their staff on
what was taking place in relation to particular
matters e,g. staffing issues etc. In the area of
Stratplan most meaningful information which came to
ACOA prior to the election of the current government
was through documents which had “fallen off the back
of a truck".

. Attempts to determine the nature and level of ACOA
representation at meetings with Department..

. In extreme  cases, in Victoria, victimisation through
the promotional ©process of well known union
activists,

9. The Department appears to have understaffed and under
resourced its industrial relations section at an operative level,
This has prolonged on occasions industrial disputation.

D.. NEGOTIATIONS.WITH THE DEPARTMENT ON STRATPLAN -

10. ACOA commenced negotiations with the Department of
Social Security in relation to Stratplan early in 1982, One of
the first steps in the process was a meeting held with the then
Minister for Social Security, Senator Chaney on 18 March 1982 in
Canberra, Significantly at this first meeting the main issues
under discussion were assurances sought by ACOA in relation to
redundancies, redeployment problems, funding for accommodation,
problems in relation to system design and the provision of
adequate facilities to ACOA for the purposes of continuing
consultation, The latter issue arose out of ACOA's continuing
demand that the National Consultative Agreement be reinstated.
This demand was finally achieved in January 1984.
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11. Negotiations and exchange of information continued with
the Department in a fitful way throughout 1982 and early 1983. It
was not until the change of government in March 1983 that a
regular pattern of consultation was ingtituted between ACOA and
the Department. This pattern generally settled into monthly
meetings and between May 1983 and May 1984 there have been nine
meetings., A further meeting is scheduled for 27 June 1984
although ACOA's continuing participation in this process is now
subject to National Executive consideration. Consultative
meetings were disrupted for a period of three months between
October and January 1983/4, following ACOA withdrawal from the
meetings until adequate facilities were provided. In addition
there was a space of three months between the February 1984 and
May 1984 meeting although one meeting of National Consultative
body was held in April 1984 and Stratplan matters were discussed.
In addition ACOA has met with the Minister for Social Security,
Senator Grimes on two occasions in 1984 when matters including
Stratplan have been discussed.

12. In general since the election of current. Labor
Government there has been no difficulty in meeting with the
Department. and obtaining information on developments in respect
of Stratplan. However ACOA has continued to expecience
frustration in negotiations with the Department over their
unwillingness. or their inability to accept that key industrial
relations issues must be resolved prior to the introduction of
Stratplan.

13. This process led to the National Executive in December,
1983 adopting a resolution containing basic threshold demands in
relation to Stratplan and determining a strategy for pursuit of
industrial action if necessary in support of these threshold
demands, At the moment ACOA members in NSW have banned the
implementation of Stratplan in Regional O0ffices until the
threshold demands are met., At the time of writing this ban does
not extend to preparation of the sites for Stratplan or
involvement of ACOA staff in training for the implementation of
Stratplan. The full text of the National Executive resolution is
set out below:
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"1.

ACOA recognises that the introduction of
Stratplan in DSS has the potential to provide
the best possible level of service to clients
and the community and to enhance the jobs of
members..

NE believes

(a) That the current “Stratplan Briefing"
sessions do not constitute consultation
betveen the Department and ACOA;

{b) Introduction of this technology will lead
to increased skills and responsibilities
and may necessitate a reclassification of

jobs;

(¢} Improved access to information will allow
for greater decentralisation of
functions.

NE adopts the following threshold demands:

{(a) That proper consultation be established
between the Department and ACOA, and that
ACOA and its representatives be provided
with adequate resources and facilities by
the Department.

(b) That the Department immediately provide
an undertaking in writing that there will
be no redundancies.

(c) That any redeployment of staff will be
voluntary and subject to consultation
with ACOA.

(d) That the Department immediately quantify
loss of positions. resulting from the
introduction of Stratplan on a National
and State functional basis, and negotiate
with ACOA on the means of using these
staffing resources to maintain
administrative/clerical career structures
and provide improved services to clients.

(e} That ACOA have “negotiation to agreement"
rights on changes to work organisation.

(£f) That Stratplan not be used to centralise
decision making control within the
Department.

{(g) That adequate accommodation standards and
arrangements be negotiated and
implemented for all DSS offices prior to
the introduction of Stratplan. That
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14.
threshold

(h)

(1)

(3}

(k)

procedures also be agreed on the
relocation and refurbishment of offices
necessary.

That minimum acceptable levels as
outlined in the ACOA Screen based
Equipment Policy on Health and Safety of
members are to be met.

That the Department ensures the
piotection of privacy of clients at all
times.

Questions relating to security and
character checks are resolved.

Training procedures and policy including
relief for trainees are agreed.

4. Accordingly NE resolves:

(a)

(b)

(c)

Since

That negotiations be continued with the
government and Department to achieve
these objectives;

That National Bulletin be issued to ACOA

members in DSS explaining the background

and reasons for NE decision;

ACOA recognises that the achievement of
the threshold demands is 1likely to
require National industrial action and
campaign support by DSS members well
prior to widespread implementation of the
system. Sub~branches are requested to
consider this aspect and the policy
generally prior to the proposed NDC
meeting scheduled for Febrvary 1984. BAs
an initial measure that ACOA members in
Redfern Regional Office be authorised and
requested to ban implementation of
Stratplan until negotiations have
concluded; the February 1984 NDC should
recommend to National BExecutive further
National industrial action considered
necessary.”

the introduction of the National Executive

demands, negotiations have proceeded with
Department on the basis of these demands.
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E. CURRENT SITUATION.

1s. Outlined below in table form is a summary of the

current situation in respect
Executive threshold demands.

of negotiations on the National

Much progress was made in relation to these threshold
demands in the period between January and March 1984.

16. ACOA NATIONAL EXECUTIVE
‘ CLAIN

A. That proper consultation
be established between the
Department and ACOA and
its representatives be
provided with adequate
facilities by the
Department.

B, That the Department
immediately provide an
undecrtaking in writing
that there will be no
redundancies.

C. That any redeployment. of
staff will be voluntary

DEPARTMENT/GOVERNMENT RESPONSE

On 24 January, the Minister for
Social Security reinstated
national consultative arrange-
ments. The Department has agreed
to provide airfares for members
of ACOA working party on
Stratplan..

Undertaking provided by the
Minister on 19 Januvary 1984, and
reiterated by Department on

15 Pebruary 1984.

Not agreed.

and subject to consultation

with ACOA.

D. That the Department immed-

iately quantify loss of
positions resulting from
the introduction of Strat-
plan on a National basis

The Department is preparing
necessary information. The
bepartment is likely to agree to
agree to ACOA participation in
the study which is seen as

81



E.

H.

and. negotiate with ACOA on
the means of using these
staffing resources to
maintain administrative/
clerical career structures
and provide improved
services to clients.

That ACOA have negotiation
to agreement “rights on
changes to work organis-
ation”.

That Stratplan not be used
to centralise decision-
making within the
Department.

That adequate accommodation
standards and arrangements
be negotiated and imple~
mented for all DSb

offices prior to the intro-
duction of Stratplan. That
procedures also be agreed
on the refurbishment of
offices,

That minimum acceptable
levels as outlined in the
ACOA Following
Screen~based Policy on
Health and Safety of
members are to be met.

formulating a model for continu-
ing adjustment. The Minister has
agreed to discussions with ACOA
on job creation.

The Department is awaiting
further information from ACOA
on the position of site

liaison officer.

Undertaking provided (with
reservations). On 15 Pebruary
1984, the Department acknow-
ledged ACOA's right,

Undertaking given on 29 Feb-
ruary 1984. Policy to be incorp~-
orated in Strategic Plan and
promulgated to ADP areas.

Adequate standards have been met

in respect of Stratplan. The
Department has agreed to AC0A
having right of inspection prior
to implementation and being
provided with site planning
details. The ergonomic study
issue remains outstanding.

Eye testing is not agreed and
remains outstanding.

ACOA's provision of advice to
the pepartment the feasibility
of “on site” testing is being
examined and the Department. is
expected to provide ACOA with a
proposal in the near future.,
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I, That the Department Necessary undertaking in terms

ensures the protection of policy provided on 15
of privacy of clients at February 1984.
all times.

J. Questions relating to Not agreed, ACOA awaiting
security and character Department response.

checks are resolved.

K. 'Training procedures and. Relief for training agreed on
policy including relief for 29 February 1984. ACOA and the
trainees are agreed. Department also agreed to a

joint review of training
procedures in late 1984.
Problems in relation to the
implementation of the agreement
appear to have been resolved.

17. From the foregoing table it can be seen that six basis
issues remain outstanding in relation to Stratplan. However it
can be also seen that four of these issues namely, Radiation
Testing in the workplace; Quantification of job loss; Job
Creation and Accommodation Standards are under continuing
re~assessment by the Department. It is of considerable concern to
ACOA that the two fundamental questions of re-~deployment policy
and eye-sight testing remain outstanding. In a telex to the
Department following the last meeting on 22 May 1984, ACOA
reiterated that these issues must be resolved for agreement to be
reached on the implementation of Stratplan.

In the opinion of ACOA the Parliamentary Accounts
Committee can play a role in resolving the industrial relations
issue arising out of Stratplan by giving consideration to these
issues. which are outlined in paragraphs 18 and 19 of this
submission.
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18. In relation to redeployment of staff arising out of the
implementation of Stratplan ACOA has sought that there should be
no compulsory transfers. The Department is now totally
decentralised and ACOA is particularly concerned that staff may
be required to relocate their homes and their families. In this
respect it is necessary to note that the impact of Stratplan is
likely to be felt most at classification levels of Class 4 or
above and at senior Clerical Assistant classification 1levels.
These are senior levels in regional offices and are achieved
after considerable time in the Department especially in rural
centres., It is relevant that this claim has been agreed by
Telecom and Australia Post in similar circumstances in recent
years, A second major concern relates to the special
circumstances situations which will arise in a fully
decentralised Department. These could range from the problems for
single parents arranging suitable local child care to problems
arising out of ill or incapacitated dependents. ACOA acknowledges
that such policy if adopted by the Department might be
inconvenience for personnel administration -~ but this
inconvenience is not on the same scale as il{convenience
potentially to be experienced by ACOA members.

19, In relation to eye sight testing ACOA has sought that
staff should receive a full opthamalogical test every two years.
However ACOA has agreed in Telecom to the six tests including the
four standard tests now applied in the Australian Public Service
plus slit lamp examination of the eye and opthalmological
examination of the ocular fundus on a two yearly basis., ACOA will
provide to the Committee at the time of submission a detailed
costing on this proposal.
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ATTACHMENT B

DR E.J, PRINCE ~ ACCEPTANCE OF BUSINESS APPOINTMENT
REPORT OF COMMITTEE OF OFFICIALS, 12° APRIL 1984

Dr Prince, First Assistant Director-General, Systems Division of the
Department of Social Security has notified his intention to resign
from the Public Service and now seeks official assent to his
post-separation employment with Computer Power Australia (CPA), a
company which is. in a contractual relationship with the Department
of Social Security.

2. CPA approached Dr Prince on 26 February 1984 with an offer of
appointment as head of the newly created United States subsidiary of
CPA which has been established to promote the sale of Australian
computer software in America.

3. As the First Assistant Director-General of the Systems
I‘)ivi?i?n‘ of the Department Dr Prince is responsible for “STRATPLANY,
involving:

. planning and implementation of the re-equipment of
national departmental computer systems

. the development and implementation of new on-line
systems and ADP procedures for Departmental programs

. development, support and' assistance for State
Administrations on the Department's national programs;

. provision of high level advice to executive 'management
on ADP systems and techniques.

4. In April 1982 Request for Tender (RFT) was issued for data
management software as part of STRATPLAN. Prior to this, Social
Security appointed W.D. Scott as consultant to the Department, and
the Minister for Administrative Services appointed Logica as
Independent Assessor to review each step of the tender process. Two
external consultants (Coopers & Lybrand and Urwick International)
were appointed to advise the Department of Social Security in
relation to the tender evaluation.

5. Having regard to consultant advice (which was not entirely
unequivocal) the Department decided to accept Computer Power's
Tender for the M204 Data Management System in preference to Cullinet
Software’s IDHMS product. Dr Prince was responsible for the
recomendation of acceptance of the Computer Power tender.

6. Dr Prince orally informed Cullinet that it would be given
access to information about the evaluation but this has not been
done. Subsequently a Freedom of Information (FOI) request was
received from Cullinet Software requesting a copy of the evaluation
of responses to the data management system tender.
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7. The Department's consideration of FOI requirements have led
them to refuse to the d ts under sections 36 and 39 of
the Act. The Department stated that the public interest -

. could be adversely affected by inhibiting future
offerings and tenders te, the Commonwealth

. has been protected by the appointment of independent
technical consultants,

The Department also had regard to section 43 -of the Act which
exempts business documents, having a commercial value, the
disclosure of which would prejudice the future supply of information
to the Commonwealth,

8. On being advised of Dr Prince's intention to accept a position
with CPA, the Department arranged for a review of all the contracts
entered into with Computer Power. The Committee noted that the
review which was conducted by the Assistant Director-General of the
I:ter::‘l Audit Branch had revealed several areas.meriting close
attention:

. The choice of the Computer Power M204 Data Management
System in preference to Cullinet's IDMS.

. Factors relating to the decision not to proceed with
the previously ‘announced STRATPLAN decision to lease a
text retrieval package called STAIRS from IBM Australia
Limited and the subsequent decision approved by the
STRATPLAN Executive Committee to acquire the product
STATUS from CPA.. ’

. Doubts as to the current arrangements in respect of
tender selection processes for the engagement of
contract programming services. Of 90 contract staff
currently employed by the Department 34 people come.
from the firm Computer Power, Dr Prince has personally

approved each  selection - but none since
26 February 1984,
. The recommendation of CPA's M204 to outside parties.

Because of his position and involvement 1in the
STRATPLAN acquisition process, Dr Prince has from time
to time been contacted by interested parties to comment
on the qualities of computer products acquired by the
Department. In the last 6 months Dr Prince has
commented on' CPA's M204 data management system to the
Queensland State Government Insurance Office, BHP, and
more recently to the Victoria State Police. This last
comment was given subsequent to his being offered a
post with CPA,

9.  Given that conflict of interest charges could possibly be
levelled against Dr Prince by Cuilinet Software once Dr Prince’s
acceptance of an appointment with Computer Power is announced, the
Comittee paid particular attention to the following conclusions of
the departmental review: :

. the tender evaluation process contained an exhaustive
system of checks and balances which safeguarded the
Commonwealth's 1nt§2ests



. the Independent. Assessor (Logica) agreed with the
evaluation methodology and with the selection of the
Computer Power tender .

. no justifiable allegations of impropriety could be made
against Dr Prince

‘. as head of CPA in the United States it seems unlikely

’ that Dr Prince would have direct contact in future

dealings with the Commofiwealth, at 1least for the
immediate future -

. Dr Prince's specialised knowledge of the ADP processing.
requirements of the Department of Social Security will
be of Timited advantage to CPA as major acquisitions
for STRATPLAN have already been finalised. Therefore
it is highly unlikely that Dr Prince's appointment to
.CPA could be regarded as unfair to competitors,

. as Dr Prince will be based in the United States and
will be involved in marketing Australian ~computer
software in the USA it would be unlikely that confiict
of interest situations would arise 1in respect of
dealings with the Commonwealth.

10, The Committee was advised that Dr Prince now has no access to
any matters concerning Computer Power's contract with the Department
and the responsibility for decisions: relating to these matters has
been transferred to another senior officer.

11.  The Committee- expressed the view that Dr, Prince had shown a
lack of discretion in continuing to recommend the data processing
equipment to the Yictorian Police Force after having been offered a
ost by the CPA, However, this does not affect the acceptance of
gis post-separation employment which will be based in the USA.

12. The Committee has received a written undertaking from
Dr Prince that, for a period of two years following his resianation,
while employed by Computer Power or any other company doing business
with the Department of Social Security, he will not engage in any
activities of a business nature with the Department.

13. The Committee has also received the written agreement of the
Managing Director of Computer Power that Dr Prince will not
undertake any direct marketing of CP products or services to the
Department or undertake any direct negotiations re existing
contracts between CP. and the Department for a period of two years
from the date of his separation,

14. Dr Prince has acknowledged his formal cbligations under

section 70(2) of the Crimes Act not to disclose confidential
information gained in the course of his official duties.
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Recommendation

15. It is recommended that you give assent to. Dr Prince to take up
his appointment with Computer Power subject to the undertakings set
out §n paragraphs 12 and 13 above.

n ' . ’ @z r2 E

J.Y. Monaghan 4.T. 0°Connor S.A. Hamjlton
Comnissioner Acting Director- First Assistant
Public Service General, - Secretary, .
Board Department of Department of the

Social Security Prime Minister
. and Cabinet
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ATTACHMENT C

JOINT COMMITTEE ON PUBLIC ACCOUNTS

MONITORING AND REPORTING ON_THE IMPLEMENTATION OF STRATPLAN

IN THE DEPARTMENT OF SOCIAL_SECURITY
TIHE FINANCIAL CONTROL OF STRATPLAN

1. INTRODUCTION

01278

1.1 STRATPLAN

Stratplan is a major ADP ‘re-equipment programme for the
Department of Social Security. It involves installing
many thousands of ditems of computer hardware at over
230 sites throughout the Commonwealth. Over the Ffour
years.of dimplementation the total cost of Stratplan is
estimated to be about 230 million dollars. Contracts
with major suppliers for the provision of hardware and
software are valued at about 120 million dollars.

1.2 PROJECY & BUDGETARY CONTROL

As is is the case with any large project of this scope,
Stratplan is continually evolving, as, one the one
hand, the technical requirements for the implementation
of the project clarify, and, on the other, the
Department's requirements 1in order to effectively
service its client population change. Stratplan is a
dynamic project in a fluid seruvice environment, and,
clearly, 4n an operation of such magnitude and
complexity, effective controls are necessary to ensure
that implementation proceeds as smoothly and as
efficiently as possible in accordance with a
pre-determined timetable -~ the implementation plan -
getting the job done on time. The other wvital and
related consideration 4is money - the financial
management of the project. The Audit Act and the
Finance Regulations require strict financial controls
on expenditure. In addition, the scale and complexity,
and therefore the high cost, of Stratplan gives it a
prominent political profile, which means, of course,
that a good deal of intense scrutiny comes from sources
outside the Department of Social Security, such as the
Department of Finance, various Parliamentary
committees, and the public in general. This is
particularly true in the context of the current
Government budgetary situation. The department has
taken the necessary steps to ensure responsible,
accountable and fully auditable financial management of
the Stratplan project.
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1.3 THE OEPARTMENT'S RESPONSE: SYSTEMS DIVISION

Uery early in the planning stages of Stratplan the
department, recognizing the exceptional nature and
scale of the re-equipment programme, made certain
functional arrangements to ensure the efficient
financial administration of the project. The most
important of these was the creation of a ‘Strategic
Planning and Development Group', of divisional status,
reponsible for the planning and implementation of
Stratplan. This group, along with the old ADP Branch,
now comprises Systems ODivision., Systems Division has
five major areas of operaticn: .

(a) planning and general applications, which
includes strategic planning, database management
and project control;

(b) the provision of technical services, involuing
installation management, wainframe and regional
computer systems;

(c) administration .of the National Computer
Centre, Deakin; ,

(d) consideration of income and security
applications, and '

(e} finally, Systems Division is responsible-for

the administration of the great majority (78%, see
below) of the Stratplan funds.

1.4 FINANCIAL CONTROL: SYSTEMS DIVISION

While the Finance Branch of the Department has
statutory control over the expenditure of Stratplan
funds, a Section Kknown as the Systems Division
Secretariat, reporting directly to the First Assistant
Director-General (FADG) of Systems Division, has been
given responsibility for the financial management of
Stratplan funds administered by Systems Division,
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1.5 THE RATIONALE: EFFECTIVE FINANCIAL MANAGEMENT

The significance of this is that it recognizes the fact
that effective management, and particularly financial
control, d1s dependent. upon information: namely, its
integrity, the quality of its presentation, and its
efficient transmission. These three issues (and they
are explored in more detail below) have been addressed
in the following ways: firstly, a functional structure
has been developed which facilitates the flow of
information quickly and- efficiently to the proper
managerial level, din this case the FADG. This
functional mechanism is governed by clear and concise
procedural outlines, Secondly, data-base software
packages, both in use and under development, provide an
automatic on-line data—-processing facility which can
sort the information and present it in the most useful
and informative format. These measures combine to
ensure full accountability and thorough auditability of
the financial management of the project.
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2. STRATPLAN: THE CABINET DECISIONS

Cabinet approved the implementation of Stratplan on 30
May 1983, This approval involvued a total estimated
expenditure of 210.66 million dollars, with spending on
hardware and software authorized to an estimated 95.3
million dollars, over a four year period. This latter
estimate was subsequently amended upwards by 24,2
million dollars by Cabinet on 22 November 1983 to 119.5
million dollars, bringing the total cost to 234,86
million dollars. -

3, THE ALLOCATION OF MONIES

The funds noted above are to be given to the Department
of Social Security on a yearly basis within the
framework of the government budgetary and estimates
cycle. Forward obligations were made for the supply of
the hardware and software items under Stratplan.
Furthermore, all Stratplan items are covered by
separate charge codes. The funds are divided into
functional appropriations, with Departmental control
apportioned into thiree areas of divisional
responsibility. These areas are: .

(a) Systems Division: about 183 million dollars,
gr178)% (for Systems Division responsibilities, see
elow) ;

(b) Operations Support Division: responsibility
for accommodation, computer-rocm fitout for
mainframe and regional sites, with funds of about
37 million dollars, or 16%; and

(c) Resource Management Division: responsible for
ADP training, with 14 million dollars, or 6%.

Finance Branch of the Department of Social Security has
ooeraudstatutory responsibility for the expenditure of
the funds.

4. STRATPLAN PROGRESS MEETINGS

01278

Regular quarterly review meetings are held between the
Department of Social Security and the Department of
Finance to discuss the progress of the implementation
of Stratplan. Secretariat prepares the financial
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statements for this meeting in respects of Systems
Division's areas of responsibility.

5. SYSTEMS. DIVISION: RESPONSIBTLITY

Systems Division has the responsibility for the
expenditure of Stratplan funds on hardware, software,
the hiring of programming consultants, consumables and
administrative oVerheads. Note has already been made of
the necessity of efficient information presentation and
flow to the executive managerial level if that level is
to exercise proper controls. Systems Division has two
other areas of responsibility not assoclated with
Stratplan. One is administration of the fssets Test,
The. other involves purchase of non-Stratplan on-going
items, such as technical manuals, contractual
maintenance, the lease of computing equipment, etc.

6. THE ROLE OF SECRETARIAT SECTION

01278

Secretariat, a section within Systems Diuision, is the
financial-administrative  focus for the Division, and as
such is the central clearing house for the accumulation
and dissemination " of .financial and contractual
information, | It functions as the Divisional
administrative centre responsible for the provisionr of
general support for Systems Division and also as the
Stratplan contract administration centre. Secretariat
consists of the following sub-sections:

{a)Contract Programmers, Systems and Procedures.
(b) Finance and Estimates
(c) Contract Administration

Through Secretariat a co-ordinating control is exerted
on contract administration, which includes maintenance
and programmers, and on the ordering and payments
process in relation to these suppliers. ALl capital
equipment is thus purchased through Secretariat, which
exercises delegations. in respects of Finance
Regulations 45.1.g (ii) and 56, which relate to the
payment of accounts. Arrangements have been made to
enable Secretariat to exercise a delegation with regard
to Finance Regulation 52 (placing of orders). Detailed
procedures for the various functions of Secretariat
have been prepared to ensure that all requests for
equipment, support and other seruices are met as
contracted in the most efficient manner.

This centralizing of activity involues Secretariat in
two further functions. Firstly, it performs a central
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co~ordinating role between Systems Division, Finance Branch
and the Department of Finance, with particular regard to the
quarterly Stratplan progress meetings. Secondly, Secretariat
services the Systems Division Budget Committee.

7. THE SYSTEMS DIVISION BUDGET COMMITTEE

This committee 3s the prime monitoring mechanism within
Systems Division for the control of funds approved
under Stratplan. It meets, on average, every month,
with meetings being held more frequently (fortnightly)
during periods of formal estimating submissions.The
Budget Committee, which 1s chaired by the FADG Systems
Division, 1is comprised of representatives of the
various ’'Budget Centres'.

8. SYSTEMS DIVISION BUDGET CENTRES
These are the basic cells of accountability for
specific areas of expenditure and project control.
Tgfre are seven budget centres, designated 'A* through

(A) Installations and Resource Management, responsibie
for mainframe hardware;

(B) Technical Services B8ranch, mainly responsible for
certain contract ‘personnel; . :

(C) Secretariat, responsible for consultants,
consumables, and administrative overheads;

(D) Planning and General Applications, responsible for
database software, strategic planning and applications
facilities;

(E) Income Security Applications, responsible- Ffor
contract personnel involved in the development of
software applications applicable to income security;

(F) Regional  Systems, ‘responsible for Regional
Office/User Installation hardware and software; and

(G) Mainframe Systems, which is responsible for the

purchasing, leasing and maintenance of mainframe
sof tware.

9. BUDGET CENTRES: FUNCTION

The representatives of these Budget Centres that
comprise the Budget Committee are, with one exception
0127
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(see below) of the Branch Head (Assistant Diréctor-Ceneral)
or Section Head (Computer Systems Operator Grade 5 or Clerk
Class 11) level. The actual composition is as follows:

FADG (Systems Division)

ADG (Planning & General Applications)

ADG (Income Security Applications)

ADG (Technical Services)

Director (Installations and Resource Management
Director (Regional Systems)

‘Pirector (Strategic Planning)

Director (Secretariat)

fissistant-Director . {(Finance and Estimates
Sub-section, Secretariat)

Budget Centres provide technical input into the
implementation of the project, and are responsible for
ensuring that the implementation plan is adhered to in
repect of its designated area of responsibility. Any
proposed courses of action based on technical advice
from a Budget Centre, will, of course, have certain
financial dimplications. An example might be that an
upgrade in processing capacity may be necessary at a
mainframe site,. requiring the acquisition of .an
additional CPU. The financial ramifications. of this
proposal are examined by Secretariat, and, at a
subsequent Budget Meeting, this technical advice (the
reasons why an additional CPU may be necéssary) and the
financial implications of this advice are - considered,
with the FADG making his decision. A further function
of the Budget Committee, therefore, involves the
rearranging of priorities, and, 4if necessary, the
reallocation of funds between Budget Centres (the total
amount of funds remaining, of course, the same). This
flexibility is a great advantage. Through the Budget
Committee technical input and financial management are
reconciled., The committee, within the context of
available funds determines spending priorities and also
monitors financial commitments and spending 1levels.
This enables the Budget Centres to also indicate new
areas of potential expenditure which is used as input
to formal estimates reviews to be put to the Department
of Finance. The estimated allocations by Budget Centre
are determined by the Budget Committee.

10. SECRETARIAT SECTION AND THE BUDGET COMMITTEE

Secretariat monitors the implementation plan by its key
dates to produce forecasts of payment dates. Thus
Secretariat is able to inform the Budget Committee of
any potential changes in allocations. Each site by
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contractor has been costed by Secretariat on the basis
of estimated equipment numbers per year (data provided
by the Budget Centres) using MULTIPLAN software on a
Wang Personal Computer, By adding the costs of those
sites likely to be installed in a financial year an
accurate forecast ‘of expenditure is possible. Each six
months prior to formal estimates bids (draft/three-year
forward) the Budget Centres responsihle for
hardware/software implementation are required to check
the planned installation schedule for the quantities of
items required for each site, sign it as correct, and
return this notification' to Secretariat for costing.
This information is then fed into budgetary forecasting,

11. THE ADUANTAGES

12,
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The supreme advantage of this functional system of a
number of cells with specific responsibilities
reporting to a central committee chaired by the FADG is.
that it greatly facilitates the flow of dnformation,
giving, as 1t does, ' the FADG direct agcess to
information from these Budget Centres, The FADG is
therefore not as dependent as he would otherwise be on
his immediate subordinates for the. supply of
information - a supply which is not only slow (as it
filters up the line), but which also can be distorted
or manipulated (either inadvertantly or not) in the
process, thus loosening managerial control and making
the determination of accountability almost impossible. -
for the FADG the Budget Committee is a forum where
information can be presented, views can be put, and an
overall, balanced view obtained. This greatly
facilitates effective decision-making and control.

SECRETARIAT & THE BUDGET COMMITTEE: EFFECTIVE
CONTROL

The relationship betwean Secretariat and the Budget
Committee is of vital significance in the effective
monitoring and control .of those Stratplan funds
administered by Systems Division. The Budget Committee
is the means uwhereby Secretariat can supplement and
check its data on expenditure, and, as Secretariat is
the. central repository for this data, complete
auditable records can be more easily maintained. Also,
as expenditure levels are monitored, some indication of
overall project management can be gained, for example,
serious underspending c¢an be a manifestation of
slippage in certain project areas. Through the Budget
Centres financial control is firmly interrelated with
project control,
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13, INFORMATION CENTRALIZATION

The centralization of, and therefore greater
accessibility to, dinformation, 1is a significant aid
towards greater management control. As well as
structural means to accomplish this, the dinherent
qualities of automated data-processing reinforce -this
centralizing trend by creating a central data pool
accessible to anybody with authorization.

14, AUTOMATIC PROCESSING OF FINANCIAL DATA

The availability of a suitable on-line data-processing
system is a wvital element in budgetary control and
financial management, There are software packages in
use and undergoing development within Secretariat
specifically for these purposes.

15, ADP_SYSTEMS CURRENTLY IN USE

01278

15.1 FINREP

The package currently in use by Secretariat is FINREP,
which is a day to day financial monitoring system
reporting transactions, viz., payments and commitments,
This is the base data of financial management. FINREP
has the capacity to monitor these transactions against
individual appropriations. on a yearly, i.e., current
year, basis. FINREP can also accommodate forward
obligations, and %s wused as a supplement to the
Department of Finance IMS ledger system;, basically
because it provides more basic data. BUDREPT, a subset
of FINREP, 1is the budgetary forecasting software, It
identifies by Budget Centre allocations of funds for
specific purposes and extracts from FINREP any
commitments or payments made for that purpose. BUDREPT
can produce reports on either a current year or three
year forward programme basis, by providing a summary
table of all Budget Centres against allocations
formally approved by the Department of Finance.

15.2 CONREP

CONREP is a software system wused to administer
sub-contracting programming and systems design staff.
It monitors expenditure on contract staff, and can also
reconcile invoices for programming services Ffrom the
contracting agencies. CONREP is linked to FINREP, with
expenditure by each Budget Centre on: contract
programming services being recorded and monitored
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against the allocations for these seruvices, ﬂppr‘opr‘iatel
management reports can also be produced.

15.3 MULTIPLAN

These mainframe applications are supplemented by the
use of MULTIPLAN software on a Wang Personal Computer,
which costs each individual site (using equipment
numbers) by contractor by fipancial vyear. This
information ds used to cross—reference data obtained
from FINREP. Systems development work is on course to
place all financial data onto a central financial
data-base which will enable considerable further
enhancement of computer-based control mechanisms.

16. ADP SYSTEMS UNDER DEVELOPMENT

17. A

03278

A software package undergoing development to adapt it
to financial management is the Facilities Management
Information System (FMIS). It is planned to release
FMIS in phases, with phase one involving processing and
storage of data related to the planning, ordering,
delivery, installation and acceptance of computer
equipment. Future stages will involve the production of
a data~base storing contractual details - associated with
the acquisition and maintenance of computing facilities
upder Stratplan, being able to accurately monitor and
record financial costs associated with the
implementation of Stratplan. Thus FMIS, it is
anticipated, will act as an asset register of the
Department's Stratplan assets.

DP _AND PROJECT CONTROL

MAPPS ('Management and Project Planning System’) is a
PERT ('Programme Evaluation Review Technique') project
control software system that monitors the planned dates
of software. and hardware installation against actual
performance. It is a time-management system,
representing, in a bar-charting format, the achievement
(or otherwise) of target installation dates. Therefore
MAPPS currently has some dndirect dinput into the
finan¢ial administration of Stratplan funds. MAPPS is
currently under development so that, at some future
date, 1t might be capable of recording resource levels
(e.g., money) against time management, and therefore
have a direct impact on financial management.
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ATTACHMENT D

JOINT COMMITTEE OF PURLIC ACCO%NTS
ﬂgﬂlTORING A N. MPLEMENTATION OF STRATPLAN

1.

1.1

1.2
2,
2.1
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IN THE DEPARTMENT OF SOCIAL _SECURTTY

STRATPLAN PROJECT MANAGEMENT

APPROACH

The Department’s approach to project management for
Stratplan is based on a number of simple principles:

. That effective project management requires a
coordinative management structure to be put in
place, cutting across, where necessary, traditional
lines of organisational authority;

. that the planning and management of a technically
comglex project requires regular, self-critical
review; .

. that in a project which faces inherent contingencies
only flexibility in planning will allow us o
reorganise areas of exposure to risk. Recognition
isditself the key step in minimizing these risks,
an

. that current project management techniques and tools
should be used and adapted, 1if necessary, for our
purposes.,

These points are elaborated in the following pages.
MANAGEMENT STRUCTURE

A carefully designed management structure has been put
in place in the Department to manage the development and
implementation of Stratplan. This structure reflects
the priority and importance of the project, an
orientation towards the final ‘user products' that
comprise Stratplan and our keenness to ensure that no
critical aspect of the project is overlooked.

The management committee with overall responsibility for
Stratplan 1s the Stratplan Executive Committee (SEC).

SEC decides on all policy matters relating to Stratplan
and oversights all development and implementation work.

A1l major issues affecting the project are decided by
SEC,. although, in general it responds to recommendations
put to it by other groups whose roles are explained
below. SEC comprises -

. & Deputy Director-General (Chair)
National Manager (Field Operations)
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. FADG Systems

. FADG (Resource Management)

B FADG' (Operations Support)

. FADG (Subsidies)

. Director, NSW

. Director, Queensland

. National Stratplan Co-ordinator.

(State Directors are members for the time that their States

are

SEC

implementing Stratplan).

meets once a month, and these meetings usually each

occupy most of a working day.

2.3

2.4

2.5

2.6

The Deputy Director-General who chairs SEC is the senior
officer with direct responsibility for Stratplan and is
regarded as the overall project director for the
Department. Working directly to him is the National
Stratplan Co-ordinator, whose full-time task dis to
direct the implementation of Stratplan within the policy
guidelines set by SEC, His role is central within the
Stratplan project management structure. The National
Stratplan Co-ordinator co-ordinates functional areas
which have specific responsibility for undertaking the
diverse tasks comprising Stratplan work, and attempts to
bring to 1light and resolve deficiencies and problems.
Each month, the National Stratplan Co-ordinator submits
a comprehensive report to SEC on all aspects of the
project.

Under the National Stratplan Co-ordinator are project
management staff, special projects staff dincluding
‘product’ managers, and Stratplan Co-ordinators for each
State and Central Office., This organisation cuts across
the traditional 1lines of authority. The National
Stratplan Co~ordinator's authority extends into all
Divisions of the Department, even though they all have
normal line management structure.

The reason for this approach is that we recognise both
the importance of hierarchical co-ordination where there
is high interdependence among a 1large number of
specialised activities, and that din the case of
Stratplan such inter-~dependencies are  pronounced,
Therefore co~ordination by lateral negotiation in
addition to vertical communication must be facilitated.

The: National Stratplan Co-ordinator chairs a group known
as the Stratplan Implementation Group (SIG). This
group, which meets weekly, reviews progress against the
planning networks, identifies problems, decides on means
of addressing these problems and, if necessary makes
recommendations to SEC. Reference to SEC would be
necessary, for example, if a need appeared to have
arisen for changes in priorities or target dates.

0367P/2
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2.7°81G comprises, principally, Branch heads from Systems
and other Divisions with direct Stratplan functional
responsibilities, product managers and major vendor
project managers. :

2.8 Once a month (one week prior to SEC's meeting), SIG
holds an extended meeting to provide an opportunity for -

detailed reports on progress from all functional
areas;

clarification of dinterdependencies between work
units;

interchange of information between all areas
represented;

commissioning of papers on agreed matters;

views to be expressed on topics on which papers have
been distributed;

points to be raised calling for executive decision
(ie by SEC);

reports to be tabled which will he incorporated into
thesggtional Stratplan Co-ordinator's monthly report
to .

2.9 The usefulness of the regular meetings of SIG' can te
judged not only in the overt output but also

(1)

(ii)

2,10

0367P/3

in  their providing a regular and predictable
reporting mechanism, for  which managers of
functional areas must account to their peers for the
performance of their own responsibilities, and

in dits cultivation of a. positive, problem-soluing
attitude in the organisation, The formal structure
is currently supported, we believe, by extensive
goodwill and co-operative attitudes among key
personnel,

The. need for a ‘'product' orientation in the
organisation of Stratplan management is reflected in
the existence of Product Groups. There is a Product
Group for each of the four principal products that

-will be provided as working tools to Departmental

staff in the first phase of Stratplan
implementation. These groups comprise user
representatives, and representatives of functional
areas involved in the development of the product.
They are modelled on arrangements used by the
Department over several years relating to the
introduction of major policy or operational changes.
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2.11

2.12,

0367P/8

Product Groups are responsible for -

. ensuring that the specifications for the
products are complete and appropriate to meet
the needs of the users;

' ensuring that agreement is reached between all
parties involved in the development of the
products;

. maintaining the necessary co-ordination and
liaison  between all parties during the
development process, and

. conducting the necessary testing of the
products to ensure that they meet the
specifications.

Each Product Group is headed by a Product Manager
who reports to SIG and the WNational Stratplan
Co-ordinator.

A number of Planning Groups have also been
established which undertake a forward-looking role
and study the impact various Departmental
initiatives. external. to Stratplan may have on its
implementation. Their purview extends well beyond
the first phase of Stratplan. The Planning Groups
report to SIG. .

The National Stratplan Co-ordinator is supported by
a Central Office Stratplan Co-ordinator and State
Stratplan Co-ordinators. The former's tasks are to:

. coordinate Stratplan implementation in Central
Office;

. act as a secretariat For all State Straplan
co-ordinators, and

. act as a secretariat for SIG.
State Stratplan Co-ordinatons

. co-ordinate the introduction of Stratplan
within their State, and

N represent State views on National Stratplan

matters.
Each State has set up its own project structure, the

most advanced being that in New South ‘Wales, which
is the first State to receive Stratplan products.
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3, "

3.1

3.2

3.3

3.4

PLANNING PROCESS AND TOOLS

The Department recognises that a complex and lengthy
project like Stratplan faces several major sources of
contingency:

. the possibility .of major policy and legislative
changes;

. changes in Departmental staff;

. the ’supply of products and services by other
organisations (including wvendors and other
departments); and

. technological development.

The need, therefore, for a flexible approach to planning
and ‘implementing Stratplan. has been met formally by
holding Intensive Planning Seminars and Implementation
Review Workshops.

Intensive Planning Seminars are held to review overall
management of the Stratplan project. Two have been held
so far. The first, held in August 1983, largely devised
the present management arrangements and set the
direction that the project has taken since .then. The
recommendations of the second, held in April-May 1984
have yet to be considered by SEC. These seminars have
been conducted by an international consultant
specialising in leading plarning sessions for large
organisations,

The seminars have been attended by a broad range of
Departmental officers together with representatives of
major vendors, At the first seminar four distinct
phases were identified "in the implementation of
Stratplan. The first of these, known as ‘'Mission 1!
involues the delivery of four products to’ users in the
offices of the Department in New South Wales. These are:

. On Line Enquiry
. On Line Manuals
. Data Entry, and
. Word Processing.

After the first seminar, plans for the development and
delivery of these four products were developed into
detailed PERT/CPM networks of activities and
milestones. This was done using the project management
software package, MAPPS, which is operated on a Wang
minicomputer at the Department.

3.5 Between the two Intensive Planning Seminars, a number of
workshops have been held at roughly two-monthly
intervals, These workshops have allowed reqular

0367R/5
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self-critical review of dimplementation to take place,
Focussing at a ‘'tactical' rather than the 'strategic’

. level of review which is the purpose of the Planning
Seminars, the workshops have facilitated
problem-identification and the formulation of approaches
to their resolution.

3.6 The. Department has introduced and 4is using a
comprehensive  systems development methodology, a
proprietary package known as 'SDM 70".° This is being .
used by the product groups. It is now starting to bhe
used by areas outside the Systems Division.

3.7 As mentioned above, the principal project networking and
reporting software package being used 1is MAPPS. MAPPS
is used for maintaining control over product development
and work in the wvarious functional areas. Plans have
been formulated as precedence networks of defined
activities of estimated durations. These are updated
weekly, reporting’

work done
revised durations, if any, and
. revised estimated completion dates.

Selected MAPPS nepbrts are producéd and circulated
weekly and form principal agenda papers for SIG meetings.

3.8 From time to time additional activities are identified
as needing to be included in MAPPS plans or changes in
precedence relationships are ddentified, These are
quickly dincorporated in the planning networks and
updated reports produced,

3.9 Copies of outputs from the MAPPS system are attached for
perusal. No attempt is made here to elaborate on these
outputs. It is felt that this is best done orally when
questions on particular aspects can be raised.

0367P/6
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AT'TACHMENT E

Predented by: Kerry Liddicoat.
Senior Occupational Therapist.
Mental Health Branch
Capital Territory Health Commission

Section 44
Women Studies
54th ANZAAS Conference

17th May 1984



The Health Implications of Screen-based
Equipment for Women Workers

Eight months ago I was given the task to research and
prepare a paper outlining the “"Health Implications of
Screen-based equipment for Women Workers.*®

I now wish to change that topic to the "ill health
implications."

I have used as a theme for this paper a quote from Joel
Makower's book "Office Hazards". "We are just beginning to pay
the piper for the technological orgy of the past quarter
century."

A staggering increase in physical and psychological
morbidity in the clerical workplace runs parallel to increased
use of new technology.

The occupational group most alarming management by their
high casualty rate is the specialist clerical worker designated
data processor or word processor. This group is overwhelmingly
women., Compared with professional persons regularly using screen
based equipment the differences in perceived stress and reported
general health problems are significant - (Michael J. Smith et
al 1981).

The information outlining "Healthier Workplace profiles"
has largely’ been disregarded. Management has pursued ultra
specialization. The clerical VDU opefation has become a process
worker.
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The research of Michael J. Smith and others (NIOSH 1981)
looked at the Health Complaints and Job Stress of Video Display
Unit Operators. The major finding of the investigation was, and
I quote “"working with VDU's is associated with high levels of
job. stress and certain types of health complaints.”

Clerical VDU operators showed much higher levels of visual,
musculo skeletal .and emotional ill health symptons, as well as
higher Jjob stress 1levels than did control subjects and
professional operator/users.*

Research supports the opinion:. that Health problems are not
only due to the viewing and keying but to the whole VDU work
system. The cynical view-points of some union workers and heaith
professionals is. that the operator is the “organic peripheral®™
to sophisticated information technology. The equipment, the job
design, has as its greatest priority efficient production.

The job stressors identified as adversely affecfing these
workers are:

(1) work overload

{2) machine pacing

(3) lack of control over job situation
(4) deadline pressure

The disorders causing greatest. concern are repetition
strain injuries or occupational overuse injuries.

These injuries are defined as "musculotendinous” injuries
of the .upper limbs, shoulder girdle and neck caused by overload
of particular muscle dgroups from repeated use, or by the
maintenance of constrained postures which result in pain,
fatigue and a decltine in work performance (Brown et al Med J.
Aust 1984)



Some of the common names associated with these injuries
are, Tenosynovitis, Epicondylitis, Carpel tunnel syndrome, and
Bursitis.

Statistics to support the morbidity rate for women workers
in this area are difficult to f£ind. The workers compensation
Statistics for each state are collated by different criteria.
These figures indicate only the women who have successfully
negotiated the obstacle course through to compensation.

The ACT workers compensation office does not keep
statistics by disease or injury. Figures on repetition injuries
for all government departments were requested by a gquestion in
Federal Parliament in 1983, ‘These £figures. represented an
Australia wide casualty rate, In NSW in the year 1981/82 in the
category synovitis, bursitis and tenosynovitis 295 clerical and
professional new compensation caes were reported. 273 were
women,

In the ACT the Repetition Injury Support Group has 254
medically diagnosed members. 250 are women., Of this group 90%
have come from government employment. g

The real incidence is not known., Poor procedures for
reporting injury, uncertain future prospects and the devastating
experiences of colleagues already injured leaves women
relunctant to take action. Many of them decide to stay and live
in a half world of medication and pain. This last choice is made
in fear and reflects the feelings of powerlessness in this group
of women workers,

We do have a substantial base of anecdotal information..
This has been gathered by Union officials, Occupational Health
and Safety workers, Support groups for sufferers and now
management..



My experience with this group of workers in the ACT, I
believe is reflected in the other states and territory.

To stem the tide management services in the clerical
workplace are seeking the answer,

Some of the avenues explored are the provision of

1. ergonomically sound furniture; and
2., lectures on Occupational Health by safety officers,
Health Professionals, and union representatives,

Many employers are establishing guidelines for reporting
and managing. injuries, Finance has been allocated for the
provision of specialist consultation in the form of
physiotherapists trained in ergonomics to advise on furniture
and exercise.

These remedies merely bandaid a gaping woimd.. Work
overload, intensified by non-replacement of workers either
injured or on leave persists throughout the clerical workplace.
For the user, the introduction to VDU's and streamlined key
boards, the temptation to forsake all other forms of
communication ie, the handwritten memo, has been too great. One
employer estimated a 500% increase in registry work with the
coming of VDU's.

Repetition injuries are a very obvious and increasing group
of injuries in the clerical workplace for women. They are
compunded by the stress of the work environment. Occupational
stress including machine pacing, lack of input to dJecision
making and work overload is also producing a range of diseases
thought to be the province of the high powered executives such
as coronary 'heart disease and gastric disorders. (Haynes and
Feinlab 1980)
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The health complaints having a significant effect on
clerical VDU operators were reported by Michael J. Smith and
others (NIOSH 1981). The most frequently reported were:

i

skin rashes

irritability

fatique

burning eyes

irritated eyes

eye strain

back pain

painful or stiff arms, necks, shoulders, and legs

hand cramps

stomach pain

A comparison betwen stress in offices and in factories is
appropriate. An emerging white collar assembly line is producing
many of the adverse health effects seen in "blue collar
workers." For the "B0's" office workers physical fact(;rs; noise;
lighting; VDU's and the system; sexual harrassment:; boring work;
machine paced tasks; lack of career prospects; combine to
produce a Dickensian enviromment for the female clerical
specialist,

Frgonomists, hygienists, health professionals. and even
movie makers have criticised the. process: line,
ultraspecialisation approach to work design. In 1936 Charlie
Chaplin portrayed the appaling physical and mental consequences
of machine pacing for factory workers.

Healthy workplace profiles have been offered which combine
hygiene as well as motivating factors (Herzbeg)
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1. Control - workplace
workload
2. Participation in decision making
3. Support in cohesive work groups
approachable supervisors
4. Multi skilled position - variety - job rotation
&?. Personal Development

The Public Service Board responded with a junior working
party. Its findings were released in April 1983, They were
general and strongly criticised by several clerical unions. One
positive result has been a Public service enquiry into keyboard
organisation. within government employment. In the meantime
individual departments and now the private sector, flail about
in an attempt to maintain work levels. Employers are now
reporting difficulty 4in recruitment of clerical keyboard
workers.

Studies have shown that specialisation ‘does not increase
productivity, why then does management. persist with current
clerical work design? As part of training assertiveness skills
should be mandatory to assist these workers to demand reasonable
working conditions, and rates of pay.

The proposed introduction of Occupational Health and Safety
Procedures to 2all workplaces is to be applauded. But in the
meantime who will take responsibility and initiative to allay
the fears of those workers already in a career as a clerical VDU
specialist. .

Action must be taken also to assist those acutely afflicted
by Occupational ill health,
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1.

2.
3.
4.

Dignified and sympathetic medical consultation
and treatment.

Redeployment to meaningful work.,

Ongoing support from the workplace.
Compensation without psychological battering.

And for the permanently disabled a rehabilitation scheme:

providing:
1. Assistance with daily living tasks. (Emergency
Housekeeping).
2. Retraining if desired.
3. Adequate financial compensation for the injuries.
In conclusion there are only ill health: implications for

women workers using screen based equipment while mnanagement
persists with current work design, workér classification and the
rapid irresponsible introduction of information technology. 1
restaté my theme "We are just beginning to pay the piper for the
techriological orgy of the past quarter century.™



An__Investigation of Health Complainte .and Job Strese in
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ATTACHMENT P

LIST OF WITNESSES AND DATES OF PUBLIC BEARINGS

DATE

WITNESS(ES)

26 March 1984

3 May 1984
10 May 1984

31 May 1984

28 June 1984

23 August 1984

Department of Social Security

~ Mr J A Battanta, Acting Deputy
Director—General

- Mr R C Poole, National Stratplan
Coordinator

~ Mr R C Paterson, Director, Strategic
Planning

- Mr D M Rowlands, Acting Director,
Project Management

In-Camera Hearing

Department of Social Security

- Mr J A Battanta

Mr R C Poole

Mr D M Rowlands

Mr J S willieme, Director, Systems
Division Secretariat

- Mr R A Hodgson, Assistant Director-General

[

Dr W M Burch

Ms K E Liddicoat, Occupational Therapist

Administrative and Clerical Officers
Association

- Mg J H Pearce, Senior Industrial Officer

~ Mr P F Good, Industrial Officer

Department of Social Security

- Mr R A Hodgson

- Mr C R Heaney, Director, Personnel

Practices

Inspection of National Computing Centre,
Deakin, ACT

In-Camera Hearing
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MAPPS CHANGES. 27/9/84

. _MAINFRAME INSTALLATION PROJECTS

JOB 1001 REMOVE 8x8650 NCCB has been completed.
JOB 990 DEL/INST/ACC 6x8380 + CNTLR NCC has started

Due to delays in the signing of contracts for equipment the
following jobs have been delayed until 4 February 1985

JOB 1480 DEL/INST LINE MONITOR EQUIP NSW
JOB 1490 DEL/INST MATRIX SWITCH EQUIP NSW

JOB 1500 DEL/INST MISC COMMS EQUIP NSW has been extended
and will now complete & October 1985.

JOB 810 ACCEPTANCE TEST PREP QLD has been completed.

JoB 820 ACCEPT M/F EQUIPMENT QLD commenced this week.

JOB 1220 CONV PROD SYSTEM TO MUS SA has been completed,

In order for acceptance tests for the mainframe equipment
and the ATL to be carried out concurrently the following

jobs have been put forward a week,

JOB .1410° DEL/INST M/F EQUIP SA now due to start 18 March
1985,

JOB 1420 ACCEPT TEST PREP S& now due to start 8 April 1985.

JOB 1430 ACCEPT M/F EQUIP SA now due to start 29th april
1585,

The following jobs have been completed

JO8 870 OELIVER/INSTALL M/F EQUIP TAS.

JOB 1600 DEL/INST RAYTH CONSOLE EQUIP TAS.

The industrial dispute in Melbourne continues to be
unresolved and site preparation is not 1likely to be

finished before 1 February 1985. The following jobs bhave
therefore been provisionally rescheduled.
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JOB 900  SITE PREPARARTION VIC. now (hopefully) -<due to
complete 1 February 1985,

JOB 910 COMPUTER ROOM CLEANUP VIC to start 4 February 1985.

JOB 930 ENUIRONMENT STABLLISATION VIC ko start 11 February
1985,

JOB 920° DELIVER/INSTALL ATL VIC to start 1l February 1985,

JOB 1650 ‘DEL/INST RAYTH CONSOLE EQUIP VIC to start
25 Februairy 1985,

JoB 940 DELIVER/INSTALL MF EQUIP VIC to start 25 February
1985,

JOB 950 ACCEPTANCE TEST PREP VIC to start 18 March 1985.
JOB 960 ACCEPT MF EQUIP VIC to start 1 April 1985,
JOB 1370 ATL ACCEPTANCE TEST VIC to start 1 April 1985,

JOB 1090  TRANS PRODUCTION' TO' NEW MACHINE VIC to start
22 April 1985,

JOB: 1060 DEL/INST RAYTHEON MVUS CONSOLE WA has been
completed.

8 _5 YEAR INSTALLATION PLAN

Due

to industrial dispute in Melbourne the following are the

provisionally rescheduled dates.

164H

JOB 160° VICTORIAN MAINFRAME SITE PREP ‘now due to compléte
‘1 February: 1985,

JOB 170 .VIC M/F INSTALL/ACCEPT TEST now due to start
24 february 1985.
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DUTIES OF THE COMMITTEE

Section 8.(1) of the Public Accounts Committee Act 1951 reads as

follows:

Subject to sub-section (2), the duties of the Committee
are:

{(a) to examine the accounts of the receipts and
expenditure of the Commonwealth including the
financial statements transmitted to the
Auditor-General under sub-section (4) of section 50
of the ARudit Act 1901;

(aa) to examine the financial affairs of authorities of
the Commonwealth to which this Act applies and of
intergovernmental bodies to which this Act applies;

(ab) to examine all reports of the Auditor-General
(including reports of the results of efficiency
audits) copies of which have been laid before the
Houses of the Parliament;

{b) to report to both Houses of the Parliament, with
such comment as it thinks fit, any items or matters
in those accounts, statements and reports, or any
circumstances connected with them, to which the
Committee is of the opinion that the attention of
the Parliament should be directed;

{¢) to report to both Houses of the Parliament any
alteration which the Committee thinks desirable in
the form of the public accounts or in the method of
keeping them, or in the mode of receipt, control,
issue or payment of public moneys; and

(d) to inguire into any question in connexion with the
public accounts which is referred to it by either
House of the Parliament, and to report to that
House upon that question,

and include such other duties as are asgigned to the

Committee by Joint Standing Orders approved by both
Houses of the Parliament.
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IRTRODUCTION

In the course of the Committee's hearing into the ADP
re-equipment program of the Department of Social Security, known
as Btratplan, it became clear that there were igsues of health
and safety which had not been addressed. These issues which
covered repetitive strain injuries, eyesight testing and
radiation emission are common to all organisations using visual
display units,

The Committee believed it was important to reproduce a
number of documents received in the course of the inquiry as
appendices to our main report on STRATPLAN in a separate volume
80 that a wider group of interested bodies may have access to
the information that was made available to the Committee During
its hearings into the Stratplan project. This document was not
designed to cover all the literature on the vital subject of
health and safety, nor are the attachments judged to be the most
current or learned in this £ield.

In the public service environment, the Public Service Board
(P8B) has a specific role to inform Departments of the policies
laid down by the National Health and Medical Research Council
(NH & MRC). The Council's guide on Vigual Display Units appears
in Appendix 3, Many Departments and agencies, however, have
developed separate policies which differ in content and context.
They range from ‘noticeboard type' instructions to fully
researched and dynamically applied practices. Samples of these
are included, but the Committee wishes to thank those who either
sent. copies of their procedures or made submissions. Those that
have been omitted were done go only because of space
considerations.

Similarly, it has not been possible to include all
submissions f£rom staff association, Those from the
Administrative and Clerical Officers Assoclation (ACOA),
Australian Public Service Assoclation (APSA) and the Australian
Council of Trade Union Organisations (ACTU) are attached in
Appendix 5,

The Public Bervice Board, the Commonwealth Bcientific and
Industrial Research Organisation (CSIRO) and Telecom sent copies
of their policies and practices to the Committee. The Telecom
edition is an interim guide which, to date, has not been
accepted by the staff association. These documents appear in
Appendix 4.

(vii)



Details of legislative provisions for the health and safety of
O0CuDBELonal Hentth and Sapery Becietariat iy the ssues sanviesed.
nd Bafety Secretariat in the issues
the attached documents is discussed in Appendix 2, canvassed in

During the hearing, interest was shown in eyesight testing,
radiation emission and repetitive strain injuries. Some literarure
which was considered by the Committee is listed in Appendix 7.
:gg:gﬁ;x 8 contains details of overseas practice for eyesight

Pinally, the Committee received an immense amount of
documentation on work practices, radiation problems and evesight
g:sg;ggngigmgAuattalian and overseas organisations. These are listed

(viid)
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OCCUPATIONAL SAPETY AND HEALTH : REFORM ISSUES

e e s PO ARl B TERORD A99UES

THE HON JUSTICE M D KIRBY CMG
CHAIRMAN OF THE AUSTRALIAN LAW REFORM COMMISSION

TWO OPPORTUNITIES

Judges,at least sitting alone,rarely get two chances. If they get
it wrong, there is usually an appeal court which, with brutal
all-seeing wisdom,will get it right. Similarly, all too many
industrial accidents and problems of occupational health,

give no second chance. A moment's mistake or bad industrial
design, 2nd the employee and his family may for years. suffer 'the
blight of injury and disease -~ even death.

On this occasion, I do get a second chance. My task at the outget
of this afternoon session is to offer a brief ‘backdrop’ for the
issues of law reform in occupational safety and health in Australia -
and indeed beyond. Many of the themes will already have emerged
from the morning's presentations. In fact, the perceptive among
you will already have seen how reform of the law and of social
practices governed by the law t:nds to come in waves. So it is
with mental health law reform. ne wave took us out of the punitive
lunatic asylums. A new wave is now proposing stricter definitions,
better procedures and emphasis upon deinstitutionalisation of care.

S0 too it was in divorce law. I am old enough to remember the
snoops and spies, the bedroom raids and the scandal newspapers. But
a great wave of reform began in Scandinavia with the adoption of a

new principle based on respect. for individual relationships. If a

marriage had irretrievably broken down, the parties should not

be forced to live together against their will., That wave reached
pritain. Reforms in Britain were ultimately copled in Australia
and other common law countries. There are many other illustrations
of developments of this kind.

For present purposes we are seeing & like. phenomenon in safety
legislation. Until quite recently, the basic structure of
Australia's safety legislation traced its origins directly to
English Factory Acts, supplemented by a hotchpotch of highly
specific, ad hoc bits and pieces -- enacted to meet inmediate
problems, as they were perceived. The Robens Committee,
appointed in the United Kingdom in 1970, condemned this legislative
approach:

Present regulatory provisions follow a style and

pattern developed in an earlier and different social

and technological context. Their piecemeal development
has led to a haphazard mass of laws which is intricate

in detail, unprogressive, often difficult to comprehend
and difficult to amend and keep up to date. It pays
.insufficient regard to human and organigational factors

in accident prevention, does not cover all work people and
does. not deal comprehénsively and effectivoly with some
sources of seriocus hazard. Thess defects are compounded

and perp d by fuly administrative
1

arrangemants..
NEW SAFETY LAW

As a result of the Robem Committee report, the Health and Safety
at Work Act 1974 was passed in the United Kingdom, 1t became

the principal model (supplemented by models in the United States
and Canada) for reform in our country. Interestingly enough, as

in the case of divorce, many of the ideas adopted by Robens derived
from Scandinavia. No doubt because they cannot spend so much time



in sybaritic existence on the beach; our Scandinavian friends

find the opportunity to xeflect more than we do on the improvement
of their society. However that may be,legislation based on, the
Robens model was introduced in Victoria in 198%, in. South Australia
in 1972, and in Tasmania in 1977‘.1 The Robens model also- profoundly
influenced the Occupational Health and Safety Act 1983 of New South
Wales. Xts influence can be seen quite clearly in the discussion
document so commendably issued by the West Australian Government

as a prelude to legislation in this State.5 1 say commendably
because the whole methodology of the Australian Law Reform Commission
is too dedicated to the principle of public and expert consultation
on important issuwes of legislative policy before measures are
introduced into Parliament. We should see more of this, [
congratulate the Minister, Mr. Dans and the Industrial Foundation
£6r Accident Prevention. for Providing this opportunity to focus

our minds on the legislative way ahead.

Some things seem clear from a consideration of the Scandinavian,
British and North American experience:

* The costs of accident and disease are under~measured,
often hidden but clearly high in economic and human
terms. .

* As Premier Brian Burke has said, the legislative approach
of the past has tended to concentrate on safety and
accidents to the neglect of 2ccupational health and
work-related illnesses.®

* He also pointed out that ir times of economic downturn
there is a tendency not to press safety issues. Yet
in terms of costs and benefits for the nation as a whole,
investment in occupational health and-.safety can often:
pay high dividends.

* Clearly, in Western Australia as in all other States,
efforts should be made to reduce the proliferation of
legislation. The discussion document cites 44
statutes and 58 regulatory provisions governing
industrial safety in Western Australia alone.7
Much of it is 'anachronistic and fragmented’. The
effort is now on to provide umbrella legislatfon with
2 nunber of clearly stated general principles,
improved consultative machinery and enhanced on site
organisation to provide a new focus for an attack
on avoidable accidents and illnesses.

LEGISLATIVE SETTING

our legal system, inherited from Britain, relies partly on common. law

principles developed by the judges. These will remain in the backdrop
against which new and old legislation will operate. Geoffrey Miller,
9.C. will develop in his' paper the way in which the courts have ‘been
contributing pressure for work health and safety, by decisions which
assign po ibility for s ation when things go wrong. But we

should not deceive ourselves that tidying up the statute book, creating
councils and work committees o6r even enacting new legislative obligations
and increasing. fines will provide the entire answer to reducing avoidable
work-related disabilities. There is a touching-faith in some quarters
that the enactment of laws has an immediate and precise impact on social
behaviour. ' It is not so. Law reform can only be one part of the mosaif:
of a broadly based community response to the problems we are addressing.
You should keep in mind the limitations of the law as an instrument of
social control and reform, as you Iisten to the papers in this session..
By all means we should:

* enact comprehensive legislation on industrial
safety
* establish commissions and councils for tripartite
consultation;
5.



* set up advisory committeés to investigate specialist
problems;

* improve the insPectorate and: administration of the
legislation; .

* enhance the powers of inspectors, including to- give
notices, on-the-spot £ines and even injunctions
against particularly unsafe practices;

* appoint work committees,constantly to monitor
safety questions;

* perhaps even, as in Canada, confer a statutory right,
without penalty, to stop work in the face of
perceived danger to safety or health;

* enhance education, training and research on
safety questions.

All of these are important things which the law can facilitate., But
getting into the minds of the employer and the employee, overcoming
the traditional comphgency and. acceptance of unions, employer bodies,.
judges and administrators - this requires more than the enactment of
a law or two.

It is here that the work of the Industrial Foundation foxr Aécident
Prevention is specially useful. The media too is vitally important to
counter apathy and unenlightenment., Positive attitudes by employexrs
and employees alike in particular institutions and the realisation that
attention to safety and health can !> cost-effective —. these are

t hings that no statute can: enact. '
The legislative reforms for better health and, safety laws in Australia ..
ave now coming like a. wave. One of the advantages of a federation is
that we can learn from each other and copy each other when things are

w ell done, The way of safety legislation is itself only part of the
relevant background to be kept in mind. Alse vitally important are

the current moves to no-fault accident compensation zefomseand the still
smouldering debate about industrial democracy. Worker partication on

governing boards is so far, in Australia, a phencmenon only of the
public sector. But I believe it will come to private corporation in

due courgae, as it has in Scandinavia and Germany. Xt will bring

with it a heightened realisation that employing enterprises represent

a community of interests with just as much proper for shareholders'
profits as for the safety and health of those who devote their daily
1 ives to the success of the enterprise.

As any good lawyer should, I have now strayed beyond my allotted ten
minutes. My chairmanly code, which I now annouce, is simple. I will
allow no similar lattitude to following speakers that I have just
extended to myself. At the end of the session, my task will be to draw
to your attention a number of key issues which require your consideration
and the consideration of those whom we have elected to do something
about the vitally important national problem we are here to discuss.
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WORK HEALTH AND SAFETY : THE KEY ISSUES

The Hon Justice M D Kirby CMG
Chairman oﬁ the Australian Law Beform Commission

MATTERS BEYOND DISPUTE

I now come to my second ‘pexformance’. I am listed to speak on the
subject 'practicable activities for direct and early impact on
occupational safety and health policies'. This somewhat cumbersome
topic was 'so inelegant that I decided not to adopt it. Indeed, with
the arrogance that ig only possible if you are a judge, I have decided
to focus my attention somewhat more narrowly. I am a: lawyer. I have
already announced my reservations about the role of the law in promoting

occupational safety and health. I repeat. my caution against over-estimating

the impact at the workface of oxganisational, legislative and bureaucratic
reaxrangements. We should not deceive ourselves that there is a panacea
to be found in legislation that will, if only we can get the words right,
provide instant relief to the pain and suffering of occupational injury
and disease. .

Yet once I stray outside the naxrxow confines of the law, I am no expert. ‘
There are many in this room who would have far greater qualifications

{or access to people with such, qualifications) to speak of work. face
initiatives to improve occupational safety and health. Lawyers are good
for limited things. Some unkind spirits even doubt ttat assertion. But
it is a good lawyer who realises the frontiers of his craft. It is not
for me to speak gbout the very practical changes that can, be introduced

in the workplace to reduce the risks of accident or disease or to minimise
their impact. You would do better in. this regard to read carefully the



the bulletin of the Industrial Foundation for Accident Prevention
or other expert journals with practical advice on in-house safety,
For example, recent articles in this bulletin, which I have s2en;
deal with such highly practical topics as:

* the design of VDUs to reduce work-related disabilities):
the improvement of investigation of injuries in order
to isolate causes and prevent recurrences?;

*

better induction of new employees so that health
and safety procedures are understoed by them from
the very outset3;

provision of safety consultation on such matters as

noise control, personal protective equipment and so
on.4

It is clear from the literature and from a reflection on the. increasing
moves of our community into the new technology of informatics that

fresh attention must be paid to the implications of new technology for
work health and safety. Just as Premier Burke warned us against
neglecting problems of occupational health, he also offered a warning'
against stereotyping occupational problems in tervs of heavy industry

and dangerous machinery in large factories., True it ig, these problems
remain with us, But as an increasing proportion of our work force moves
into the information and service sector, it is important that our polfcies
and’ laws should deal with the community we have and the occupational
health and safety problems of todayS. In this new world, as Mr.

Burke has pointed out, stress and alienation may be just as real a problein
for the employee as the visible frank physical injuries of the past. It
may be more difficult to perceive and diagnose psychological dislocation
or tenosynovitis. But from the point of view of the victim and of the
employer and the economy, the problem {s just as real and serious,

A CHECKLIST

In these closing remarks, I have decided not to venture a: detailed proposal
for top priorities of the workface reforms. X will leave that to the

10.

expexts.

ground in the current wave of legislative reform.on this topic, passing

Nor do I propose to go over vhat I take to be the comwon

through Australia. Clearly this includes:

p ive legislation to state
the goals and to establish new machinery:

# getting up of tripartite commissions or councils to
provide a new focus for future legilsation,
administrative policies, research and education;

» establishment of speclialist advisory committees
on topics requiring highly specific attention;

*  improvement of the administration of health, safety

L t of new

and welfare legislation;
* h of the k and p of inspectors
charged with. the monitoring, supervision and

enforcement of the law;

# imposition of certain new duties on employers and
employees alike in the defence of health and safety;

* provision of defences against legal proceedings where
it can be shown that the .employer was. not reasonably
at fault;

» egtablishment of systems of safety representation
including, in appropriate cases, the creation of work
committees;

* the devotion of more funds to education,training and
research;

* new attention to tion laws so that these are

more closely aligned with the policies of rehabilitation.

All too often, the interposition of insurance has
reduced the pressure upon employers to improve their
work situation. It has also led to unhealthy cross-

subsidisation by safe employers of those who are indifferent

to occupational health and safety.6

11,



Instead of going over this tarritory, which seems now to be generally
agreed by most observers, I propose to endeavour to identify the

areas of disagreement in the Australian debate. It is thig that should
have our primary attention.

MATTERS IN CONTROVERSY

General legislation. The first contentious question about the design
of new legisglation on occupational safety and health 48 the extent to
which it should replace and substitute for the plethora of old statutory
and common law principles that have grown up since the Industrial
Revolution. Indicative of the problem is. the fact that, despite the
variety, copious length and detail of much existing State legislation,
very large proportions of working population still f£all outside its
protection, in practice. Pox example, it has been estimated that 1.5
million employees in New South Wales had no real legal coverage in
respec? of occupational health and safety legislation prior to the 1983
Act., It vas pointed out. that the figure reg d imately
two-thirds of the Naw South Wales woxk force.? It is a Efigure that
bears out Lord Robens' comment that the law simply failed to keep up with
the technology of employment.

The Williams Report on Occupational Safety and HealtH. in New South Wales,
which preceded the 1983 legislation, called attention to at least 26 major
statutes relevant to occupational safety and health. Just. to name the
legislation gives an indication of the specificity of the approach. that

has been taken to data, Xt includes the Aerial Spraying Control Act;

the Liquified Petroleum Gas Act; the Pesticides Act; the Radiocative
Substances. Act; and the Workers' Compensation: {Brucellosis) Act. Of
course, in-addition to the statutes of limited application, thexe were
others of more general operation, including notably the Workers:' Compensation
Act.

Under the 1983 NSW legislation, one of the. objects is eventually to

replace the 26 individual statutes (ox parts of them) so that, in due course

12.

of time, a single law will contain, in 2ffect, a codification of all
occupationsl health and safety legislation operating in the State.

This aim is to be achieved by the vehicle of regulations which will, in
turn, incorporate the detail of relevant existing legislative provisionse.
One question that must be faced by reforming legislators at. this time

is the extent to which'che objectives cited by Robens and Williams can
best bhe achieved by leaving on the statute hooks (as a companion to the
new general legislation) the statutory obligations of the past. oOf

¢ ourse, no-one would suggest the sudden repeal of important and carefully
focused statutes, at least until appropriate substitute legislation was
in place. But it is probably fair to say that emacting a gemeral law
(even one which takes precedence aver the special laws of the past}) and
leaving those special laws on the books, is a formula for confusion, a
lawyer's delight in working out the i on % the ’

an obfuscation of the statutory intent and a deviation from the professed
ohjection to get the legal act together, By obscuring the legislative
megsage, the educative impact of simple laws may be lessened. The
respective places of a general statute and the preserved pre-existing
laws must be worked out with: great care. But they must be worked out

1

quickly lest pressure of work, apathy, present entrenched careers or other
reasons intervene to frustrate the achievement of true law reform, whilst

the enthusiasm for it exists.

Safety Committee,

her ¢ rgy has sur ded the right to set up occupational

health and sa‘Eet:y committees. it will be recalled that this. idea,
generated in Scandinavia, was a central feature of the United Kingdom
legislation. Its effectiveness as contributing to the reduction

of work-related disease or injury, cannot yet be fully assessed.
However, early reports Erow;i the United Kvlngdom pravide some
encouragement, just as one would expect. There is a good review on
"po- joint health and saféty committees work?” in a report of a gtudy
from. the University of Glasgow published in the IFAP bulletin.® Again,
the. impact of institutional approaches should not be over-estimated,

13.



nor should there be excessive optimism. Setting up a committoe of
1tself does nothing. As pointed out in the article, much depends upon
how the committee is organised, how frequently it meets, how
management services it, how suggestions are carried: into practical
effect and so on, But it can at least be said that the idea

appears to be having some impact, ’

Against this background, the issue arises as to whether there
should’ be an absolute right in employeos to-have such a committee
established. This was the view expressed by Mr. J D Garland,
2 former General-Secretary of the Amal Hetal k ! and

Shipwrights' Union and now a member of the Upper House of New
South Wales in discussion on the 1983 NsW 841110 That Bill
confines the right to have an occupational health and safety
committee established at a workplace to circumstances where
either:;

(a) there are 20 or more persons. employed ... and
a majority ... réquests the establishment
of such a committee; or

{b) the (Occupational Health, Safety and.
Rehabilitation Council of New South Walas)
directs the establishment of such a
committee at the place of work.ill

A number of commentators, particularly from the union movament,
expressed reservations about these qualifications to the right
to a committee. They suggest that health and safety in small
establishments is just as important as in large to the people
involved, yet employees in such places may be vulnerable to
pressure not to push the occupational health. and Qlfety angle.

Non Englishespeaking worlfers. Much attention has been‘ given in
the Australian debate to the special p:sdiémnc of non English-
speaking employees, particularly in heavy industry. Disappointment

ia.

has been expressed about the failure spscifically to address
special needs for instruction and education in health matters,
a topic lately touched upon by Sir James Gobbo of the Supreme
court of victoria.l? On the other hand, Mr P D Hills, the
NSW Minister for Industrial Relations and Technology,
acknowledging the special vulnerability of employees pot fluent
in English, has said that they could be represented on the
council, on committees and on a special committee to be
established as one of three standing statutory committees

of the Councili

The first committee will enable the Council to
investigate and make recommendations on the
problems of the migrant workforce, The
second committee will concern itself with

the rehabilitation of injured workers

and handicapped persons. The third committee,
as I previously mentioned, will be the
committee on mining safety. As well, the
Council may establigh such other committees.
as it believes uppx:cpz‘iai:e."3

Right_to stop work, In certain circumstances the common law
already protects a worker faced by dangerous or unhealthy work
conditions to stop work.14  on the other hand, in times of
economic downturn, it is often difficult to enforce that right
without fear of retaiiation. An experienced industrial lawyer
in New Soutl' Wales went so far as. to say that he would 'swap
the whole of the provisions of the proposed legislation. (in the
1983 NSW Bill)for the right of workers to stop work to enforce
safety provisionl'.ls Such a provision exists under certain
canadian legislation, guaranteelng workers the right to refuse
without penalty work which is fe or bly d

to health. Of colurse, there are exceptions for ‘normal dangers’

15,



for cases where the risk is not directly to the worker in.
question or where the risk is very remote. Thexe are also
exceptions where the very nature of the work is dangerous {such
as police, firefighters, correctional workers etc.). But the
right to refuse and to compel management to rectify unsafe

or unhealthy conditions is now a well developed right in

N'oxth America. It is based on the principle that prevention
is much more valuable than cure. In New Scuth Wales, there
was considerable discussion within the labour movement about
the statutory enactment of a right to stop work for safety
reasons, without retaliation. In the result, the provision
was not included in the Bill. Its omission caused anxiety
on the part of a number of Labor Members of the NSW Parliament.
Clearly, this is an issue that will not go awvay..

Safety onus, The recent NSW legislation imposed absolute and
wide~ranging obligations on various persons. The main obligations
imposed on employers are: expressed in gereral terms. They

have the effect of ansuring a guarantee of the health, safety and
welfare work of all employees. The obligation extends also to
the provision and maintenance of a working environment consohant
with one of the expressed objects of the Act, namely 'to promote
an occupational environment for persons at work which is. adapted
to their physiological and psychological needs'.l7

A comparison between the legislation of the United Kingdom and. that
of the Australian States modelled on it, on the one hand, and the

NSW Act, discloses that there is a choice to be made. The United
Kingdem model imposes obligations in similar terms to those set

out in the NSW Act except for what has been described as 'one distinct
difference’:18

That other legislation expresses each obligation
in terms that include the qualification 'so far
as is reasonably practicable', This allows. for
a consideration of factors pertaining to. the manner
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and method of operation of a person's
buginess or undertaking. It might be argued
that (the NSW) Act achieves the same purpose
because it allows for a consideration as to
heth thing was bly practicable’

by way of the defence contained in £.53. The
short answer to this is that whereas the safety
legislation which exists in the United

¥ingdom and the other States of Australia
presumes, like most criminal legislation,

that a persgon is inmnocent until proven guilty,
the manner in which(the NSW) Act is framed will
have the effect of assuming that a person is
guilty unless he proves that he is innocent.
This is because the obligations contained in
5.15-18 are framed in such wide terms and are
8o absolute in their expression, that it will
be virtually impossible for any person subiect
to their terms to be able to escape a breach
of these obligations in the case of an injury

or some risk to health or safety' 19

This approach attzacted opposition criticism to the NSW
legislation when it was in Parliament.?C It was asserted that
only with good will of employers would the new legislation work.
Certainly, the shifting of the onus is a significant legislative
development. Generally it may be considered undesirable in
criminal matters. But as a means to addressing a long-
neglected area of legitimate social concern, time will tell
whether it proves such an effective weapon as to change unsafe

or unhealthy occupational practices.

Licensing danger. Generally speaking we have given insufficient
attention to the sanctions and remedies in law reform. What
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remedies work in given circumstances and why? The provision
of private criminal prosecutions was the subject of much debate
in the NSW Parliament.2! should it be limited to requiring
the consent of the Minister or would this impose the dull hang
of bureaucracy on worker self-protection? Should' on-the-spot
fines be permitted or could they become an instrument of

bureaucratic oppression?22 1 have seen a suggesticn in the

Western Australian discussion paper of the introfuction of
licensing of work places. In its Yecent investigation of
D . of the i i Y, the Australian Law Reform
Commission discussed the differential utility of licensing,
registration and other forms. of control.23 Generally

speaking, licensing is extremely man-power intensive and often
cost ineffective, It typically requires a large bureaucracy
to service and police the licence arrangement and sometimes
descends to little more than the issue of paper certificates.
Licensing may be approriate in. specially danderous vocations
such as the long-neglected area of chemical or chemical-related
occupations. A legitimate debate exists about the circumstances
in which licensing systems are effective elsewhere and should be
introduced. We should be aware of that debate.

Regulations. I have also mentioned the debate about the scope
of the new wave of legislation. In the New South Wales debate
there was significant criticism about the extent to which
important matters were being left to regulation.24 In defence,
the government pointed out. that it was virtually impossible ‘to
incorporate specific provisions of high detail in the general
statute:

The Bill will provide the framework for & concerted
and serious reform in the area of occupational
health and safety. It will not be the cure-all,
Scme of the critics of the Bill have complained
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that it does not prescribe for every conceivable
situation. I regard that as a virtue of the Bill.
It will provide the mechanism by which a concerted
effort could be made. It would be impossible to
incorporate into an Act of Parliament all of the
prescriptions that hopefully will be made by
regulation, If that were attempted it would
mean, that it would be many years, perhaps decades,
before a comprehensive Bill would be introduced.
The Bill will enable the making of regulations in

respect of the work envi every h

occupation and every dangerous substance or
chemical. It will appy to all employees in New
South Wales, not just the one-third of employees
who are presently covered by legislation of this
kind.2%

Statistics and Research. In hard times, the first victim of
economics is often the researcher and the statistician. Their work
may be seen as a luxury that cannot be afforded as money goes on
other things --~ such as, here, more inspectors, more industrial
magistrates, more government safety officers etc. Of course, the
other expenditures are worthy. But it is important for us to look
to the long-term and to realise the importance of proper design of
social policy. This can only be done effectively with the aid of
bettex understanding of the dimension and nature of the problem of
occupational health and safety.26 pyeryone concedes that the
present state of our health and safety statistics in Australia is
lamentable. Higher priority should be given to this subject, not
least to monitoxing the operation of new legislation. It should
not be nuive].y‘ agsumed that the new legislation will be effective,
simply because it is enacted by Parliament.
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The Federal role. Finally, I address the Federal role, I

referred to this in a paper I delivered in November 1982 at the
First Natfonal Conference on Yndustrial Satety held in Sydney,27
In my paper I called attention to the national approach taken by
interactive Federal and State legislation in the United States.
I drew attention to the importance of the inftiatives of Federal
funding in the United States. I discussed the constitutional
problems that stodd in the way of the enactment of a single
Federal Act in Australia dealing with occupational health and
safety in this country.

Since that address, there have been a number of
relevant developments:

® First, the statement of accord by the Australian
Labor Party and the Australian Council of Trade
Unions regarding economic policy was signed in
Fe}:ruary‘ 1983, It deals in detail with -
occupational health and safety. oIt lists
a number of specific 1n1|:iatives, some of which
have already been followed, as a means of
involving employers and unions in the
establishment of health and safety standards
at the national level.28

* Secondly, in Mazch 1983, the change of government
brought to the Federal ’i're,asury benches the Bawké
Labor Government. So far, that government has
pursued the approach of establishing committees
and other authorities, Federal in character but: ‘
with direct State mvolvement, to Introduce the
pressure for reform at a national level. Cle;rly,

some of these initiatives provide an organisational
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framework within which more attention might
be given to i national approach.

* Finally, it is apt to mention the decision of the High
Court of Australia in the Tasmanian Dams case.
That decision was handed down by the Court on 1 July
1083.22 1t is important in a number of respects
for occupational health and safety. First, it makes
clearer the power. of the Federal Parlianent to enact
laws with respect to trading corporations. By such
power, the Commonwealth Parliament could certainly
already enact occupational health and safety legislation
encompassing protection for the overwhelming
majority of Australian workers. Secondly, the Court,
by a majority, clarified the 'external a’ffairs power',
including the authority of the Federal Parliament
to enact laws based on international instruments
such as' the Odeupational Safety and Health Convention
1981. of the International Labour Organisation (No 155).
I do not say that Federal legislation is necessary or
would be more efficacious than State legislation. But
the Australian community and its economy has a
leéitimate interest in ‘the safety and health cf
workers. everywhere throughout the continent, in all
States. I have no doubt that the scope of the
Commonwealth's legitimate constifutional power will
‘be, and should beé, examined before too long, if this
is not already happening. '

CONCLUSIONS'

. A
Once again, I have strayed beyond my time, I ‘have cautioned you
against excesgive faith in laws. I have suggested-that Figher

on the priority 1ists may be work face init{ativés. Yet laws may
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encourage, facilitate and promote these initiatives. I have
catalogued what I see to be the matters outside debate, as the
wave of legislative reform reaches the various jurisdictions

of Australia. Finally, I have proposed a checklist of
controversies that should have the attention of those designing
the new legislation. That task is a worthy one. Ultimately,
we all meet here to address very human : the p! ntion

of death, the reduction of pain, the relief from digsase, the
avoidance of injury and the restoration of,and compensation and
redress to thofe who unaveidably suffer,
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The Legislative Position on Occupational Health and Safety ag
it Relates to the Use of Video Display Units

(1) Legislative Protection for VDU Operators

There is no Federal or State legislation specifically relating
to workers using video display units (VDUs)., The protection

afforded to operators is found in the general legislative provisions

concerning occupational health and safety. So for example in the
New South Wales, Occupational Health and Safety Act 1983 general
duties of care for health and gafety are owed by manufacturers,
employees and the self-employed to all persons at any workplace.
Section 4{1) defines a workplace as: "premises where persons
work"”.

Section 15(l) requires that "every employer shall ensure the health
and safety at work of all his employees". The comparable Victorian

legislation, the Industrial Safety, Health and Welfare Act 1981
(58.11(1)) requires employers to "ensure so far as is reasonably
practicable, the health safety and welfare" at work of their
employees.

Without prejudicing the generality of the duty established in
8.15(1) of the Occupational Health and Safety Act, 1983 (NSW),
the employer’s‘obligation is particularised in S.15(2) where the
employer is obliged:

"(a} to provide or maintain plant and systems of work that are
safe and without risks to health;

(b) to make arrangements for ensuring safety and absence of
risks to health in connection to the use, handling, storage or
transport of plant and substances;

(c) to provide such information, instruction, training and

supervision as may be nécessary to ensure the health and safety
at work of his employees;
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(d) as regards any place of work under the employer's control -

(i) to maintain it in a condition that is safe and without
risks to health; or

(ii) to provide or maintain a working environment for his
employees that is safe and without risks to health and
adequate as regards facilities for their welfare at
work.”

These provisions would apply to VDU operators.

More specifically individual awards may include provisions
relating to VDU operators.

(2) Compensation

No Federal or State compensation legislation specifically relates
‘to VDU operators. Compensation provisions are found in the
general compensation legislation.

(a) Commonwealth Government Employees

The Compensation (Commonwealth Government Employees) Act 1971~73
makes provision for compensation to be paid to an employee of the

Commonwealth where personal injury arises out of or in the

course of his/her employment. "Injury" is defined to mean any
physical ‘or mental injury and to include aggravation, acceleration
or recurrence of any physical or mental injury, but does not
include a disease unless the employment by the Commonwealth was

a contributing factor to the contraction or aggravation of the
disease.

(b) New South Wales

NSW legislation provides for compensation for workers who receive
injuries, whether at or away from his/her place of employment.
"Injury" means personal injury arising out of, or in the course
of employment, and includes a disease which is contracted by a
worker in the course of his/her employment and to which the

employment was a contributing factor.
26.

(c} Victoria

The definition of "inijury" in Victoria is similar to that in the
Commonwealth and NSW Acts.

.These provisions would apply to VDU opnerators.
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Damages for the Industrial Injury of TENOSYNOVITIS.
Frank Stevens & Robert Dawson

COMMON LAW DAMAGES IN NEGLIGENCE

In Uehtin v. STC Pty, Ltd, m Sugerman. J, in the Full Court of the New South Wales
Sup! Court ack ledged the legitimacy of bringing an action to recover damages for neg-
ligence against an employer when an employee suffers from work induced tenosynovitis causing
actionable damage: There have been very few cases since, dealing with common law damages
for ynoviti 1t must, therefore, be borne in mind that the cases that come before the
courts in the near future will be formative of this area of the law of negligence, The courts must
be wary lest they create insuperable hurdles for deserving litigants.

Stated concisely; an employer has a duty to take reasonable care for the safety of his
employees. The scope and qualifications of this duty are manifold. In Hamilton v. Nuroof (WA)
Pty, Ltd, %3 Dixon CJ and Kitto J said,

“[1] t is'a duty to.take reasonable care to avold exposing the employees to
unnecessary risks of injury.. The degree of care and. foresight required.from an:
employer must naturalfy vary with the circumstances of each case. 1

(5)

The authors of the text The Liability of Employe)s submit that,

“.... no rules of law as to the standard of care called for in particular situations
have achieved recognition and the possibility that they ever can has been deci-
sively rejected,”

This approach allows the courts scope to do justice on the facts present in industrial tenosyno-
vitis cases.

The standard of care therefore is decided on the facts.m The degree of danger in terms
of. boti the severity of the dition and the ch of ing it is idered with comm-
erclal factors. Given that the courts allow themselves this flexibility, plaintiffs must firmly
establish their entitlement to justice backed up by appropriate medical engineering and possibly
ergonomic evidence. This is what was suggested by Sugerman J. for the court in Uehlin v.
srcey, L.

The employers duty is subdivided into at least three heads.(a)‘ Those relevant for present
purposes are first; to provide and mai ! plant and appli; d dly to provide
a safe system: of work. The subdivision of heads is. made for the convenience of clasification
clarity. There is.no-sub ive lega! distinction. The duty is a general duty to take all.reasonable |

steps to avoid risk to employees. In the recent Supreme Court judgement Lasfford v, Plessey’ 9)
the plaintiff, a production tine worker, was instructed to assemble defective parts. This resulted
in added strain_precipitating carpal tunnel syndrome and tenosynovitis. That case wasapparently
partly based on the employer‘s duty to. provide adequate plant and appliances and partly on the
duty to provide a safe system of work.

Tenosynovitis can result from undue repetitive strain caused to a manual operator of a
device b ofits malf or lack of mai In the unlitigated case of Mrs, B,, the




plaintiff, who operated a defective hand press 2000—3000 times 3 day, requiring abnormat
"pushing and pulling”, ynovitis in the shoulder and neck. Again, there is an
apparent breach of the employer’s duty to provide adequate plant and appliances.

Similarly, data processing operators who are given unsuitable seating or tablas to' work
with could allege a breach of their employer's duty to provide ad plant and appli;
Indeed, in Baxter v. St. Helena Group Hospital Management Committee {101, a chair weakened
by woodwaiiin collapsed when a nurse sat down. There was no system of insgecting furniture
and the employer was found to be negligent. it follows, then, that when an employze sits con-
tinually in a faulty chair for the entire working day every day, thus after apericd of time sus-
taining an injury, the employer would be similarly liable. An employer of data processing oper-
ators or seated process workers then bears astrong duty to provide properly designed and main-
tained seating so as to minimise the of ynovitis or other di

Many employers liability cases have been decided upon the duty to provide a safe system
of work. It may be shown that a given series of operations results in certain quantifiable arm

and there is statistical and medical probability that a proportion of employees so

d will enosynovitis, The cases indii hi ’, @ requirement for courts to
balance the commercial needs.of the employer against the health needs of the employees, While
the employer is said to be obliged to provide a safe system of work he is.not liable-to tenosyno-
vitis vietims unless it can be shown that he failed “to take any steps which were reasonably

ilable in order to the risk or to reduce it as far as possible,” m This test, however,
must be matched. against the prospect of the courts: not tolerati g grossly dang; of
work where such steps are.not reasonably available.

Where tools or working positions are defective or the system of work defective, to the
extent that an lopera!or suffers compensable damage from tenosynovitis the employer is not, per
se, thereby fiable. He is liable only if, idering all the ci . he has failed to take
reasonable care for the safety of the employee, This encompasses four issues to which a plaintiff
must adduce evidence in order to prove his case. To borrow from Glass, McHugh and
Douglas, (12), they are:

{a) The foreseeability issue

(b} The preventability issue

(c) The causation issue

(d) The issue of reasonableness..

The fourth issue is not one requiring: evidence of its-own.but is'a- judgement to be-made
based on the evidence: appertaining to the first three issues, It is. the issue that.is:left to a jury
it on. the evidence the judge is satisfied that the other three issues have as a question of law been;

on the evidence, d on a bal of.probabilities,
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Foreseeability

To succeed a plaintiff must show that it was bly f ble that, for '. the
seating and table pusition or the hand operated. press were such that they gave rise “f a risk of
injury, specifically tenosynovitis, One of the necessary élements in negligence cases is i.oresee'
ability. s it y fi ble to an employer that a given employee will get actionable

ynovitis? The ing of fi bility is explained in The Council of the Shire of Wyong
v. Stirt 41} by the High Court. Mason J, said,

the foreseeability of the risk of injury and the likefihood of that risk
accurring are two different things ... A risk of injury which is quite unfikely

to occur ... may nevertheless be plainly foreseeable. Consequently when.we
speak of a risk of injury as being ‘foreseeable’ we are not making any state-
ment as to the probability or improbability of its occurrence, save that we are
implicitly asserting that the.risk is not one that.is far fetched or fanciful ... A
risk of injury which:is remote in the sense that it is extremely uniikely to oceur
may nevertheless constitute a foreseeable risk.”

An employer in the light of medical inf ion; publicity as weli as his own exper-
ience, can be expected to know of the risk of tenosynovitis to workers who do repetitive work.
If that risk is small it nevertheless may be foreseeable,

Most tenosynovitis cases would present little difficuity in satisfying the foreseeability
issue, fn.Uehlin's case’ 3) Sugerman J, said in- 1963,

It is clear that the risk of tenosynovitis was inherent in.the employment as

indeed it is inhe in other production line employ , and for that matter,

in other activities involving quick.repetiti ; aithough by no means

everybody who engages in.these employ or activiti { the:

disease."” o
His' Hohour did not appear to consider significant the' fact that not everybody who engages in
these employments or activities contracts the disease, F: ility was hel fished.

A fartiori in 1982, it is submitted that if such an employer did not know of the risk he ought
to have known'of it. '

This is perfectly consistent with His Honour's judgement in the later Court of Appeal case
of Chomentowski v, Red Garter Restaurant Pty, Ltd. (5). in that case a servant was violently
assaufted while depositing the takings of the Coachman: Restaurant in the early hours of the
morning at a Surry Hills bank. His instructions were to deposit the takings after the close of
business each’ evening on his way home, The plaintiff and his predecessor had performed this
duty regularly nearly 600 times without incident. The employer had no way of knowing if and
if so when such an iﬁiury would océur. The court regarded the risk as substantial and with
sufficient foreseeability. The analogy to be drawn is that even though it cannot be foreseen in
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permanent disability from tenosynovitis cases if and when the damage will occur, thaLdobs -not
prevent'it being foreseen,

Given thdt the duty owed by the employer is to eath individual émployee it ‘does not
matter that individuals vary in their susceptibility to tenosynovitis, tn Paris v, Stephéy Borough
Councit 8), the House of Lords placéd an added burden on an einptdy’er to make sure that a
one-eyed employee had his good eye protected by safety gogg!es Ti he burden would have been
less if the worker had two good eyes.

If 2 production line worker in the course of doing his of herwork has the need to repeatéd-
ty move hands and arms in a flourish of activity, then that person-may have'gréater susceptibility
than workmates, Similarly a more experienced operator who works at a greater-speed and has
had longer exposure to the: particufar work will be at a greater risk.of contractifig tenosynovitis,
These matters must be allowed' for by the employer.. He is bound td take the degree of care that
will r bly safe d each y 19

An employer is not obliged to have foreseen who Is at greatest risk. In 2 group of workers
there will be 3 spread of individual suscéptibility to tenosyriovitis. The level of susceéptibility. then
Is one of an infinite range of human characteristics. that go to make individuals, A person having
fiigher than- average susceptibility will not be regardéd as having a hidden weakness that the
employer is not aware of thereby absolving'the employer. An analogy can be drawn by reference
to individuals’ varying abilities to J and avoid them, 'and: those
who are not as perspicacious ar fleet faoted. The employer must take the degree of care aswill

fy saf d each individual employee. If this mearis foreseei g the risk of" ynoviti
in terms of the susceptibility of those of greatest susceptibility then so it must be ln Chomen-
towski v.. Red, Garter Restaurant Pty. Lea 11 )Sugerman.: ‘said,

“Immunity in the past would hold out nu promise of immunity from or

reduction of risk in the future, any more than the fact that one'has not'

had a viral infection for many winters-gives promise that, on that- accu'unt

alone, one will not sufferone, or is lesslikely to suffer one, next winter: #A1)
Foreseeability presents factual difticulties for plaintiffs alleglng unsafe plant and' appliances,
These difficulties are by no means insuperable, The hand press op 3 by Mrs, B ioned
above took a “’lot of pushing, and pulling” to use it. Presumably’ this was due to a malfunction
of the press itself. To-secure their rights, employees in this situation should ideally report the

Ifunction to- the employer. It could then be inferred by a jury that 2 reasonable employer
would have forescen the risk to the employee of suffering an overuse injury. Failing that, the
employee will have to establish that the employer had a duty to inspect the. press at regular
intervals,’ 12 It the operator is not a skilled person then. it is.submitted that it would be rea-
sonable in the cii that the employer. be bound to inspect. appliances in order that
they be maintained in a proper condition without the employee. having to initiate the action,

The plaintiff cannot establish foreseeability if the fault in the machine is not discoverable
upon inspection' unless it can be argued. that the disease is attributable to its useage in good
working order and there was an unsafe system of work. In another scenario it could be that a
part, such as a return spring, on the machine was missing thus necessitating pulling as well. as.
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pushing. Whex in good working order the press, it could be hypothesised, did not require pulling
because the i d to the qui state under spring tension. The employer upon

ining or being inf d of the fition of the press ought to have foreseen a risk of some
overuse disease such as tenosynovitis.

The position of data p i P suffering, fram industrial tenasynovitis can be
similarly id The statistics quoted in A jix C give some indication of the risk that
these employees undergo. The figures have been iled by employee organisations and placed
before managements. in atileast one area, industrial action was in train at the time of writing to
encourage management to adopt an improved method of work and/or improved equipment
in the form of seats and tables, to reduce the risk of employees of suffering from tenosynovitis.
As a resuit of this and the present high level of public awareness fostered by the mass media,
employer defendents who operate in these high risk areas can be reasonably said to know or
ought to know of the risk of tenosynovitis to their employ

Technology has produced devices that are claimed to determine a workers' or prospective
workers’ susceptibility to tenosynovitis. Assuming that they are accurate their availability may
be regarded by the Courts as making more difficult any employers denial of foreseeability.
Such a device will enable an-employer to foresee the relative likelihood of an employee getting
tenosynovitis, These- devices and their legal implications are discussed below under the heading
“Tenosynovitis Testing Devices”.

The salutory words 6f Windeyer J. in the High Court in Da Costa v. Cockburn Salvage
& Trading Pty. Ltd. (13) should be quoted as a guide to legal abjectivity:

“It is always important to remember that the fact that an accident happens to a

man at work is not of itself evidence that those in control of the work or respon-

sible for the manner of its performance were negligent. If a man be unreasonably

exposed to the risk.of injury that fact must ordinarily be apparent before he was.

injured; An intelligent, instructed and reasonable observer must. then have foreseen

the possibility of an accident. it must have been clear then that the employer was.

faiting.in_his duty to take reasonable care for the workman's safety."(M’
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Hf the plaintitf does not or is unable to show that a reasonable alternative exists to enable
the employer to arrange the system of work or the safety of'plant in such a way as to eliminate
or greatly reduce the tenosynovitis risk, then the plaintiff's.onus of proof is not discharged
and his case will fail. An illustrative case is Neill v. N.S.W, Fresh Food and lee Py, Lea iV
where a worker, cleaning the inside of a staintess stee! milk. tank, slipped, fell and was injured.
Although the risk of such an occusrence was foreseeable, his case failed because no eyidence was
led to show that, for example, a handrail could have been installed in the tank which did not

create other hazards for the worker or promise hiygi requi
In Uehlin v. STD 2) the plaintiff failed because she did not link, by appropriate evndence.
the causation of her illness with the submitted le al ive, It was argued on her behalf

that the chair provided for her was too low and, unlike the chairs provided to other employees,
was not adjustable. The alternative submitted was obvious — she should have been givena properly
adjusted adjustable chair. However, the medical evidi led iated ion, not with chair
height, but with repetitive hand movements,

Additionally, Sugermian J. said that, although the plaintiff may well have been required
to work too fast,

“suuese the rate of speed in fact set by the team of workers in order to take

advantage of the incentive system is not in any évent shown by the evidence'

to have had any causal ion with the ing.of ynovitis in

the sense that a lower speed would have removed or reduced the risk. 3)
Remarkably, His Honour then said,

“And, if the fact is that there was such a connection, it is not shown by the

evidence to have been apparent to anyone concerned,”’

It is respectfully submitted that this statement is open to criticism, There.is no authority for the
use of a subjective test as to what was. app to those ¢ d. The correct test is the
objective test of the reasonable employer finding himself in the same circumstances.
Consequently there are two ways to get around the difficulty presented: by Uehlin’
case, The first is 10 take the advice of 8 J and painstakingly lead evid to
blish a clear link b ion and p: ility, The second is to argue that Uehlin’s
case 12F was wrongly decided. The writers suggest that being the first case in which these issues
were argued, counsel for the plaintiff had only general guidelines at their disposal- as to the
evidence: required as d ined- by decided employers liability cases, In Uehlin’s case. 2 "the
blished report is letely devoid of ref to di cases in. to matters pre-
sently relevant, The inference drawn is that Uehlin’s case 2 was not well argued and principles
from decldedcases were not put before the court nor does it seem they were used'as general
idelines to d the evid to lead.
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There is ample inf it ilable to employers about ways and means of greatly

ducing the incid of ynovitis. This information arms a plaintiff’ employee wnth
cvndenc: to discharge his onus to contrast an alternative ically ble and pi
work hod. For le, data p ing op can.have imposed. a key stroke limit
of say 10,000 ch per hour; i ive sy can be di i i; desk and chair heights
can be adjusted for optimum safety for each individual; workers can be given short relaxation
periods; jobs.can be d; indivi can be hed in order to avoid unnecessary move-
ments; ‘occupational health.or ic advice can be obtained to assist in properly designing:
activities such that those movements which are more jucive to ynovitis are reduced

and those less so are utilized. These measures produce favourable resulls.m If an employer was
to adopt any of these measures without significant success his interests are nevertheless served
because it increases the difficulty for a plaintiff employee to establish that there was a reason-
ably pracﬁcai alternative,

This is a straightforward problem of fact for a plaintiff. Medical engineering and ergon-
omic opinion. should be evidenced and/cr the opinion of someone with the experience of the
industriat and social aspects of the disease. .
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Causation

One of the difficulties anticipated is where a tenosynovitis sufferer has engaged in acti-
vities outside work that could, along with ! ivities, cause itis. Thisis a
3 3

‘ ploy Y
problem with workers who have home duties to attend to before and after work, Glass, McHugh
and Douglas in their text say,

*The most satisf: y § fon of the legal pt of causality confirms ’
that conduct is causally relevant if it is necessary to complete a set of conditions
jointly sufficient for the production of the oA

To put this.in context, there is a causal connection between. the disease of tencsynovitis and an
unsafe system of work or unsafs equipment if the disease would not have occurred but for the
unsafe system of work or unsafe equipment,

it .is_not necessary 1o be able to specify the exact chain of events that caused the disease,
A plaintiff satisfies his onus of establishing causation if he can show on a balance of probabilities
that the disease arose out of a specific defective system of work or specific defective equip-
ment. Nor is.it necessary for the actionable. facts to.constitute the only cause of the disease,
An illustrative case is Power v. Snowy Mauntains Hydro Electric Authority.(3) A worker entered
into employment already suffering from silicosis having previously worked in various quarry
drilling operations, Nevertheless his health at this stage was good, His condition was aggravated
and deteriorated when being employed to work. in very dusty conditions made so partly by the
employer's failure to provide water for the drills,

The dust present in the air was not due solely to the lack of water in drilling. Other oper-
ations'such as rock crushing contributed. The New South Wales Court of Appeal said,

“The task of the plaintiff was to provide evidence from which, prima facie, it

appeared to be more probable than not that the dust from the drilling materially

contributed to his injury,”
The parallel with industrial tenosynovitis cases is clear. If the other requirements to establish

are satisfied then a ynovitis sufferer need only show that. the-wark in question
materially contributed to-the injury, to succeed,

The wide scope afforded by the issue of causation is qualified by the concept of remate--

ness. The test of remoteness is based on f ility. F ility is di 1 above 2s the
basis of establishing lability but f esecability in relation to is a slightly different
concept.

if a worker ynovitis in cil where the employer adopted an
unsafe system of work and/or lied’ unsafe ij and the bl ployer would'
not have foreseen that the worker might contract an overuse disease then the damage is too
remote from the cause and the employer cannot be liable, Thus, f ility is a dual

test in tort. As Windever J. put it in M. /sa Mines Ltd, v. Pusey, '®
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1

“Sg now we have the blessed, and overworked, word ‘fi bility
25 a single test for both the existence of liability in negligence and the extent of
}ecoverable damage."‘s)
Remoteness is the linguistic inverse of “extent of recoverable damage’ which is an abbreviated
expression for “the extent of the harm for which damages may be recovered for breach of the
employer’s duty”. The case of Mount /sa Mines Ltd. v. Pusey 5l, places an important quali-
ion to this, T itis is a type of disease belonging to the genus of overuse diseases.

The above' case is authority for the proposition that the: ble employer need only have
foreseen that the worker might contract some overuse disease thus easing the burden of proof
on the plaintiff, Describing it as a “comfortable latitudinarian doctrine’” Windeyer J. in the
High Court said,

“The particular pathological condition which the shock produced need not have

been foreseeable. It is enough that it is a recognisable psychiatric iltness. "t
In that case the piaintiff suffered a raré and therefore not specifically foreseeable mental disease
but it was held that some sort of psychiatric illness was. bly f bie ard this sufficed
on the facts of that case to establish the extent of r ble d

The foreseeability test is qualified'by the principie that a tortfeasor must take his victim
as he firids him.. The type of cases in point are known as the “egg shell skull cases”, tn Smith v.
Leech Brain & Co. Ltd.'® 5 worker was burned by a splash of moiten metal. This was seen
by the court as f ble. Yet it was notfi that & of. the worker’s predisposition
to cancer he developed a carcinoma from which he died. The court held the damege not to be
too remote, The type of injury only, nced be: foreseeable not the extént of the consequences of
the injury. g '

In industrial. tenosynovitis cases therefore, an injury is not too remote where an employee
has a particular susceptibility to- the disease or a susceptibility resulting in a more serious disease
developing such as capsulitis.

These points are exceptions to the foreseeability rule as laid down in the High Court in
Council of the Shire of Wyong v. Shirt **! discussed above,,

Lord Morton in Paris v, Stepney Borough Council (10) said,

“In idering lly the precaytions which an employer cught to take for

the protection of his workmen it must in my view, be right to take into account

both elemients, the likelihood of an accident or disease happening and the gravity

of consequences.’”

The gravity of the ] in ynovitis cases will. vary from person to person. Given
that the duty owed by the employer is 2 personal duty to each employee then if the more drastic
of p disabl or disfigurement occur then the degree of care exacted

by the law from the employer i; commensurately high. Gravity of consequences Is an element
of the general ‘proposi!inn that a plaintiff must establish on reasonable grounds that he is more
entitled. to justice than the: defendant. It may be more difficult to convince a jury of this if there
is not visible disfigurement or palpable disablement. In other words, a jury may under-rate the
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f;ravny of the consequences and adjust its requirement for a duty of care downwards thus.render-
ing the 'chances of a deserving plaintiff, who nevertheless suffers and will continue to suffer
great pain and. restricted employment opportunities as a result of tenosynovitis, much reduced.
Expert medical evidence may assist but a doubt could conceivably be planted'i (

[ . n the minds.
the jurors about the credibility of the plaintiff's case. th ds. of
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Reasonableness

The common law is moving away from the simplistic notion espoused by Lord Dunedin
in Moreton v. Dixon (William) le.(” that there were only two kinds of “fault and omission”
on the part of employers. He said they were,

“...... that the thing which he did not do was a thing commonly done by other

persons in like circumstances or to show that it was a thing which was so obviously

wanted that it would be folly in anyone to neglect to provide it,”" 2
Such a statement of the law may induce employers to rely on the status quo of the industry
in reliance on the notion that he should' do no more to reduce the incidence of tenosynovitis
in his workforce than any other employer in like circumstances.

Where courts have seen the desirability to do so they have got around this requirement.
The High Court of Australia in Hamilton v. Nuroof (W.A.)%) per Dixon C.J, and Kitto J.
criticised the above quoted use of the word “folly” by Lord Dunedin as being devoid of meaning,
They said the proper consideration was “a failure in reasonable care for the safety of the work-
man’’,

In the House of Lords in a 1953 case, General Cleaning Contractors Ltd. v, Christmas 4}
a window cleaner was required to stand on a narrow window sill and hold on to the timber
window sashes. high above the ground. This had long been the practice of window cleaners to
clean ordinary double sash windows, Lord Reid said,

“A plaintiff who seeks to have condemned as unsafe a system of work which

has been generally used for a long time in an important trade undertakes a

heavy onus: if he is right it means that all, or. practically all the numerous em-

ployers in the trade have been habitually neglecting their duty to their men."(s)

He went on to hold far the plaintiff. The employee litigant must show that the system or equip-
ment provided was unsafe and further show alternatives that could reasonably have been adopted
to reduce the incidence of tenosynovitis. This will. suffice to get around. an. argument based on
the long. established practice in the trade. it is an open question whether or not, in the words of
Lord Reid, "numerous employers” in the data processing or process work, “trade’’ have been
“habitually neglecting their duty to their workers”, It certainly appears to be arguable.

Reasonableness is a matter for the jury. The cases give guidelines for juries that they may
be able to judge the-merits of each party's evidence and come to a conclusion on the facts, A
judge will not put a case to the jury unless he is satisfied that the legal requirements of fore-
seeabifity, preventability and' causation have been met by the evidence presented on behalf of
the plaintiff who bears the onus of proving his case on a balance of probabilities.
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APFENDIX 2'

o s, Netional Ocoupationsl Heslth
: S Sefiely Secretariait

M J Talberg

Secretary

Joint Parliamentary Committee
- of Public Accounts

NAZIONAL OCCUPATIONAL HEALTH ' P L sament Howse

AND_SAFETY SECRETARIAT CANBERRA ACT 2600

HEALTH AND SAFETY FACTORS RELATING TO THE USERS OF SCREEN
BASED EQUIPMENT

Your memorandum of 23 July 1984 addressed to the Assistant
Secretary, Working Environment Branch of the Department of
Employment and Industrial Relations has been passed to me.
Departmental responsibilities for the Physical Working
Environment has, since 1 July 1984, been reallocated from the
Working Environment Branch to this Secretariat.

You asked for advice on who is exercising responsibility in
occupational health and the role of the Department of Employment
and Industrial Relations in this field. The Interim National
Occupational Health and Safety Commission (INOHSC) has reported
to the Minister for Employment and Industrial Relations. The
Report was tabled in the House of Representatives on 29 May
1984. The Government is considering its recommendations and

we expect that there will be positive announcements made in

the next couple of weeks about the proposed National Commission.

Meanwhile a National Secretariat has been established which
brings together the INOHSC Secretariat and the Physical Working
Environment section of the Department. This is a preliminary
move in view of the INOHSC recommendations which provide that
the Minister for Employment and Industrial Relations will have
sole responsibility for all occupational health and safety
matters. If the recommendations are accepted these areas in
other Departments and Authorities will then be transferred

to join this basic group.

Late in May a Committee on Occupational Health and Safety in
Australian Government Employment (COHSAGE) was established

on a joint management-union basis. It 1s envisaged that COHSAGE
will become a Standing Committee of the proposed National Commission.
Meanwhile it is the advisory body in Australian Government
employment. I am now Chairman of COHSAGE.

Your other question related to the availability of statistics
. associated with screen based equipment and the number of

o compensation claims which are SBE-related. We do not have

. ' detailed information but we understand that the Public Service
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Board has collected information in recent times. Some of the

Statutory Authorities eg Telecom, would also have detailed
statistics.

When the Government has made a firm decision about the future
of occupational health and safety I will emsure that you are
given details of the new arrangements.

.‘\‘
4

o

¢
J T C BRASSIL
Head of Secretariat

25 July 1984

’

4%,
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AFPENDIX 3

NATIONAL HEALTH AND
MEDICAL RESEARCH COUNCIL GUIDELINES.
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A s 3.

NATIONAL HEALTH AND MEDICAL RESEARCH COUNCIL

occupational health guide .......... VISUAL DISPLAY UNITS

at the Ninety-third Session of Council, June 1982 and amended
by the Ninéty-sixth Session (Octcber 1983)

COMMONWEALTH DEPARTMENT OF HEALTH

introduction .. 1. This guide is concerned with the
possible effect on health of the
use of equipment incorporating an
illuminated display as an integral
part of its configuration. Such
equipment includes visual display
units and terminals, video display
units and terminals, screen-based
word and data processing equipment
and micrographics equipment
(VbUs). The type and amount of
interaction with the display
determines health effects such as
those described in this guide.

equipment ..... 2. The design and layout of the
: equipment should meet ergonomic
requirements (see FIGURE 1).

. The VDU screen should be
located so that the centre of
‘ the display is 15 plus or
minus 5 degrees. below the
level of the operator's eyes;

. separate devices to adjust the
height of the desk and
keyboard, the position of the
source documents and the
height of the terminal display
are desirable. The chair
should be easily adjusted and
freely movable;

V0U-82-93
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the preferred work posture is
illustrated in Figuge 2.

the seating position should
ensure that:

.+ the feet can be placed flat
on the filoor or other
support with the thighs
horizontal;

.. weight is taken on the
buttocks and upper part of
the thighs only;

.. the movement of the legs is
not restricted;

.. there is no pressure at the

back of the knees;

.+ the body can be held
comfortably erect with the
back. supported in the
lumbar region;

.« the relative heights of the
seat and the working
surface should be so
adjusted that the shoulders
are relaxed when the hands
are resting on the
keyboard. The arms should
hang naturally with the
angle between the forearm
and upper arm at or
slightly greater than
90- degrees, so that there
is a minimum of wrist
bending;

the working surface should be
large enough to allow the
equipment to be moved as
required by the operater and
to provide room to rest the
forearms and hands. It should
be of a nautral colour and
have a matt finish to minimise
reflections;
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the work area should be such
that the operator can use the
VDU with freedom of movement
of the legs and arms and have
room enough for all source and
reference documents;

the keyboard should be
detachable from the screen so
that operators can move it to
the most comfortable position
for posture and viewing
distance from the screen;
e.g. for one handed keying
tasks, the keyboard should be
placed to one side of the
operator, favouring the hand
being used. The keyboard
should be as thin as
possible. (30 mm is
recommended) ;

keys, keyboard, document
holder and documents should
have a matt f£inish;

the screen, document holder,
and reference cards should be
placed about. the same distance
from the operator to avoid
unnecessary changes in eye
accommodation (Figure 1);

the desk top should be as thin

~ as possible, preferably no

more ‘than 25 mm;

the location of the VDU must
be such that the screens and
bench surfaces are not
affected by reflection and
glare and/or excessive light
from windows or overhead
luminaires. Reflection and
glare can be reduced by
shields or screen coating;

the visual task should be the
brightest object in the visual
field and the brightness of
the surroundings should be
graded off as gradually as
possible;
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visual factors
affecting .
performance ...

VDU-82-93

- many screens generate
., considerable heat; therefore
.. the office temperature should
. be maintained at a comfortable
" levels;

Visyal factors affecting the

‘" performance of an operator include

the distance between the operator
and the observed object and the
dimensions and brightness of the
elements comprising the visual
task, The combination of the task

,elements and the visual acuity of

the operator determine the best
operating distance.

.

v

o " &l

For efficient visual performance,
the operator requires: ' :

optimum size and spacing of
critical detail;

contrasting tone and/or colour
between the observed object and
1;sv;pmed}f e background;

0

the observed object remaining
stationary. The refreshing
fate of the screen should be

over 50 cycles/sec. to produce
a flicker-free display;

adequaté illumination. The
appropriate level of
illumination of the benchtop

and working area is 350-590 lux;

. TN s
,thhﬁlumxﬁance ratio between the

. .,task arda and the general

.\ syrréﬁpdings not greater than

3i1,
st Pon} :
avgx§éncg:of excessive contrast
between the immediate visual
field apd, the surroundings;
Cafbye
‘
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visual fatigue .. 5.

¥0U-62-93

. adequate ceiling mounted local
lighting where source documents
are used in conjunction with a
VDU. A desk lamp at eye level
causes unwanted reflection and
glare and should not be used;

. a clear view away from the
screen to relax the muscles
responsible for accommodation;

. care to avoid the introduction
of high reflectance materials
such as white boards, glass
partitions, glass desk tops,
highly polished floors and
other such surfaces into a VDU
area.

There is no scientifically
acceptable evidence that the use
of VDU's damages the eyes or
eyesight or imposes any risk from
radiation.

Continual use of VDUs has led to
complaints of visual fatigue and
apprehension concerning damage to
eyes or vision (see Appendix 1)

A worker ongaged in a visual task
may suffer visval fatigue because
of:

. small size of visual object
requiring maximal effort;

. poor contrast at the work point;

. light which illuminates the eye
more than the light emitted or
reflected from the observed
object (glare);

. low level of illumination, or
uvneven distribution of light;

. Elickerlng or other

uncontrolled movement of the
visual target;
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Age and visual

« poor legibility (e.g. as in bad
handwriting) and poor
definition in the source
document (e.g. as in some
carbon copies).

Operators over the age of 40 to
45 years may need glasses to read
VDU screens and source material
comfortably and efficiently. A
person's normal reading glasses
may not be suitable because
reading spectacles have a focal
length between 300-350 mm whereas
typical reading distances from
screens range from 400 mm to 1 m.
Special lenses may be required for
occupational use., The consultant
should be informed of the
locations of the VDU screen and
source material.

normal occupational health
practice it is desirable for
operators who work consistently
with: VDUs to have their vision
screened. to X

determine whether their
performance may be adversely
affected by any existing defect
e.g. operators with visual defects
such as uncorrected moderate
refractive errors or presbyopia,
unstable binocular vision or
uncorrectable lowered visuval
acuity, may have difficulty with
close visual work.

Eyesight screening tests can be
conducted at the workplace by a
person trained in the appropriate
techniques. Under no
circumstances should failure to
pass a screening test be used as a
criterion for non-selection

without referral to an optometrist
posture and ist.
visual R or ophthalmologis
fatigue ....... 7. When the observed object is in an

unsuitable position, discomfort is
felt and increases progressively
as the.eyes are turned constantly
from the mid-position. To prevent
discomfort the head is turned.
Though the load on the eye muscles
is reduced, the sustained
contraction of muscles of the
head, neck and trunk is an
additional cause of fatigue.
Constrained posture at the
workplace may also produce
muscular pain and stiffness. For
operators over 45 years and using
biofocal lenses, the screen should
be tilted about 10 degrees

periods «ivaeen

(See Appendix 2 for a description
of appropriate tests.

The VDU operator should be
provided with an opportunity to
rest his/her eyes and change
posture from time to time as
required by circumstances. Normal
rest periods for personal hygiene
‘and meal breaks will be adequate
for the majority of users working
under conditions which meet the
fequirements specified in this
guide. -

! - s . ‘t, D.J. and Stewart
e o avold an unconfortable ‘ further reading L. Cakit, Ay e Manua1 1975 ’
1
eye tests ..... 8, There is no particular need for

VDU operators to have eyesight
tests any more often than, or
differing from, those applicable
to other clerical workers.
However, on commencement of work
with VDUs and in accord with

Vou-82-93 V0U-82-93
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visual
fatigue .......

personal causes
of visual
fatigue .......

V0U-82-93

Appendix 1
Visual Fatipue

Visual fatigue has. two components;
muscular and perceptual. Muscular
visual fatigue is a consequence of
undue use of the muscles which:

. rotate the eyeballs within the skull
and by which the movements of both
eyes are co-ordinated so that the
visual axes of the two eyes meet at
a common object of attention
{convergence);

. alter the shape of the lens to focus
the image of the object on the
retina (accommodation), adjust the
pupil aperture according to the
brightness of the field and the need
to stop down the lens for near
vision.

Ocular conditions inherently conducive
to excess compensatory effort by the
eye muscles, such as long sightedness,
faulty accommodation or convergence, or
a_structural condition of the eye which
blurs the visual image (astigmatism),
all aggravate the difficulties of
prolonged visudl tasks.

Perceptual fatigue is a mental
phenomenon’ resulting from prolonged
effort in interpreting visual data. It
causes poor berformance and may lead to
task aversion. .
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APPENDIX 2

EYESIGHT SCREENING TESTS

1.
2.
3.
4,
distance
visunal
acuity ........ 1.
near visual
acuity ........ 2.
oculomotor
co-ordination . 3.

vdu-83-96

Distance Visual Acuity
Near Visunal Acunity
Oculomotor Co-ordination

Colour Vision

testing of distance visual acnity
using a Snellen letter chart at a
distance of 6 m from the subject.

If the subject usnally wears an
optical correction it should be
worn. during the test. More than
two errors with either eye in the
6/9 line indicates a need for
referral to a consultant.

testing of near visual acuity
using a suitable near distance
chart such as the Times Roman
chart at the subject’s normal
working distance, usunally in the
range of 40 to 70 cm, If the
subject normally wears an optical
correction, it should be worn
during the test. If the subject

wears bifocals, the card should be

viewed through the reading
segment., Operators making more
than two errors with either eye in
the 6/9 line should be referred to
a consultant. )

testing of oculomotor
co-ordination using a Maddox wing
test or its equivalent. Normal
optical correction shonld be worn
during the test., Referral to a
consultant is necessary when:

(8} horizontal heterophoria
exceeds 12 dioptres of
exophoria or S prism dioptres
of esophoria

(b) vertical heterophoria exceeds
1.5 prism dioptres.

52.

colour
vision ........

vdu-83-96

4,

colour vision may be checked by
using the Ishihara colonr vision

test.
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LAYOUT FOR SCREEN, KEYBOARD AND DOCUMENT HOLDER
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_EMPLOYERS' POLICY
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OFFICE OF THE PUBLIC SERVICE BOARD
McLACHLAN OFFICES
Nationat Cucurt. Canberra, ACT 2600 Telephone 72 3977

Relferencer 81/418
23 October 1981

PS8 Memorandum

A11 Departments, Statutory Authorities and Staff Organisations

Operation of Visual Display Units (VDUs) and other Screen Based
Equipment (SBE

Approaches from Departments and staff associations have indicated concern
by both management and staff about possible hazards associated with the
sustained operation of VDUs * and other screen-based equipment eg
micrographics and word/data processing equipment. Departments will be
aware of the document prepared by the Australian Public Service
Association setting out -its views on a number of aspects of SBE
operation. The purpose of this circular is to provide informaticn on
sources of specialist advice on matters likely to affect the health and
safety of operators, and to convey the Board's views on certain issues of
concern to management and staff. There has been consultation with
departments and staff associations on the issues with which this advice
deals.

2. Technical considerations

In preparing this advice, the Board has consulted with the two
Commonweatth Departments which have defined roles under the Code of
General Principles, Occupational Safety and Health in Australian
Government Employment **. The Department of Science and Technology ***
has had a general responsibility in relation to occupa@ional safety
matters and the attention of departments is drawn particuiarly to Issug
No 13 of the 'At Work® series which discusses 1ighting, layout aqd design
etc aspects of a desirable working environment for VDU cperation?. The
Director-General of Health is. the occupational health authority for the
Conmonwealth and has gazetted a recent National Health and Medical
Research Council (N.H. & g_.R.C) occupational health guide on eyesight
testing for VDU operatorsé for adoption in the Australian Public

Service. References to these documents and other sources of X
authoritative information are provided. Departments and Authorities are
encouraged %o consult these when formulating detailed management policies

(* The term VDU includes Visual Display Terminal (VDT) throughout this
circular.)

(** Issued in 1975 by the then Minister for Labour and Immigration and
subsequently endorsed by the present Government.)

(*** This responsibility is to be transferred to the Department of
Industrial Relations)
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governing the operation of screen based equipment. (It should be noted
that at the time of preparation of this circular, the NHEMRC is preparing
a more extensive occupational health guide for the Australian community
on the use of screen based equipment. This is expected to be available
at a later date.)

3. Policy issues associated with VDU operation

(a) Eyesight testing

The Nationa) Health and Medical Research Council Guide notes that
VDU operators who spend significant periods of time in front of a
screep may report symptoms of visual fatigue (or 'eyestrain') such
as headaches or dizziness etc., and that these often resuit from
uncorrected or inadequately corrected visua) disorders. The guide
recommends that VDU operators should have eyesight tests:

. op commencement of work with VDUs;
. at two yearly intervals after the age of 40 years;
. whenever indicated by the onset of symptoms.

In drawing attention to these recommendations the Board. expresses
the view that testing should be on a voluntary basis and confined,
at this stage, to staff who work substantially fuli-time on
screen-based equipment.

Whilst the arrangements for testing programs are the responsibility
of Chief 0fficers, the Department of Health should be consulted.
initially to ensure that the correct procedures are followed.
Testing should normally be conducted by the Department of Health;
where this is not possible, private practitioners (e.g.
optometrists) can be utilized after advice has been received from
the Department of Health on a suitabie fee, and the recommended
test protocol. Tests recommended: by the NH&MRC include distance
and near visual acuity, oculomotor co-ordination {eg Maddox Wing
test), and the Ishihara test of colour visicn..

Whilst the Board acknowledges thai it is reasonable to provide
eyesight screening tests. for employees, liability for further
examination or treatment is. normally the responsibility of the
employee. In particular, the cost of spectacles will not be met,
since available medical evidence indicates. that operation of VDUs
is. not in tself responsible for damage of the eyes or eyesight.

(b) Rest Breaks

The issue of rest pauses is discussed widely in relation to the
operation of SBE. It is inevitable that sustained concentration
will produce fatigue., Sound and. sepsible management would suggest
that where possible, screen - based tasks. should be organised in
such a fashion, that spells. from concentrated activity at the
display screen are available throughout the working day. In any
event; it is desirable that supervisors. should be well informed on
relevant aspects of the causes and alleviation of excessive
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(c)

(d)

operacor fatigue. They should also be aware of the need for a
sufficient break, having regard to the nature of the task and the
need for involvement in substantially different activities during
the break. Rest breaks will ordinarily be more acceptable to staff
if they have an opportunity to participate {subject to operational
requirements) in decisions about their frequency and duration.

Radiation Hazard

Staff can pe advised that available evidence indicates that the
risk. and levels of radiation leakage from a VDU are jnsignificant,
and that there is ne risk to health. According to available
. sources, radiation leakage is well below normal 'backdround’
levels, so that no Tong-term hazard has been identified, Nor is
there any evidence of increased emission in otherwise faulty
equipment. Because of thé lack of evidence of any hazard, the
Board does not consider it necessary for equipment to be regularly
monitored for radiation leakage. Sta’f requiring further assurance
on this should be referred to the 1?£?rmatfon bulietin prepared by
the Australian Radiation Laboratory\®l.

Horking Environment (See also Attachment A)

The effects on efficiency and operator well-being of proper
attention to furniture and equipment design, layout, 1ighting and
other physical and social characteristics of the SBE workpiace, are
emphasised in both the RHEMRC Guide and 'VDUs at work'.

The NH&HRC is currently considering an occupational health guide
covering this subject. In the interim however, aspects of the
working environment which should be kept in mind include:

(1) The new Pange of standard furniture which is suitable for
usé in a wide rarige of environments. For example a version
of the Standard C1/C2 chair fitted with a gas 1ift cylinder
to allow rapid and easy adjustment can be made available
when the need exists. The layout- of the furniture should
ensure that a suitable workspace is provided and that
maximum postural comfort is attainable relative to the use
of the screen-ba?gg equipment. Departments should check the
Furniture Manual\®) as amended from time to time before
finatizing the requirements for new installations..

(ii) Special Department of Finance approval is. no Tonger required
when curtains or other suitable window treatments are
required to diffuse excessive 1ight reflections and glare on
the screen or keyboard. .

(i11) Other factors for consideration include;

Use of colours

Noise control - '
Temperature/Humidity/Air Flow characteristics
Lighting levels (eg artificial vs natural)’
Keyboard opération eg layout, spacing, travel &
response. o
Screen characteristics eg contrast.
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(e)

(f)

(9)

Advice on technical aspects of the fitting out or modification of
specific SBE installations (other than the equipment itself) is
available from the Department of Housing and Construction.

Compensation Aspects

Instances of fatigue, postural and/or yisual problems may, if not
rec;:ged. Tead to compensable conditfons arising from the working
con ons.

It.is in the fundamental interests of employees and management that
such conditions and their consequent incapacities be prevented as
far as practicable. Such action should be consistent with
cyr;ently accepted standards, and the need to balance costs against
risks.

Staff Participation

Introduction by departments of new or revised procedures involving
the use of SBE should be undertaken in conjunction with proper
consultation with staff employed in its operation. Such action
should accord with the spirit of the guidelines on joint
staff/management consultation on technelogical change in the
Australian Public Service: {which should continue to be followed in

' detail in appropriate circumstances).

Attachment ‘A’ 1ists some key attributes of a VDU and the
workstation which are drawn to the attention of departments. These
have been taken from the source documents referenced and are not to
be seen as technical recommendations of the Board. The documents
mentioned should be consulted for further details.

Reference Documents

1, Occupational Safety and Health Publication 'At Work' Series
No 13: 'VDUs at work' AGPS. This. document is expected to
be published shortly.

2. Natjonal Health and Medical Research Council Occupational
Health Guide: Vision and Eyesight Tests for Visual Display
Terminal (VOT) Operators; 90th Session October 1980..

3. Commonwealth Standard Furniture Manual; Public Service
Board, Canberra.

4, Commonwealth Department of Health, Australian Radiation
Laboratory Information Bulletin No 1, April 1978: ‘The
Video Display Unit and X-Radiation'.

5, The following Standards Association of Australia
- publications provide further authoritative advice on matters
associated with VDU use:

- Rustralian Standard 2466-1981: Guide to the Design of
Microform Workstations.
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- Rustralian Standard 1680-1976: Code of Practice for
Internal Lighting and the Visual Environment.

- Rustralian Standard 3159-1976: Electronic Sound and Vision
Equipment. .

6. There are nany overseas publications which comment on VDU use. One
which may provide useful reading is 'Human factor aspects of visual
display unit operation' by Colin Mackay. Health and Safety
g;:;:utive‘ll;%earch' Paper No 10, London: Her Majesty's Stationery

ce. .

R R Moo ol

B.R. Hamilton ' ' !
Secretary "
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ATTACHMENT A

KEY TECHNICAL ATTRIBUTES DESIRABLE IN RELATION TO
OPERATION OF SCREEN-BASED EQUIPMENT

These key attributes are indjcated in particular by the NHEMRC Guide and.
the publication 'VDUs at Work', as desirable in relation to the
development of a model working situation; they are not mandatory
prescriptions. Their application in particular workplaces will need to
have regard to the specific operational requirements of the work and to
considerations of practicality; eg single units may require different
treatment from group installations, while modifications to existing
arrangements may need to be treated differently from new installations.
The attributes specified as desirable at this stage are therefore a guide
to be supplemented by reference to more detailed publications referred
to, and to other relevant standards as they become available. Chief
Officers are also encouraged to consider as appropriate to their needs
more detailed guides for jnternal management, eg, in relation to neoise
attenuation and glare treatment.

ATTRIBUTES OF THE EQUIPMENT

The keyboard should conform to a standard layout and to be detachable,
where practicable.

The keys should conform to the following requirements:

. key top. = dished profile with mininum reflection
. key force = 0,25 - 1.5 Newton. o

. key travel = 0.8.mm - 4.8m

. key size = 12 my - 15 im square

» = 18 mm - 20 mm

key centre spacing

Important function keys should be colour coded.

Character(s):

. should be clear and of constant density. Character height should
got be Tess than 1/200th of thé viewing distance, with a minimum of
mn3

. height to width ratios should be between 1:1 and 1.0 : 0,85;
. height to stroke width ratio should be 8:1-10:1;
. spacing should be 20%~50% of character height.
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The screen should be ei'ther coated or etched to minimise reflection.
The minimum refresh-regenerate rate of the phosphor should be 50 Hertz,
Radiation levels measured at the screen face should be

10 MHz to 20 MHz - 1.0 mH/cmd

20 Miiz to 300 MHz - 0.2 mjcm?

300 MHz toi 300 GHz - 1.0 mi/cn?
ATTRIBUTES OF THE ENVIRONMENT

. Noise should be as low as. possible, preferable 55 Db(A) for high
levels of concentration, and: 65 Db(A) for routine task areas.

. Heat dissipation should not be directed towards any operator.

. Room temperature should be 21.23° C, Relative Humidity 45-55% and
air movement 0.1 m/sec.

. The angle of viewing. should be 200 downwards to the screen.

. Lighting intensity: 100-200 lux; luminescence ratio 4:1 of
background Tight.

o Ideal viewing distance 330-550 mm.,
. Chairs should be at least 450 mm wide x 360 mm deep; the height of

the back should be 80-150 nm above the seat, and the concavity
should have a radius of 320 mm..
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OFFICE OF THE PUBLIC SERVICE BOARD
MCcLACHLAN.OFFICES
Nationa! Circuit, Canberra, AC.T. 2600 _ Tel: 72 3977

Reterence:  83/3129

27 September 1983

A1l Departments and Statutory Authorities
State Public Service Boards and
Staff Organisatfons .

PUBLIC SERVICE BOARD PAPER - REPETITION STRAIN INJURIES

Attached for information. is a copy of a paper prepared for the
Public Service Board by an internal Working Party on Repetition
Strain Injuries (RSI).

The paper addresses administrative matters including the handling
of RSI cases and the need for increased awareness of the problem
amongst a wide range of staff throughout the Public Service, The
medical aspects and treatments of RSI are not analysed in detail
since those subjects are properly the province of others with
appropriate expertise., However, some commonly held views are noted
as background information,

The paper does not represent a formal position taken by the Public
Service Board, but is being circulated to departments and
authorities at this stage as a potentially useful contribution to
consideration of the issues involved 1n RSI. Consultations with
agencies and staff associations are in train, with a view to
implementing some: of the recommendations .made, and assessing the
suitability of others.
Comments on the report will be welcomed and should-be addressed
to: .

The Secretary

0ffice of the Public Service Board,

McLachlan Offices, National Circuit

BARTON. ACT 2600

Attn: Employment Conditions Branch

R Mol

B.R. Hamilton
Secretary

Encl
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REPETITION STRAIN INJURIES

REPORT BY JUNIOR WORKING PARTY
PUBLIC SERVICE BOARD

SEPTEMBER 1983
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REPORT OF JUNIOR WORKING PARTY ON REPETITION STRAIN IMJURIES

Contents

1. Introduction

2.  Physiology

3.  Psychological Aspects

4, The Public Service Problem

5.  Uperational Arrangements

6.  Staffing Procedures

7. Training

8. Equipment/Environment

9. Suminary of Recommendations

Appendix. A refers to Opérational Arrangements
Appendix. B refers to Staffing Procedures
Appendix. C refers to Training

Appendix. D - Working Group's terms of reference.

. _!ntroduction

In October 1982 the Board agreed to the formation of a Working Group to
study the problens presented by repetition strain infuries in the
Australian Pablic Service. The Group comprised representatives from ail
Divistons and the Melbourne Regional Director's Office. Temms of
reference for the Group ave shown at. Appendix D. |

1.2 The Working Group has made suggestions for actisn in keeping with
the Board's role and responsibilities. The recommendations reflect the
fact that this 1s a subject area not well understood at present, but one
which appears 1ikely to be studied {n detai] as it assumes importance in
the near future. Technical judgements have theréfore been avoided and
the recommendations aim to:

(1) raise awareness of the probiem in the APS;

(31) publicize generally accepted comonsense proce&ur'es‘ which
may help to 1imit the RSI problem, and;

({11) suggest means' for facilitating inter-departmental
comnunication on the subject.
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2. Physiology

Repetition Strain Injury (RSI) is a term which encompasses a wide
of complaints affecting several different areas ofome‘ body. The ranse
injuries are often encountered in types of work where particuTar
repetitive movements and/or fixed postures must be maintained for Tong
periods of time..

2,2 Tendon inflammations such as tenosynovitis in the wrist are typical
examples of the Injuries commonly referred to as RSI. Such 1njuries are
usually attributed to continual specific movements involving a good deal
of force or speed. There s another type of injury which may afflict
people doing repetitive work, due to the need for them to endure a static
load on certain muscle groups as they maintain a fairly rigid working
posture. These postural stresses may induce back pain, headaches or
other tension-related complaints as well as contributing to the other
injuries mentioned above. Some medical authorities see these static
stresses as the more important side of the problem and therefore prefey
to use the term "overuse injury” rather than “repetition strain injury"
hecause the latter term tends to ignore the static causes ., Hhile this
veport will retain the tem “repetition strain injury" for convenience,
it should be remembered that the injuries and causes discussed are not
exclusively involved with movement,

2.3  Repetitjon strain injuries may appear 1n a variety of ways.
Symptoms may be pain, numbness, tingling, swelling or loss of muscle
power, In the early stages these symptoms may not appear to be serious
and this, together with the -fact that external signs are often difficult.
to detect or are non-existent, makes early diagnosis a problem,

2.4 The best treatment for RSI 15 agreed to be rest from the factors.
which aggravate the injury - a period of weeks or months is often
needed, However, due to the minor early discomfort, the di fficulty in
diagnosis and the seemingly disproportionate inconvenience of the cure,
work often continues until the pain or disability becomes intolerable.
By this time the chances of complete. recovery and return to pre-injury
productivity are greatly diminished. Medication and surgery do- not
obtain consistent success as alternative treatments.

2,5 Th_e):e‘ are claims made for tests which attempt to predict. individyal
susceptibility to RSI, but these have not beep proven conclusively and
are disregarded by some authorities, At this stage the only generally
reli?b}etindicator of susceptibility appears to be a history of related
complaints.

3. Psychological Aspects

Recently in the APS there has been a tendency for numbers of RSI cases to.
be reported in the same workplace within a short space of time while
other similar workplaces remain relatively unaffected. The Working Group
therefore thought it necessary to consider whether any psycholegical
factors. could be influencing RSI occurrence. )

3.2 RSI incidence does not follow the events which have occurred in
documgnted cases of psychogenic i1lness. The severe physical
disabilities and identifiable symptoms present in a number of cases
denmonstrate a clear physiological basis for the complaint. Even though
some reported cases may not prove to be genuine, there is no reason to
suspect that a significant number of them are purely psychological.
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3.3 However, there is evidence to suggest that mental stress can Jead
to the tensing of muscles and to. other physiological responses which may
eventually increase the chances. of RSI, Morale and job satisfaction are.
important factors in this respect. Occupational health workers from the
Capital Territory Health Commission believe that lack of job satisfaction
may be an underlying problem {n keyboard work areas ~ feelings of
isolation and lack of control over workload, rest periods and relevant
nanagement decisfons have been noted.

3.4 This type of psychological problem may also influence the way in
which RSI is reported. Occupational health workers have noted that many
people may suffer from RSI symptoms without recognizing them as such or
without wishing to bring them to the attention of management. These
people may only report their injuries after others in their workplace
have identified similar problems or when dissatisfaction with their work
situation leads them to press complaints which they may not otherwise
have bothered with. In this way a series of reports may occur in one
workplace within a short space of time.

4. The Public Service Problem
(a) Current emphasis on keyboard work

The size of the RSI problem in the Service 1s not clear since recording
procedures. are .generally not designed to take particular note of
repetition strain injuries and diagnosis of complaints as RSI 1s not
consistently accurate or clear-cut.

4,2 There does not appear to have been a reliable survey of the number
of RSI cases n the Public Service. In September 1981 Mr Les McMahon
asked a series of parliamentary questions * concerning the number of
cases. of tenosynovitis and carpal tunnel. syndrome, The replies listed
over 450 cases in Departments and Statutory Authorities, but the absence
of any consistent time frame meant that no indication was given of the
number of cases active at any one time. From the point of view of this
report the usefulness of the answers was further }imited. by the fact that
statistics for keyboard areas were not separately noted.

4.3. A report from the Joint Counci} Sub-committee on Women in the
Service, recommending. procedures for standardized recording of future RSI
cases, has been referred to the Board for examination in consuitation
with the Department of Health. 'In view of the work in progress on this
subject, and in keeping with its terms of reference, the Working Group
has not addressed itself to the problem of standardized reparting
arrangements. However, 1t considers that such arrangements could readily
be {ncorporated in the recommended procedures for handling RSI cases
detailed in Appendix B.

4.4 The area which.has had most recent and intensive attention relating
to RSI s the keyboard area. Visual Display Unit (VDU) operators have
drawn special consideration due to the fact that theirs is a relatively
new work area where standards are still being developed. Typists,
keypunch operators, steno-secretaries and other keyboard operators face
similar work situations with regard to RSIL.

* parliamentary Question No.3010-3035 of 1981.
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4.5 MHith increasing use of VDU equipment expected in the near future,
the associated RSI problems may gradually take on more importance. Wi th
a greater number of different officers becoming regularly engaged in some
form of VDU work (albeit not in the same intensive way as DPOs are today)
the incidence of RSI may correspondingly increase.

4.6 It is acknowledged that RSI s by no means restricted to keyboard
vorkers. However, the information available to the Horking Group
concentrated heavily on the keyboard area, Because of this and the fact
that the Working Group was convened in response to problems arising with
keyboard workers, it was decided to direct the Group's activities towards
the problems of keyboard work rather than to attempt a superficial
examination of the wider RSI probiem.

(b}  Developments

4.7 There is a good deal of 1iterature available on the various
potential health hazards of all types of keyboard work. Unfortunately
much of the literature lacks supporting evidence and there is an absence
of authoritative practical investi gation into the ways in which keyboard
duties affect the operator.

4.8 The most useful body of information available to the Working Group
was the transcript of evidence presented during the recent industrial
dispute in the Australian Taxation Office. The opinions of several
experts on occupational health. and safety and the experiences of keyboard
operators were made available duri ng. the hearings.. Most of the medically
expert witnesses agreed that there are a humber of possible causes of RSI
and that these may act independently or in combination, with their
relative importance being determined by the particular duties, work
environment and operator concerned. These witnesses also. pointed out the
lack of authoritative investigations, which meant that reliance had to be
Placed on the subjective opinfons of vari ous individuals.

4.9 There are some studies now. underway which may remedy this lack of
objective information. ODr G.A, Ryan of Monash University's Department of
Social and Preventive Medicine is to head a two year study of DPOs in the
Service, which will attempt to document the occurrence of repetition
strain injury in relation to a variety of factors in the work
environment, On the basis of these findin?s the study will aim to.
recomend methods for the prevention of RSY,

4,10 The Commonwealth Institute of Health is also planning a study of
keyboard staff in the Departmeént of Health, This study will be
supervised by Professor D A Ferguson and M B J McPhee, who are
recognised as two of the leading Australian authorities on RSI,

4.11 Officers from the Mental Health Branch of the Capital Terri tory
Health Commission make visits to RSI-prone work areas. in ACT offices to
hold discussion sessions with groups of workers, The sessions consist of
an initial talk about the physiology of RSI and the things which may
cause or aggravate it, followed by discussion of specific problems raised
by the participants. Information is given concerning ways in which the
employees may improve their chances of avoiding RSI, such as attention to
posture, adjusting furniture and equipment etc. The CTHC people tend to
view RSI as one factor in the larger problems of lack of Jjob satisfaction
and lack of attention to worker's needs. The evidence given by expert
medical witnesses in the Tax case indicates that there is a Togical basis
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this approach (a number of witnesses mentioned the possible effects
cfo‘f’rtens:on';'.] It 1s understood that the feasibility of a study of
psychological and physical factors in the working environment of keyboard.
staff in a number of Canberra departments s being discussed by the EIR
Mental Health Branch with the Physical Working Environment Branch of !
and the Department of Health.

5. Uperational Arrangements

- ing
Management has control over one of the major causes of RSI - the work
argaﬁgements under which keyboard operators perform their duties. The
chances of avoiding RSI may be enhanced if operating procez}ures take
account of the factors which have been recognised as contributing to the

problem,

i RSI in
5, It 1s doubtful whether sufficient consideration is given to
thi important planning stages of the introduction of new equipment or
systems. Appendix A{I} expiains some of the considerations which shouid
be taken into account to ensure that new operations 1imit RSI as far as

possible..

. vell as the fundamental arrangements which can be introduced
vsmgn‘ n:fl systems are planned, there are a number of relatively simple
steps which can be taken to improve working conditions for keyboard
operators so that RSI is prevented. _Examples of these are listed at
Appendix A(II}. They are considerations which may be applied to
virtually any management system..

* Working Group considers that in. the interest of Service-wide
g%{;iciggy‘,‘f’;reager awgreness of RSI should be promoted among the groups
of officers (Tisted at Appendix A(I1I}) who have control over the design

and operation of keyboard areas.The Working Group therefore recommends :

PSB convene one or more seminars for departmental

M 2};:};(::2:,(55 listed in AIII} to discuss the RSI problem and
methods of 1imiting RSI incidence (e.g AL and AIT). These
seminars could take the form of a presentation of important
points from a panel of experts from the PS8, Health, DEIR,
Housing and Construction (and perhaps others with special
experience such as Tax), followed by a question and answer
session to enable departments. to raise their own particular
problems, The seminars should-be held for Regional as well
as Central office staff. .

31) brief (1/2hr) information package be produced by the

i) g::d?s Ofﬁce(:- (in consultation with qualified experts and
staff organisations) which will outline the importance of
the RSI probiem and' the ways. in which ergonomically sound 14
operating procedures may be developed. Such a package cou
then be presented.to a variety of groups as part of EDS
courses, ADP Directors' conferences, Second Division .
seminars or other meetings.This may serve to.make managemez
generally more receptive to the needs of officers. concerne
with overcoming the RSI problem.
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As 2 further step to promote awareness at th
the working group recommends; ¢ higher nanagenent Tevels,

(i11) that the matter of repetition strain inju
ry be placed
agenda for a future Permanent Heads' Meeting (pgintg tgnb:he
raised could. fnclude latest developments and implications of
:‘g:sg{ggisdis‘zum, av:ﬂgbi}it{ of DEIR, DHAC officers as
asures to be implemen :
staff organi'zations ete.) g fed by PS8, views of

6. Staffing Procedures.

(a) Recruitment

Giiven that medical opinion notes the difficult in

symptoms and thefr characteristic of recurringyevenSL‘?g:ge:tf;efng'Isvfe
periods of rest, the possibility of screening applicants for keyboard
positions warrants consideration. Recruiting an officer to a position
with duties which have led to serious health problems for that officer in
the past would seem undesirable from both management and staff
viewpoints. The working group therefore recommends that consideration be
given to spectf‘icaﬂy requesting details of any hiistory of RSI during the
routine medical examination of recruits - with: CMs to make special note
of any anticipated problems with repetitive work. .

G.2 Such a step would require initial cansuttation with /S

Department of Health in order to decide whether | t will geRpg(s,s?g“l‘etgg
make relfable judgements on a recruit's health risk with raspect to RSI
and whether such judgements will be practicable within the requirements'v
of the recruitment process. It should also be noted that unions are
reported to be opposed to RSI pradictability testing (as mentioned
earlier, reliable physiological tests have not been found) and requests
for RSI history details may be regarded in the same 1ight.

(b) RSI Cases

6.3 The procedures for handling RSI cases need to strike a hala
between the need to continue to productively employ the office: cgﬁserned
and the need to avoid the possibility of worsening the injury. It must
be noted that the staff under consideration are skilled operators who may
not generally be inclined to accept transfers to positions which will not
employ their skills. Although procedures must ensure that an operator's
health is safeguarded, if operators view the procedures as putting an end
to their keyboard work cases may not be readily reported and so may not
come under notice until they are too far advanced for effective measures
to be taken. Therefore, procedures for handling RSI cases. should clearly
have the return to normal skilled work as. their ul timte aim, with
permanent vedeployment or invalidity retirement being noted as the
outcomes which the procedures are designed to avoid.

6.4 In a few cases 1t may be found that the- need for action under the

Cormonwealth Employees (Redeployment and' Retirement) Act (the CE(RR) Act)

cannot be averted. It should be noted that the procedures for dealing

with cases under the CE(RR) Act have as their primary goal,

ggggp;g{m;:t. Reti treme.l g;: is con:idereg only rarely, where redeployment
ove practicable, eg where the officer concerned i

to be efficient for al ternétive duties. rned Ts not Found
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6.5 Suggested procedures are set out at Appendix B. The Working Group
recommends that these procedures, which are based on those in operation
Tn the Melbourne Taxation Office, be circulated to Regional Directors for
comnent.. Following the inciusion of such comments and the revision of
the procedures, the Board may wish to.issue them as advice to
departments, The role of CMOs in confirming diagnoses of RSI and making
recormendations about temporary or permanent redeployment may need to be
taken up with the Department of Health in the context of resource and
training needs.

7. Training

The training received by a Keyboard operator may have a major effect on
subsequent work habits and therefore on the occurrence of RSI. Before
commencing work {t is desirable to have all keyboard operators properly
instructed in the correct use of their furniture and equipment, with
special reference to RSI, The CTHC officers mentioned earlier have noted
lack of training as a common problem when discussing RSI with keyboard
operators.

7.2 The type of initial training which should be provided to keyboard
operators includes many points which will not be dependent on the
particular equipment to be used. In the interests of consistent training
standards, a Service-wide RSI training package could be developed to
cover these general points, with departments arranging for a special
sesston on their own equipment to be presented in conjunction with it.

7.3 The training package should extend to cover the issue of the
possible effect of keystroke speeds. While the assessment of keystroke
rates must be made in the context of a particular working environment,
including equipment, rest breaks etc., it has been noted by the
Department of Health that rates in the range of 13,000-16,000 keystrokes
per hour and upwards may increase the risk of RSI. Hence, operators need
to be trained to examine their work patterns, space their work out,
recognise signs of fatigue etc.

7.4  The Working Group recommends that the Board sponsor the production
of a training package for keyboard operators, dealing with occupational
health and, in particular, repetition strain injury. An outline for such
a training package is shown at Appendix C.

7.5 Expert opinion during the ATO arbitration hearing has stressed the
need for effective follow up of training in this area. Une suggestion
has been to employ specialist health professionals (eg phys'lothera.xpi sts)
to visit departments on a rotational basis for this purpose. It is
possible that only a few specialists could produce a very valuable
service if employed in this way and the Working Group recommends. that the
feasibility-of such an approach be further investigated in consultation

with DSD.
8. Equipment/Environment

There is a wide variety of environmental factors which impinge on the
comfort and well-being of keyboard operators - ventilation, lighting,
noise control and interior design are examples. The Board's Office
brings these matters, to the attention of departments through its
memorandum on screen based equipment which is in. the process of being
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updated, The Department of Employment and Industrial Relations and th:
Uepariment of Housing and Construction are .also available.to assist otﬁer
departnents by making consultants. available to give advice on aspects. of
work. envivonment, office layout, furnitupe and equipment design etc,

8.2 Erganomically designed furniture and equipment may reiieve’ 56 o of
the postural strain and ﬂlae hand and wrist sgruin assqm:{ated with o
keyhoard. work, The Board's Office has a role, through its chairmanship
of the Inter-Departmental Furniture Conmittee, {n ensuring. that the. range
of furniture available to departments includes items apprepriate for

keyboard work. The IDFC has recently approved a new adjustable chafr and’

table specifically designed for use with screen based equipment - these
will be added to the standard furniture range., As has g‘lrmy happengd
in the Australian Taxation Office, departments may apply to have
non-standard furniture approved through the IDFC if theiy operations
inpose special requirvements which are not et by these standard items.

8.3  The Board's role in this area has been %o co-ordinate he ’
activities of departments with. functional interésts and to sgé that other
departments are informed of the equipment and advice available to then.
Since these subjects are directly relevant to the problem of repetition
strain ipjury the Working Group recommends that. the Board employ .its
¢o-ordinating role in a special &FFort to raise awareness. of the RSI
prablem. among departmental managers,. .

8.4 ]'his aim could be achieved through. the action recommended eariier
under ‘Operational Arrangements'. Equipment, furniture and the phystcal
vorking environment would be important considerations in the semifars and

the information package. previously described.
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Summary of Recommendations and Implementation

Seminars, for officers directly fnvolved with aspects of management

and planning of keyboard work areas.

2.

- consultation with MSED, USD staff to identify discrete
‘target’ groups of officers {e.g. one seminar for ADP and
systems. planners, another for manpower planners
{establishment, efficiency audit etc);

- Tetters: to. 'expert’ departments (Health, DEIR, DHAC)
outlining proposal, suggesting points which might be covered
and requesting assistance;

- letters to all departments outlining the proposal and
arrangements for first seminar, explaining which officers
the seminar will be directed to, and requesting nominations.

Information package directed at management, for inclusion in a

variety of longer courses..

- Board‘s Office to prepare draft of informatfon to be
presented and circulate to expert departments for comment
{noting that Board's Office will shortly be issuing revised
memorandum on use of SBE, after consultation with staff
associations)..

- after contents agreed, consultation with RSDD to decide’on
best method of presentation (e.g. audio/visual or pamphlet,
need for quatified expert to be present etc).

3. Place repetition strain injury on agenda for Permanent Head's
meeting.
- inter-divisional consultation to prepare a background paper
and briefing note for Board members.
4, Hote RSI History in Recruitment Process
- consultation with RSOD and Health to test feasibility of the
proposal {noting the need for consideration of this to
proceed having regard to other suggested procedures for
monitoring RSI developed through the Joint Council process)
5. Suggested procedures for handling RSI cases.
- circulate Appendix B: to PSB Regional Directors and
- Department of Health for comment (noting that PSB. will
consult with staff associations prior to issuing advice on
this and: other aspects).
- circulate to departments explaining advisory status of the
' procedures, with references to other material {such as
training. packages) which may be useful.
6. Training package for keyboard operators and supervisory staff.
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preliminary consultation with ocey,
pational heal
saggori ties (through. Department of Health) an; :?.fh DEIR
s On content of audio/visual segment and the need fos:
qualified people to lead discussion sessjons;

‘consul tation with RSOD to arrange for
‘ production
i'lfxd{o/v{sual ‘segment and engagement. of external cg;sultants
necessary {noting developments are already occuring in

this area in the ATO in pa
this area organizations‘;;nicuhr' involving consultation

prepare handout for al} keyboard operators as a day t
reference source on. adjustent of. equipment, pbstu?etgtg?y

publicize training package (in ¢ :
procedures - recorrmendatgon No. gr)l?unction with new

consul tation with OSU on employment of specialist health

g;g;gfsionals to follow up traini ng programs on a rotational
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APPENDIX A(I)

MODIFICATION OF SYSTEMS TO ASSIST IN. PREVENTION OF RSI

Assumptions

Consideration is not given to eliminating use of equipment related to RSI
because, for keyboard technology at least, important gains would be
Yost. These gains include improvement in services, better information,
more cost effective means of undertaking tasks and improved quality of
work. Another important aspect is that it is believed that only a.
proportion of the population will be affected by RSI given proper
conditions and therefore stopping use of equipment would be an
overreaction.

The APS has no formal methodology for systems and job design but rather a
culture which changes over time and varies from organisation to
organisation being moulded by general methodology, training and.
guidelines. Therefore there will be variations between officers and
between organisations in current approaches, Any recommendations in this
document are in line with this : {ntended as a guide rather than as a
prescription.

Possible changes :

(a) reduction in the use of centralized facilities such as typing pools.
{For exam;lﬂe as the result of a Joint Management Review, the Crown
Solicitor's Division of Attorney-General's are implementing a new
system of Jegal work units where typing and data entry staff are
notfggrt of a pool but part of a group with legal and clerical
staff);

(b) use of formatted screens for data entry with visual checking for
errors with cannot be detected by an edit program {instead of entry
as fast as possible with checking being achieved by double entry};

{c) data generated within the Department being entered at VDUs by the
people ﬁ'«;ating the data {practicable only where volumes of data
are smal’

{d) increase in the use of word processor workstations by
steno-secretaries;

(e) specification of relevant ergonomic factors when tenders are
requested for office equipment and furniture {(and the use of these
factors when tenders are evaluated);

(f) provision of non-keyboard jobs associated with keyboard areas (te
assist with rotation of staff);

(g) design of jobs in keyboard areas to include some non-keyboard
duties (tc provide 'built-in' breaks),
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greater consul tation with keyboard staff at desi
encouragement of feedback from keyboard staff’ ung:x?::?:gaggsms.

78.
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APPENDIX A{II}

(ORGANISATIONAL CHANGES TO ASSIST IN PREVENTION OF RSI

For keyboard pool areas 3

{a) work grouped into discrete batches so that a break at the
completion of each batch {s ensured; :

{b} batches collected and returned to a central point by .each operator,
ensuring a change of posture when the built~-in break occurs {no
delivery of work to operator's desk);

(c) staff rotated to different positions within or outside the pool, to
provide relief from keyboard duties or at Jeast some regular change
in environment/conditions; '

{d} work aljocated to groups rather than individuals so that there is
Jess pressure to achieve a fixed individual workload every days;

(e} feedback on individual working rates not to be used to promote
competition for continually higher rates or to encourage operators
to work at stress-inducing speeds;

(f) rest breaks to be allowed for at operator's discretion rather than
fixed times, breaks to be used within a set perfod ~ not to be
cumulative, rest area to be provided away from the keyboards;

(g) adjustable furniture to be provided, suited to the equipment in use
and. a1l operatofs to'be instructed in adjustment of furniture,
correct posture etc. ‘

(h) supervisors and staff fo monttor area for RST ificidénce and make
suggestidns for: improvenents. on a regular basis,

() new operators and operators returning from leave to be introduced

on lower workloads and aljowed to gradually work up to full
productivity.
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APPENDIX A(III)

OFFICERS INVOLVED IN SYSTEMS AND JOB DESIGN

In departments :

- user areas, inciuding operators

- establishment and methods staff

- ADP staff (management/planning)

- internal audit staff

- Auditor~General’s staff involved in efficiency audits

- senio
keybo; :jla:::g:l:?nt services staff who have responsibility for
In PS8 =

- MSED staff and.
Review:?  and external consultants conducting Joint Management

- DSD-and RSDD staff involved in Job design. '

The staff listed above will be found e
at different levi .
st st i o S st ot S,
the o ‘
together the departmental officers erhsl ::fhgsem:?"m?fngossible o group

responsibilities s d
i tle eaghtg::u;ljeir particular, interests may be addressed at
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APPENDIX B

Procedures for handling RSI cases

1. Introduction

The purpose of these procedures is to ensure that RSL cases are
jdentified promptly and dealt with in such a manner as to expedite
recovery and return to normal duties.

The recommended treatment. of RSI requires that as far as possible staff
who suffer from it should not be required to perform movements which
aggravate the injury. However, it is important that departments have
regard. to the needs of skilled keyboard operators when a prolonged break
from keyboard duties is required. 1If operators face removal from their
accustomed work environment to duties. which they may regard as trivial,
without the prospect of return to their normal duties, they may choose
not to report RSI symptoms and allow the probiem to worsen, making
aventual recovery more unlikely. Uepartments shouTd therefore
investigate keyboard and related work areas with a view to identifying
duties and positions which are unlikely to.involve the rapid repetitive
movements of keyboard work or to place strain on injured musclies or
tendons. Keyboard operators who encounter RST symptoms may then be
temporarily transferred to other duties without. the necessity for a
complete break from the work area they have beén used to.

2. dentification and Biagnosis

(a) staff should be advised of the potential seriousness of RSI
and the riature of the early symptoms, The procedures for
handling cases should be set out clearly, with emphasis on
veturn to normal duties whenever possible. Staff should be
encouraged to report symptoms early.

(b) Supervisors should be trained to recognize the early’
symptoms of RSI and, in conjunction with management,. should
encourage affected staff to consult their own doctor when
symptoms appear. Where the employee's doctor diagnoses RSI
and recommends sick leave or alternative duties, appropriate
action should be taken immediately, The employee should be
referred to a CMO to have the diagnosis confirmed.

(Injuries {ncurred in training and the nature of training
injuries compared with injuries at a subséquent stage
require analysis, particularly as to individual problems and
capacity (ie. should the gerson be a DPO) and these injuries
should be specially noted).

{c) -If a keyboard.operator refusés to seek medical advice it
. should be noted that the Persranent Head has the power to
divect an officer to attend for medical examination by 2 MO
when there s reason to believe that the officer's health
could. substantially impair ability to perform normai duties
‘(Clause ¥5(3) of the CE(RR) Act Administrative Procedures).
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Temporary Redeployment

(2} Wmere medical opinion states that the keybo
ard operatol
return to work but must avofd certain duiies, Ma:‘:a;:m;tmy
should attempt as far as possible to provide useful work
3533”““ with or adjacent to the officer’'s former work

(b) Medical advice on temporary rede,
ployment should. co
specific reference to duties which can or cannot hgtain
performed by the officer concerned. Spegific. reference
should also be made to a time period after which the
temporary redeployment may be revieéwed.

{c)  When the temporary redeploypent g Y
2 period conciudes
should be reached as to whether partial or full Fezﬁ:ﬂs"t
former dutl‘es is pogsible, whether & Jonger temporary périod:
should apply or whether permanent redeployient §s necessary.

(d) Where a d"SpUtE arises between the officer's doctor and a
d na a
CMO, the normal procedures-for hand! Ing medical di te
s hai 9. ca sputes

{e) Where an officer is granted extendéd sick 1eave
rather th
temporary redeployment, the situation should be reyiewed o
after a set perfod, (this pariod being agreed to by a CHD)-

(F)  Where a department is unable to provide usefui al
duties, the case should be refér"':'ed to the Regidnﬁ?'"na!:ive
aD;:?;to:ﬂeOfﬁce ?;'th: Public Service Board, who will
re possible to o 1
another deparpt;nent.‘ arrange gainful. enployment in

Permanent RedepYoyment;

Whére terporary redeployment §s unsuccessful in improvi '
condition the provisions. of the CE(RR) Act may be Eséd 't‘g :2ﬁange
to permanently place the officer in a position with duties which.

can be efficiently and safely performed,

Invalidity Retirement

In exceptional cases, where the‘CHO' conclude's“that -the officer m
not be redeployed to other duties, or wheré the officer has not i
been found to be efficient to perfom other duties, ‘the retirement.
provisions of the CE(RR) Act may need to be corisidered;

General

In view of the possibility that the CE(RR) Act may eventually need
to be applied, departments should bear this in mind throughozt‘ the
procedures and ensyre that, for example, medical examinations are
arran§ed 1n accordance with the Administrative Procedures of the
CE{RR} Act. This will eliable cases to be more efficiently resolved.
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APPEHDIX C

PUSSIBLE PSB-SPONSORED TRAINING PACKAGE

The training package: is. to be afmed at keyboard operators, their
irmediate supervisors and officers in management positions related to
Keyboard areas.. The training will cover the physiological aspects of
RS, the correct use of equipment, and procedures for dealing with RS
cases. It is suggested that the package be produced in three separate
stages which should preferably be presented together but are capable of
bein? presented jndependently if the situation in a particular workplace
requires this approach.

(1)  The ‘core’ of the packége shauld be an audio/visual presentation
covering the nature of RSI, {ts causes, treatments and methods of
prevention. This should include:

- physical reasans for the pain/discomfort caused by RSI,.

- summary of factors which can cause RSI (tension, posture
ete),

- requirements for effective treatment (rest, early diagnosis
etc),

- correct posture for keyboard work,

- principles involved in correct adjustment of
furniture/equipment,

- need for rest breaks and the specific purposes they should

serve (avoiding fatigue, changing posture, stretching
muscles etc).

Such a presentation could be made available even to. small groups of
worﬁrg]or to groups where no appropriate session leaders are
available.

(2) Wherever possible, the audio/visual presentation should be
supplemented by a practical demonstration (or at Jeast a full
explanation) of the correct methods of adjustment of the particular
equipment to be used in the workplace concerned. This should be
g?ven by a technically competent demonstrator such as an officer of
DH&C, OE&IR or a trained officer in the department concerned.
Documentation concerning the proper adjustments and incorporating
brief notes on points such as posture, rest, arrangement of the .
workstation etc should be produced as a handout for each operator's
future reference, This would also serve as a guide for points to
be covered when very small groups or individuals are introduced to
the equipment, probably without the guidance of a trained officer.

The third component of the package should include a
lecture/discussion session with a properly qualified occupational
health worker. This would epable participants to satisfy
themselves on any queries arising from the first two sessions. and

3

83.



JWP-18

would enable & discussion of any peculiarities relating to their
working situation. Special reference to the duties and problems of
supervisors and management may be appropriate in this sessfon. A
PS8 representative could also be avatlable to discuss procedures
for redeployment etc.

Occupational health workers have noted the need for follow up programs to
monitor the use of furniture and equipment and the response to other
training aids when they are put to the test in the normal work

situation. A follow up program is seén as necessary both to assist
operators and to Check the effectiveness of this package. One suggestion
to be considered 1s the use of occupational health professionals to
periodically visit departments etc on a rotational basis to provide
advice on posture, ergonomics or any othier heafth and safety matter,
While UPO supervisors can assist in daily foliow up of the training
package, there is advantage in having outside specialist advice Tiaising
with supervisors and management and talking to operators to pick up
potential problems which may not be apparent to untrained officers.
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APPENDIX D
WORKING GROUP ON REPETITION STRAIN INSURIES

TERMS OF REFERENCE

A junior working group will be established in the Board's Office with
representatives from all Divisions and selected Regional Offices to
facilitate communication, to rationalise the gathering of information and
statistics, and to canvass polfcy and procedural issues facing the Board
in respect of repetition strain injuries and related condftions. The
committee will report to the Board progressively through the Deputy
Comiissioner with a view to concluding its deliberations not later than 6
months from its inception.

2, Particylar activities of the working party will include:

. monitoring work being carried out within the Board's Office
in relation to repetition strain injury in order to
facilitate comunication within the office and to avoid
duplication of effort.

. identifying sources of information related to. repetition
strain injury (eg the physical working environment,
technological change in the workplace, personnel procedures)

. collecting information on the subject and monitoring
developments in the management of repetition strain injury
so as to provide a reference source for Board officers.

. identifying possible prablem areas where further policy
procedural” or advisory initiatives by the Board may be
required and making recommendations as to desirable courses
of action by the Board in -respect of such problem areas.

3. Responsibitity will continue to rest with the appropriate Divisions
of the Board's Office and Regional Directors for dealing as necessary,
with such matters as are currently on hand or may arise in retation to
repetition strain injuries.
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OFFICE OF THE PUBLIC SERVICE BOARD
MCcLACHLAN OFFICES
Nalional Circuit, Canberra, AC.T 2600 Taleonone 72 3977

Reference.

10 September 1984

Secretary

Joint Parliamentary Committee for
_ Public Accounts '
Parliament Hoéuse

CANBERRA ACT 2600

SCREEN BASFD RQUIPMENT (SBE)

T refer to your memorandum of 23 July 1984 seeking information on policies
and legislation relating to SBE operators. ’ '

Pending the formal establishment of the Natiopal Occupational Health Commission
(NOHSC) ~ which should take place shortly ~ the Code of General Principles,
Occupational Health and Safety in Australian Government Fmployment, remains

in force. The Code was endorsed by successive Governments in 1975 and 1978
andtpresgrwébesc;esgons1b111t1esffor 'Head Officers' and employees of depart-
ments and for the Departrments of Health and Employment ard Industrial Relati
but not for the Publgc Service Board, ployment aad Tndustrial Relacions,

While it has no formal role under the Code,. the Board is concerned with
occupational health and safety issues from the point of view of central
personnel agency. In 1981 the Board issued a memorandum to all departments
authorities and’ staff associations drawing attention to sources of authorative
advice on issues affecting operators of SEE. More recently, in August this
year, a memorandum on the prevention and management of repetition strain
;l}.;_]ux?:'t(Rﬁl()i among keyboard vorkers was also issued. Copies of both ‘memoranda
e attached. - . '

No comprehensive statistics are available concerning occupdtional injury or
worker's compensation in specific occupational or injury categories. The

Code of General Principles requires Head Officers of departments to keep

records of aceidents and injuries and to make returns as required by the
Department of Labor and Immigration (now Employment and Industrial Relations)

but observance of this requirement appears to have lapsed. The NOHSC Secretariat
has circulated for comment an outline of a proposed statistical collection
system for introduction by the new Commission. A separate reporting system
developed through the Joint Council process to record RSI cases is currently
under discussion with the relevant unions.

s ’.,::, - .2
Lot
17
Meryl Stanton
Alg Assistant Commissioner

Industrial Democracy & Working
Practices Branch
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OFFICE OF THE PUBLIC SERVICE BOARD
MCLACHLAN OFFICES
Nationa! Ccuit Canberra, ACT 2600 Tetepnrng %2 1971

Helerence 84/2970
3 August 1984

A1l Departments, Statutory Authorities and'
Staff Associations

REPETITION STRAIH INJURY {KEYBOARD GROUP)

The purpose of this memorandum is to outiine interim measures recommended
by the Board ajmed at the prevention and management of Repetition Strain
Injury (RSI). The steps outlined here are based on advice received by
the Board, including comments from departments and staff associations, on
the Junior Working Party Réport of September 1983. There will be further
consultations with departments, staff associations and others with
expertise in this area and further advice will be issued as these
progress. '

2. There has been a dramatic increase over the Tast two or three years
in the number of RSI cases in the Australian Public Service, particuiarly
among keyboard staff. Although there is relatively Yittle research
information on. its occurrence specifically-in the keyboard area, RSI has
existed as a medical problem for many years, mainly in industry, and
there i a body of accumulated knowledge about its prevention and
treatment in this context. Many departments will have already taken some
actions along the Jines described in this circular; all departments and
authorities are urged to consider the full range of measures outlined
fieré to minimize the incidence of RSI and facilitate the management of
existing cases.

3. In a recent article in the Medical Journal of Australia {March 17,
1984); Browne, Nolan and Faithful define RSI as "musculotendinous injuries
of the upper 1imbs, shoulder girdiés, and neck caused by overload of
particular muscle groups from repeated use, or by the maintenance of
constrained Fostures, which result in pain, fatigue and a decline in work
performance.,”

4. Turning. to contributory factors, the article notes that "many
factors can combing to tip the balance toward RSI." These include:

. Gopstrained and inefficient posture; the frequency of repetitive
movement; the forcé used in performing movements; joint position
outside a comfortable mid range; faults in the work station,
equipment and task design and in maintenance of the equipment; and
increased muscle tension associated with mental stress.
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. Faulty work organisation, such as the duration of work without
rest; bonus and overtime incentives; lack of training; and fajlure.
of supervision.

. Delayed reporting of the injury; incorrect or delayed diagnosis;
and inappropriate management of the ipjury. (Reasons for the
failure of employees to report early but persistent symptoms may
include ignorance of the significance of symptoms; strong work
ethics; the fear of losing a job; economic pressure; language
barriers; the absence of non-repetitive alternative duties; and the
attitude of the supervisor, health personnel and fellow workers}.

H t of Existing Cases

5. Early recognition and treatment are essential for the effective
management and early return to full employment of affected staff.
Departmental policies which are supportive and which emphasize
rehabilitation should encourage staff to report symptoms promptly and
without undue anxiety.

6. The Board Junior Working Party report on RS! included as an
attachment a set of procedures recommended by the working party for
dealing with reported/suspected cases of thie injury. These progedures
have been further developed and are inciuded in this document as
Attachment A. Departments are requested to implement these procedures as
soon as possible and to advise the Board's Industrial Democracy and
Working Practices Branch (telephone (062) 717334) of any significant
difficulties encountered. A group of Commonwealth Medical Officers from
all States recently completed a special course on RSI conducted in Sydney
by the Commonwealth Institute of Health and are available, on a priority
basis, to examine staff referréd in accordance with the procedures.

Work Environment

7. There is general agreement that the 1ikely occurrence of RSI is
closely Tinked. to thé degrée to which the workplacé meets ergonomic ~
standards, This does. not apply only to furniture and hardware but to the
total work environpent including lighting, noise levels, glare, colour,
visual relief, work station layout, thermal tomfort and anciliary aids
such as foot rests and copy holders. Technical advice on these matters
is available from Regional Offices of the Department of Housing and
Construction and from the National Occupational Heaith and Safety
Secretariat (telephone (062) 459658) and. should be sought by departments
if any doubt exists as to the suitability of existing arrangements. The
attention of departments is drawn to the 'Al Work! series - particularly
No 13 'VDU's at Work' ~issued.by the Department of Employment and'
Industrial Relations, which provide information and advice on working
environment matters. ' L
The efforts made by a number of departments to upgrade furniture in
keyboard areas are to be commended but three things need to be said:

Firstly, in some circumstinces existing furniture may be‘quite’
adequate provided that other features of the total environment
receive attention; and secondly, where new furniture is. to be
provided consideration should bé given to the retent additions. to
the Commonwealth Furniture Ragge which have been deVgIbped
specifically for use with keyboard equipment including VDUs.
Advice on the features of these items and their suitability for
specific work requirements is available from the Accommodation
Section of the Department of Housing and Construction Central
Office in Canberra. Thirdly, attention needs to be given to the
type of task or tasks to be provided at the workstation.

8

8. A feature of modern design of furniture and equipment is its.
adjustability to. the physical characteristics of the individual

” operdator. Chairs, work surfaces, copy holders, footrests and terminals

may all require adjustment to provide the most effective workstation.

9. It is not enough merely to provide appropriate furniture. It is
essential’ that staff should receive instrugti'ons on a continuing basis in
the principles of cerrect posture and practices and the optimum
arrangement of their own workstations.

10, The Department of Health is in the process of appointing a sm
number of physiotherapists who will be avgi‘labie to angse ang as:igp
departments in this regard and will be attachied to the Department's
Regional Offices in Sydney, Melbourne and Canberra. Enquiries about the
development of this service can be addressed to the Occupational Health
Section (telephone (062) 898793 or 898508) in the Department's Central
Office in Canberra.

Staffing/Workload

11, Departments mdy be faced with a shortage of keyboard staff as a
result either of general staffing constraints or of difficulties in
recruitments In such cases it is important not to put undue pressure on
existing staff and to avoid increasing the use of overtime. The
following. measures might be considered:

. actively seeking means of eliminating or reducing non-essential
keyboard work, and reducing: the frequency of peak loads,

. discouraging re-typing
. applying strict tests of essentiality to the use of 'urgent’ labels
. ' discoliraging the use of typed internal minutes. ‘

. where appropriate, adopting less rigorous presentation of external
correspondence to save re-typing

. using ph‘nting‘ facilities for Targe-scale non-urgent jobs

Job Redesign

12, A comprehensive review of the adequacy of existing keyboard
structures to meet the needs of the Australian Public Service is being
condicted by the Board's Office. A key issue in the review is the
growing- pressuré: for redesign of keyboard jobs ‘to. provide more rewarding.
work and to help preverit physical dnjury such .as RSI.

13.  1In the course of the review, submissions have been invited from all
Commonwealth organisations and relévant staff organisations. Work visits
have been undertaken, including State public sector and private sector
organisations and extensive discussions-have been held with. groups of
keyboard staff in Canberra and other capital cities. A paper summarising
the results of the review so far will be circulated to all interested

parties shortly. "
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14,  The scope for redesigning keyboard work is constrained to some
extent by the present classification structures. However, even within
these structures a good deal can be done and departments are urged to
Took critically and imaginatively at arrangements. for keyboard work. The
Board's memorandum. of 27 dune 1984 "A Guide to Classification
Management," should be useful,

16.  MWherever it is practicable to do so, work should be organised and
arranged to avoid periods of sustained keying by :

. designing jobs in such a way that they include non-keying
duties; and

. ensuring that rest pauses are taken when keying duties are
sustained,

Rest Pauses

16.  Rest pauses should be timed to meet individual needs, but as a
general rule there should be no periods of sustained keying activity for
nore than one hour, when & rest break of 10 minutes should be taken.
Rest bredks need to be respected by both management and operators :

. keyboard. staff must clearly upderstand the purpose of the
relief period and that it is in their own best interests to
use it effectively eg. by the performance of quite different
duties or by @ brief period of specially designed exercise
{information on "pause gympastics” may be obtained from the
Board's Office - (062) 717334). Keyboard staff should be
aware that the relief periods are just as much part of their
work for the day as is the period spent in actual keying.

. the rest pause should not be deferred at the request of
management, by pressure exerted by authors concerned about
even. urgent work or by keyboard staff seeking to utilise the
pqré();d for another purpose {eg early release on that day or
vieel »

staff returning from leave periods of more than about two
weeks: should have a period of adjustment to enable them to
build up gradually to their normal working rates

Support From Otfier Staff

17. It is also-vital for other staff at all levels to understand the
serious problems for keyboard staff who may contract repetition strain
injury. In particular, they must understand the reason for, and accept
the consequence for their own work needs, of the period of relief from
keyboard operation given to such staff

other staff need to understand that the relief periods -
even where other duties are not performed - are just as much
part. of a keyboard operator's work for the day as is th
period spent in actual operation; ) .

there should be nd deferral of the relief periods as
described above because of work demands and no coercion of
or encouragement given to staff during a relief period to

resume keyboard operation: before the normal time,.
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Advice Within Departments

18. It is desirable to provide and identify clearly, arrangements in

departments (or appropriate departmental units) which enable staff to

seek advice on the prevention and handling of RSI matters. The most

:ﬁg){gpmate focus for this activity will vary from one department to
er,

Training

19. At Attachment B to this memorandum is a possible cutline of a
training session prepared following discussion with representatives of
some of the departments who have already conducted similar sessions.
Comments are invited, together with suggestions about possible session
Teaders who might be available to assist a range of departments to run
the sessions. Corments may be directed to the Board's Industrial
Democracy and Working Practices Branch (062-717334). It is envisaged
that union representatives would be consulted by departments in the
process of setting up training sessions and would be invited to Join in
panel discussion on topics such as. working arrangements and dealing with
cases of RSI when they occur. In addition the Board will arrange
training sessions for people in departments concerned wi th the handling
of RSI matters,

Reporting Arrangements:

20. Detailed arrangements for reporting RSI cases are being developed
through the Joint Council. 1In advance of these, it would be appreciated
if departments and authorities could provide the Board's Industrial
Democracy and Yorking Practices Branch with a brief report. of RSI
incidence, including. numbers of cases reported.

(l /}L.u.‘ [

Anne Buttsworth
Acting Secretary
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ATTACHMENT A

PROCEDURES FOR HANDLING RSI CASES
INTRODUCTION

ALt R

1. The aim of these procedures is. to aid the recovery of RS! sufferers
so that as many as possible have the opportunity to return to
appropriate duties without risk of a recurrence. If this is not
possible, the procedures aim to provide redeployment to an
alternative position which offers gainful employment at a suitable
Tevel without aggravating the injury. The alternative of
invalidity retirement is regarded as a last resort and the
procedures are designed to avoid such action as far as possible.

2. The recommended treatment of RSI cases rests on 2 major points:

(i) early reporting of symptoms, and .
(ii) avoiding movements or other stresses which may aggravate the
injury. .

The success of RSI treatment may depend largely on the stage at which it
is reported., It is hoped that these procedures will encourage staff to
report symptoms early and thereby improve their chances of complete
recovery. It is also hoped that these procedures will assist management
to obtain good advice and to act pramptly to give affected staff members
maximum chance of recovery and to make improvements in ‘the workplace
vihich may prevent further cases.

MEDICAL ADVICE

3,  Authoritative medical advice is essential at all stages in an RSI
case and should be a key factor in determining departmental
action.. It may come from thé staff member's own doctor or from a
Commonwealth Medical Officer, Once the recommendation of a CMO has
been obtained, this will normally be the major factor in
influencing management decisions on. the case (although there may be
exceptional circumstances where new information or developments
should be given special consideration). Where staff members
disagree with a CM0's assessment and provide conflicting specialist
medical advice, they have access to established procedures for
resolving medical disputes.

CHMO VISITS

4, Due to the importance of correct.early action in RSI cases, a visit
to a CMO.will form a routine part of the procedure - -serving to
confirm each diagnosis, recommend staffing action at-appropriate
intervals. and to establish a data base on RSI cases which may help
to identify problem areas.. A request to visit a CMO is therefore
not an indication that permanent redeployment or retirement is
being contemplated. The CMD's role is to help avoid those ‘
outcomes. It s important. that persons reporting syrmptoms be seen
by a CMO witdout delay.
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HOW CASES MAY ARISE
5. RSI cases will usually arise in one of three ways:

(i} a staff member will report symptoms to a supervisor or
other manager, either before or after obtaining some form
of medical advice;

(i1)  a staff member will present a medical certificate which
makes recommendations concerning fitdess for duty, or

(i11) it may be suspected that an injury exists due to a staff
member's work performance, signs. of physical discomfort or
other reasons,

INITIAL ACTION WHEN CASE ARISES

6. As soon as any suspected RSI case presents, the supervisor {in
conjunction with the Personnel Section or other management
officers as appropriate)} should immediately arrange:

(1) any necessary modifications to the staff member's duties
or working environment in order to prevent further
aggravation of the injury;

(i1}  an urgent appointment to visit a CMO to have diagnosis of
the injury confirmed and a review process started; and

{iii) to consult with the staff member and prepare a brief
statement for the {nformation. of the CMO, outlining some
possibilities for temporary re-assignment should this
prove necessary.

(Management should act on (i) above according to- the best
available expert advice - which will probably come from the staff
member's doctor at this stage).

AWAITING CMO- ADVICE

7. 1f there is any delay at all before recormendations from the CMO
are available, the advice of the employee’s private doctor
(supplemented by any advice from ergonomists, physiotherapists
etc which management may have access to) should form the basis
for action on the case. It should be remembered that CMOs do not
provide treatment, so staff members should always: be encouraged
to consult their own doctors.

CMO ADVICE
8. The outcome of the CMO's -examination will include the following:
(1) a diagnosis of the injury;
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(i1} recommendations for staffing action (appropriate duties,
changes to work routine, environment etc);

(111) the setting of a date for the next review of the case, if
needed; and consequent staffing action,

STAFFING ACTION

9. Once the department receives the CMO's assessment the following
steps should take place imnediately:

(1) consultation with the staff member to discuss the CHO
recommendations, the proposed action and the date for review
of the case;

(i1)  implementation of management's decision in the 1ight of the
CHO advice.

REVIEW PROCEDURE

10. At each visit, the CMO will set a date for review of the case
(unless a final decision can be made). The CHMO should provide
detailed advice concerning the nature of any duties or restrictions
wiich should apply until the next review.. The length of the review
period will be decided by the CMD according ‘to the nature of each
case, and the staff member concerned should always be notified as
soon as possible of the date for the mext review. No one should be
given leave or displaced from normal duties without a clear
indication of the amount of time involved before further attention
will be given to the case.

REDEPLOYMENT

11.  Uhere a department is unable to provide useful alternative duties,
on a temporary or permanent basis, the case should be referred to.
the Regional Director, Office of the Public Service Board, who witl
assist where possible to arrange gainful employment in another
department. 1In cases where return to normal duties is eventually
ruled out as an option, the provisions of the CE(RR) Act will be
used to arrange to permanently place the staff member in a position
with duties which can be efficiently and safely performed.

INVALIDITY RETIREMENT PROCESS

12.  In exceptional cases, where it is concluded that the staff member
cannot be redeployed to other duties, or has been found' not to have
the capacity to: perform other duties, the retirement provisions of
the CE(RR) Act will be appropriate..

FIXED TERM EMPLOYEES

13.  Where fixed term employees who have used all. available leave
credits are judged to be unfit for work for a significant portion
of the proposed fixed term it may be necessary to terminate their
engagement. It is for Chief Officers to decide when termination is
required. Employees who have their employment withdrawn. because of
injuries sustained at work are entitled to seek employees’®
compensation.
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14, Hhile redeployment is not an option for fixed term temporary
empl oyees,pthey are of course eligible to apply for other APS
employment, subject to normal selection procedures,

OTHER TEMPORARY EMPLOYEES

15.  Temporary employees with CE(RR) Act coverage are treated in the
same way as permanent officers,

PROBATIORERS

16. A review of policy regarding keyboard staff who contract repetition
strain injury during the probationary period is at an advanced
stage and departments will be advised of the outcome as soon as
possible.

PUBLICATION OF PROCEDURES IN THE WORKPLACE

. ff should be advised by management of the procedures which will

v g;tag'ly in their department when an RSI case is identified. The
procedures should be clear and readily available for referenge by
all staff. Emphasis should be piaced on the fact that the aim of
the procedures is to return staff to norma) duties whenever
possible. The potential seriousness of the problem and the
importance of prompt recognition should be noted, with
encouragement to report symptoms early. Supervisers should be
trained to recognize the early symptoms of RSL and should be
conversant with the procedures to assist staff in this respect.

INVESTIGATION OF CAUSES

. he supervisor or line manager should attempt to.identify
18 Zontriguting causes for each case of RSI and should examine such
factors as job design, suitability of equipment and adequacy of
training.

SUPPORT

is common for staff suffering from RSI to experience feelings of
e ’]I<t)w1§e$frrdgsgeem and anxiety. Supervisors should take time to

ensure that each person affected is fuily aware of the help
available and the procedures to be adopted and should for example.
refer to the services provided by departmental welfare officers and
other agencies who are available: to provide emotional support as
vell as information and practical advice on how to cope at work and
at home..
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CHECKLIST FOR HANDLING RSI CASES

Preparation
Investigate the immediate work area and other areas of ‘the de)
. partment as
necessary to assess the potential for temporarily re-assigning
duties which wi1l not aggravate RSI, P Y gning staff to

When a Case s Reported

(i)  counsel staff member as to her/his situation, pro '
followed and help available; » procedares to be

(i1) modify duties, workload or equipment so that inj i
poatbi At N quip njury is not further

(111} recommend that the staff member seek treatment from a pri
doctor (if this has not already happened); private

(iv) arrange for the staff member to see a CMO without delay;

(v} prepare a brief statement, in consultation with the staff member
cutlining some of the poséi ble duties should temporary
re-a§s!gnment be necessary - this may assist the CMO in making
specific recomendations.

(vi) continue to monitor the staff member's duties wihile awaiting CMO
recommendations - make any necessary changes, based where possible
on expert advice; .

(vii) when the CMO recommendation is available, re:assess the case in
consultation with the staff member and make further changes to
duties etc if necessary;

{viii) inform the staff member of the date when the case will be
reviewed {(a review date should form part of the CMD's
recommendations);

(ix) when the CMO recommends that the case be finalized, action should
be taken to: (a) return the staff member to duty
{with modifications if necessary}, or
(b} permanently redeploy the staff member or
as a Tast resort,
{c) start retrenchment/retirement processes.

Ongoing Action

Horkplaces subject to RSI should be- investigated and improved, wherever
poss;b'le to reduce the occurrence of injuries. Staff with RSI should
receive sympathetic attention to alleviate anxiety and possible loss of
self-esteem. Provision of internal welfare facilities or referral to
outside support agencies may be useful.

Contacts for Further Advice

PSB Industrial Democracy and Working Practices Branch 062-717334
Hationa) Occupational Health and Safety Secretariat 062-459658

Department of Health (regarding occupational health services) 062-898793
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ATTACHMENT B
DRAFT OUTLINE - RSI TRAINING PACKAGE FOR STAFF AND SUPERVISORS

Set out below is a possible outline of a training session prepared
following discussion with representatives of some of the departments who
have already conducted similar courses. Comments are invited, together

with suggestions about possible session leaders who might be available to

assist a range of departments to run the sessions. Comments may be
directed to the Board's Industrial Democracy and Working Practices Branch
(062 717334).

A THE NATURE OF REPETITION STRAIN. INJURIES (to be presented by
‘qualitied health. professional)
1. WHAT. DOES RSI MEAN?
. explain the range of injuries covered by the term RSI
. note alternative general names such as 'overuse injuries’
. emphasize importance of postural stresses as well as just
movement injuries .
. note the range of factors which may contribute to RSI
2. PHYSIOLOGY OF THE INJURIES
. briefly explain the physical mechanism for some injuries
(eg. tenosynovitis) .
. especially note injuries which may have occurred in, or are

of interest to, the greup involved
note the Tong term effects which untreated RSI may induce

3. RSI SYMPTOMS
. explain the: 3-stage concept in RSI
. note relative severity of each stage and importance of
treating RSI in its early stages.
N note the pature of early symptoms
4, TREATMENT OF RSI
- note the importance of rest ~ give examples of types of

injuries and periods of rest required.
. explain other forms of treatment and their usefulness
. emphasize need to seek treatment early
. explain 1ikelihood of recurrence
. emphasize that rest in this instance means rest from
anything which aggravates the injury, and that domestic
duties, sport etc may be sources of aggravation as well as
keyboard work
discuss psychological reactions which may result from RSI
and the limitations it places on physical activity at home
and at work

B THE PREVENTION OF REPETITION STRAIN INJURIES (to be presented by
qualified health professional, with management and unjon
representatives present to ansver questions about the particular
workplace): :
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.

HORK ORGANIZATION

.

as much variety as possible should be included into
keyboard jobs, either through varioys daily duties or
regular rotations

explain importance of re} ief from keying and that this can

gé o,l?teined‘ by turning to other duties as much as by ‘rast
reaks

note that staff should Space out work and maintain

comfortable speed rather than try to finish early

note need to inform management of unreasonable expectations

about workloads or dead]s nes

gxpl;in usefulness of exercise/relaxation activities during
reaks

FURNITURE AND EQUIPMENT

practical demonstration of hov to adjust it to achieve good

Dosture;demonstrate use of footrests

eﬁp]ain desirable Tighting conditions and wWays to achieve
em

note other environmentat questions - temperature, nofse etc.

note that training should oceur whenever new furniture or
equipment is introduced ,

demonstrate correct use of document holders and other
equipment

DEALING. WITH RSI CASES {to be presented by departmental
representative, wi ealth professional and union representative
present to join in discussion.

PROCEDURES

outline the procedures which the office wil apply in RSI
cases

ask staff whether they have reservatigns about reporting.
symptoms or have any problems with procedures

outline proposals for temporary veassignment of injured
staff - seek suggestions

MEDICAL ADVICE

.

.

explain need to see private doctor for treatment

note CMO role ‘s to assist recovery and allay fears that
CMO visit is to facilitate retirement (note need for
consistent dj agnosis/management records/advice on temporary
reassignment - a1l provided by cM0).

explain medical dispute procedure and how to initiate it.

SEVERE CASES

explain when permanent redepioyment or retirement are
considered ’

explain the process of redeployment/ retirenent

note possibility of redeployment to C.A, positions
explain how compensation. claims may be initiated

explain. praspects for retraining/redeployment
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4, COPING WITH RSI

. discuss difficulties which can be created, by RSI in
personal 1ife

domestic obligations
feelings of frustration/i nadequacy
difficulty in obtaining complete rest

. note possible support

internal support (eg welfare officers)
comunity support groups

welfare agencies

legal aid, union support,

PRESENTATION f THE TRAINING PACKAGE

1. VIDEO

. A video presentation should discuss the genera) principles
noted in Section B. These could then be expanded in
discussion with the health professional. The video should
also include a summary of the material in Section A.
(Please note any videos which you consider already provide a
good presentation of material relevant to this training

package),
2. PRESENTERS
. a qualified health professional should be present

throughout the training session to ensure that techqiqa] 1y
correct information is provided. (Comments on qualified
people known to departments would be useful)

. it is suggested that representatives of both management and
staff orgenizations should be present during the discussion
of work organization, equipment etc,

3. HANDOUTS
. two handouts are suggested for the day to day reference of
operators

one handout would summarize the information related
to Section B - posture, equipment adjustment etc.

one handout would swmmarize the information in
section C - this handout should be circulated before
the training session so that discussion can occur on
queries and problems rather than having a lecture on
details.,,
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J08 STRUCTYRES. FOR
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goard’s working party on the

review of keyboard structures in the Australian Public Service. review of keyboard. strictures in
the Asstralian Public Service.

August 1984
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FOREWORD

The working party was set up by the Board towards the end of 1963 to
review keyboard structures in the Australian Public Service.

Since then we have examined submissfons from most agencies fn the Service
and visited a number of Commonweal th, State and private sector

organisations. We acknowledge the hospitality extended to ys and express
our thanks for the help we recefved through those visits.

We also extend our thanks to the keyboard staff who met with members of
the working party in Canberra and in State capitals and particulary to
the members of a. “keyboard practitioners’ panel" in Canberra. Those

contacts have been most impgrtant n sharpening the focus. of the review
and shaping possible new directions.

We take this opportunity alse to record the value of the contribution

made to the working party by the late Ruth McDonald who died in May this
year. Ruth enriched everything she was involved in and it was a pleasure
to know and work with her.

Trevor Barnes
For the Working Party
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PART A - INTRODUCTION
Option 5 - Integration of AW. Keyboard Hork into the

ﬁ:g{ ;::;{Ag't":""é::;:stive and Clerical Purpose

’ 1. This review is being undertaken to assess whether the existing
keyhoard employment structures meet the needs of the Australian Public
Service (APS) as the basis for employing keyboard staff.

2. The focus 6f the review is on structures i.e., the rules for the
arrangement of keyboard jobg by types and Tevels.

3. The main aim is to remedy any defects in the structures. This is
the starting point in the design of better jobs, In conjunction with
this review, the Board. is making changes in other areas affecting

- keyboard employment in the APS, such as staff development, staff
selection, occupational health and working. environment.

4, This paper is Yargely descriptive, It is divided into two main
sections. The first contains Parts A to E which ncludes

. a brief description of the jobs found in the structures
qnder reyfew
. an ou,tHrie 6f major problems which were brought to the
‘-attenﬂon of the working party
| . 2 Tist of the mafn issues and areas of criticism raised by
. I agencies and keyboard staff in submissions or discussions.

The. Tast section, Part 3 = New. Diréctions, explores some /pbssible options
for cnahgés in keyboard structures, This section An particular is
intended to encourage ‘further consultation with interestéd parties.

Structures
' ' 5, A significant feature of the structures included in the review is

that there s 'a separate employment structure for each-of a number of
different types of kgyboard-hased vork. The structures are:

' L ‘Data Processing .
. Typing, inctuding Word Processing
. ‘Secpetarial. :

6. Keyboard work is also undertaken by staff located in a number of
other employment structures, including Accounting Machinist, Computer
Operator, Clerical Assistant and Clerical/Administrative. The most

. important of these, for the purpose of the review, is the Clerical
Assistant structure. In recent years there has been a considerable
increase in the number of Clerical Assistant staff performing a mixture
of keyboard and clerica) support.work, the keyboard work being
ir{distinguishable from that done by staff located in the keyhoard
structures.
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2
Key Issue '
7 A key 1ssue that has been raised: 1s whether the present

distinctions between the different types of keyboard work performed 1n
the APS should be maintained. This issue arises in response to recent
developments in technology which have considerably blurred traditional
distinctions between types of keyboard work based on the type of
equipment used,

8, For instance, whereas data processing and typing work have been
readily distinguishable in the past, equipment now. in use in the APS
allows the operator to choose between data processing and word processing

mode at the flick of a switch.. Where an operator undertakes a mixture of
data processing and word processing on the same machine it 1s necessary

of work, Simitarly the distinction between Typists and Word Processing
Typists is becoming blurred as the clear distinction between an:
electronic typewriter and a word processor s eroded through progressive
enhancement of the functional capabilities. of typewrsters.

Public pelicy ,

9. The Government has said that “quality of adninistration is as much
a public policy issue as are the programs being adninistered” (Second
Reading Speech, Public Service Reform Bi11 1983, 9 Hay 1984), As a
corallary the quality of working 1ife of APS staff may be treated as a
matter of public policy concern,.

1. From this perspective there fs a public policy component to.
decisions on the design of keyboard employment structures and on. the
design of individual jobs of work, An issue that emerges from this Iine
of thought is whether the APs. should continue to offer traditional
keyboard-based jobs of work,

1. At the extremes the choice s beween having a1l keyboard work done
by a carps of skilled experts who do-nothing else, and having keyboard
work fully integrated into wider work processes with all staff members of
an organisation doing their own keyboard. work. Present practice both in
the public and private sectors in Australia {s ranged along the continuun
defined by these extremes.

12,  The keyboard structures in the APS encourage the spectalisation of
staff on keyboard and non-keyboard work, Nevertheless, there 1s evidence
of an increasing preparedness to experiment with less Araditional
organisationa) and job design e.g., outpasting of keyboard staff, mixing
keyboard/clerical jobs of work. Decisions on the, types of keyboard-based:
Jobs that should be offered $n the APS and on the classification rules to
apply to these will largely determine the course of Job desfgn in this
area and the quality of working 1ife that may be experienced by keyboard
staff.
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tethodology

fations were
3 11 Commonwealth organisations and relevant staff assoc
}r?vfteﬁ to make submissions tu{the re:{e¥;1 éumzigc:nh:xﬁhbggqecm

d follow-up discussions and v €
522':?3333” 1ncludigg‘state pubdfc service and private sector

organisations,

Extensive discussions have been held in Canberra with a

group of keyboard staff experfenced in most aspects of the keyboard work

under review,

This group, whith has met regularly with the working

~hand advice
de a valuable contribution as a source of first-han

;a,:;t%ﬁfg:aﬁon on keyboard employment matters. pDiscussions have a;l*:ga .
been held with small groups of keyboard staff in Sydney, Brisbane, r

and Darwin,

Observations

fons as contextual
14,  The working party makes the following observat
materfal for the remainder of this paper.

: d work
he APS relies heavily on keyboard: services, Keyboar

L involved in the performance of most, if not all 5
activities of Government. There is an ever-increasing 4
reliance on computer-based systems which, 1n turn, depev’n o?
keyboard services for data entry, manipulation and retrieval,

at least the next decade it can be expected that the
z?ﬁ;ingstraﬁon will continue to require the services og a
large corps of staff proficient in specialised keybcar
duties, although they may not be exclusively employed on
such duties. Developments fn technology and 1ncrease1ditds%
of keyboards by non-specialised keyboard staff are unlikely

to alter the position.

. integrate
ere is increasing opportunity within the APS. to
Zthoard work into wider work processes. This can Ige a
two-way process: specialist keyboard operators m?y e
deployed on a mixture of keyboard and other work; o;fmény
staff who have traditionally relied on keyboard staff for
keyboard services may do some or mast of this work
themselves,
' the

hnological change has blurred distinctions between:
l:?stgnggkeyboarddobs and is making it increasingly ;
difficult to maintain separate, equipment-based distinctions
between different kinds of keyboard work.
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PART B « GENERA -
SERVICE BACKGROUND - KEYBOARD WORK IN THE AUSTRALIAN PUBLIC

KEYBOARD WORK

Description.

15.  This section of the paper brief)
inciuded in the structuresp.covered by {hgers‘:ng:? the Jabs of work

Typing

16.  Typist, Grade 1 - this is the base 1

. evel entry grade in
S e, 1 ol i S s S
words per minute iw m) with a maxi ror vate of 37 "5, s2eed of 30
standard for higherp'level typ(ngxp’o":?t?:;gr rote of 25 This s also the

17.  Typist, Grade 2 - this level involv
es more df fficul
PRy h, tncomlens It rd ol ot sl
5 " transcription of shorth .
condition on promotion to a poslt?gna:"e uird " e e
ng shol
ability to write shorthand at 80 wpm ang trangcrib;t?:n:cgt'::;lzl}f the

18.  Typist, Grade 3 - this level invol i
verbatim the proceedings of conferences ote. " Axing shorthand to record
the ability to write shorthand at anm‘m;‘t‘;.spégdersgi?ggxe‘rvl;mfondition s

19, Typist Supervisor, Grade 1 - involve:
- s typing: duti
Grade ) or Grade 2 level and. supervision of atplegst th::eagtltlgg gﬁ::{;

20,  Typi
other q’y'g}zgs?"""”“"" Grade 2 - involves supervision of 20 or more

21, Typist Controller, Grades ). and 3

{i , - positions at
exercise management responsibilites over all typing seryilg:: }ﬁvg}ls
organisation where word processors are not used,

Hord Processing

22,  Word Pracessing Typist, Grade 1 - favolve:
- s
tasks associated with the opérati_on of a word pwgg:sgﬁn:fomance of all

23.  Mord Processing Typi;t Grade 2 - 1
; - inyolves
g(‘z::z::;éepgr:go:nacce]offprécedural tasksyassociggg?:i‘:{: :)fea vord
: ontrol of a wor
advice on the use of word procesgogz‘.’cessmg system, and/or proviston of

24, Hord Processing Supervisor, Grade 1 - {nvalves word processing.

duties at the Word Processin
d g Typist, Grade 1 or G
supervision of at least three other y’:ord processin'g‘agip%sltg\.’e‘ and/or
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25, MNord Processing Supervisor, Grade 2 - involves supervision of a
word processing unit where there are at least 6 keystations and a number
of printers operating in a shared logic system.

26. Typist Controller, Grades 2 and & ~ positions at these levels
exercise management responsibilities over all typing services. in an.
arganisation where word processors are used.

Data Processing

27. Data Processing Operator-in-Training - involves instruction and
on-the-job training in the operation of data preparation equipment and
procedures. used in the employing department.

28, Data Processing Operator, Grade 1. - this is the base level
operating grade in the data processing structure. Trainees are promoted
to this Tevel on successful completion of the course of training. This
level involves using a keyboard to enter data for processing by a
computer. Keying is from simple or precoded documents and involves one
or a 1imited number of procedures. An employment condition is ability to
operate a typewriter or other alpha-numeric keyboard at a speed of not
less than 30 wpm.

29, Data Processing Operator, Grade 2 - involves using a keyboard to
enter data for processing by a computer. Keying {s from sfmple or
precoded documents' involving a wide variety of procedures or fram complex
or variable documents involving some interpretation and coding by the
operator. An entry condition is successful completion of the test that
Grade 1 staff must pass to qualify for a proficiency allowance - a
keystroke rate of 10,000 keystrokes per hour processing typical
alpha-numeric material and.a written test {10 minutes for 10 questions. on
procedures and equipment used in the the candidate's work area).

3v, Data Processing Operator, Grade 3 - involves using a keyboard to
enter data for processing by a computer or leading hand in a pool of
Grade 1 and/or Grade 2 operators. Leading hand positions are created on
the basis of 1 for every 10 subordinate positions. Typing at this evel
{s from documents involving substantial interpretation and coding of
their contents by the operator.

31, Supervisor {Data Processing), Grade 1 - involves supervision of a
pool of 3 to 20 Data Processing Operators,

32. Supervisor (Data Processing), Grade 2 - involves supervision of 2
pool of 2} to 38 Data Processing Operators.

33.  Supervisor (Data Processing), Grade 3 - involves supervision of a
pool of more than 38 Data Processing Operators.

Secretarial

34,  Steno-Secretary, Grade 1 ~ involves writing and transcriding
shorthand, typing and secretarial duties for one or more senior

officers, Usually involves typing waterial for other staff in a branch,
An entry condition is the ability to write shorthand at a corrected speed
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of 100 wpm. Pasitiohs at this Tevel are usually created on the basfs of
one for each Senior Executive Leve) } or Level 2 position.

35,  Steno-Secretary, Grade 2 - fnvolves similar duties and the same
entry condition as for Grade 1 positions, Positfons at the Grade 2 Jevel
are usually created on the basis of one for each Senfor Executive Leve] 3
or Level 4 position,

36. Personal Secretary, Grade.1 - involves the performance of
secretarial duties for a Senfor Executive Level 5 or Level 6 officer.
Typing and weiting and transcribing shortharid may be fnvolved: but are not
essential. Only one position is provided for each eligible Senfor
Executive officer, :

37,  Personal Secretary, Grade 2 -~ involves similar duties as for
Grade. T positfons. Only one position at the Grade 2 Yevel is provided
for each Secretary of a department,

KEYBOARD STAFF

Statistics

38. This section of the paper contains a brief statistical overview of
keyboard staff in the APS.

Numbers

39, At 3 December 1983 there were about 11,400 staff employed in the:
following. categoriéé of keyboard positions:

- typing 6620
- word: processing 960
- data processing 2050
~ secretarial 1770

40,  Humbers in these aress have grown by about 35% over the past 10
years, This compares with growth of 15% for the APS as. a whole over the
same perfod.

Gender

41, Over 99% of the keyboard staff covered by this. review ars female,
The number of male keyboard. staff fncreased from 40 to 75 between 1977
and 1982, As at December 1982 thers were no-male personal secretaries. or

vord processing typfsts.

Length of Service
42,  The median length of service of all keyboard staff increased: from

2,4 years to 4.3 years in the period 1973 to 1983, Changes for each of
the keyboard. employment categories were as follows:
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L e
. The median Tength of service is greater at higher
:2rious enployment categorfes e.d,, the imedian length of

in - 1.9 years to 3.4 years
- g‘:?:a grocessing‘ - 3,2 years to 4.5 years
- secretarial - 4.6 years to 6,3 years

vels in the

service for a

Typist, Grade 1 is 2.5 years but for a Typist Supervisor, Grade 1 it is

12,5 years.
PAY RATES

Annual Salaries

44, Annua) pay rates for each of the types

review are set out in the table at page 8,
) 1 Assistant structures §s included in.
Clerical/ Administrative and Clerica ?his B e b e e
7 recent years in the number of positions in the
é?gﬁg::/mmfnistra{ive and Clerical Assistant structures performing
mixed clerical and keyboard functions.

the table, for comparative purposes.

Key Point

of jobs covered by the
Pay information for the

keyboard
. ey point to note is that the pay rates in the different key
:gructcrgsya:d the Clerical/Adninfstrative and Clerical Assfstamf; -
structures are not aligned. This complicates lateral movement Db‘ 7 aff,
particularly where movement from & keyboard job to a c1eri§al .Auc‘ ef‘ator
necessary on occupational health grounds e.g., where a ke,\é o?;h p
contracts repetition strain fnjury and must be re-deployed. efther

temporarily or permanently.
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OCCUPATIONAL HEALTH

Focus of Review

46. Occupational health has been raised as a major issue in
Keyboard-based employment in the APS. In response to this, ome concern
of the review is the relatfonship between occupational health dnd the
design of keybeard employment structures and individua)l jobs of work. In
particular, whether the types of jobs that may be used to employ staff to
do keyboard work and the way keyboard staff are organised and expected to
do their work expose these staff to an unacceptably high risk of physical
injury such as repetition strain injury.

47. This review does not debate the merits of different views on the
causes of work related physical fnjuries amongst keyboard staff. The
working party has accepted, however, a direct 11nk between keyboard work
and the physical injuries commonly associated with this work.

Equipment

48. Considerable change has occurved right across the APS in recent
years in the type of equipment used by keyboard staff. These changes
have occurred not only $n typewriters, keyboards and visua) display
units, 1.e., in the bastc hardware used by keyboard staff, but also in
desks, chairs, lighting, office layout, etc. 1t is possible to find
equipment and associated work practices in the APS stretching along a
technologfcal continuum from manual typewriters used to cut stencils to
computer terminals used: for word processing.

49, The pressure for change has ar{isen both from the need to update and
upgrade work methods and, more recently, in an effort to cimbat the
increasing incidence of physical injuries 1inked directly to keyboard
work. Thare is however considerable unevenness both in the attitudes of
managers, and keyboard staff to aquipment, and office furniture
requirements and in the enthusiasm with whicti new technology has been

welcomed.,

Job Design .

50, Less attention has been paid by the APS to job design than to
equipment design as a mearis of ayoiding, occupational health problems.
This can be attributed to the narroy specification of Jobs of work within
the keyboard structures and, to the gradualist approach taken so far
towards the integration of keyboard work with other work processes.

51, - The types of keyboard jobs traditionally offered {n the APS are
ones which involve staff using a keyboard for most, if not all, of the
working day. In response to the increasing incidence of physical
injuries, compuisory rest breaks and work routines which, for example,
require keyboard staff to move from their work place to collect new vork ,
fave been introduced by sone agem.ies. Hhile these developments of fer
soue respite brom wunatant keying work they do not involve fundamental

change in the nature ot keyboard Jobs.
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ORGANISATION
General

62, There are two basic approaches to the organjsation of keyboard
staff in the APS. Either they are located in pogls or they are
distributed singly throughout the organisation. A variety of approaches
has been developed within the framework of these models e.g., smajl '
decentraiised pools (say 2-3 staff), combinations of large pool (say 10
or rore staff), small pools and distributed staff, and so on.

Pools

53, Pooling of Keyboard staff using similar machines to do. similar work
is a long-established approach to the orgarisation of keyboard work.

54, The pool provides a service to the entire organisation and allows
for the maximum utilisation of equipment. Manuscripts to be typed,
statistical data to be entered into a computer, etc,, are prepared
elsewhere in the organisation and routed to the pool for processing.

55. The simple idea un‘der‘lying this approach 1s that authors should
spend their working time on what they do best e.g., writing. reports,
preparing statistics, assessing returns, etc., and that the keyboard
component of, for instance, preparing a final réport should be done by a
specialist keyboard worker, Grouping keyboard staff is convenient for
purposes such as work distribution, setting priorities, training and.
supervision,

Decentralisation

56. Distributing keyboard staff throughout the organisation is seen as’
a way to increase their involvement in. the work of the organisation,
Under this arrangement keyboard staff can get to Know both the peopie
working in a discrete area of the organisation and the work of the aréa,
and' each can operate as a member of a work team,

57. While the separation. of work into keyboard and non-keyboard

elements, is' maintained, the isolation of keyboard staff from the

day-to-day work progesses of the organisation may be broken down. This
is a less convenient arrangement fram the viewpoint of mahaging the use
of all keyboard staff, but allows functional units to set their own
priorities, for their keyboard work and. allows keyboard staff to
contribute directly to the work effort of a group of famiYiar colleagués.

Integration

58, in recent years there has been some movement towards the
integration of keyboard work with other work processes. Rather than
separate keyhnard and non-keyboard components of a work process and
allucate thuse to aitferent jobs, hoth components are fused into the one
wh ot work,

W, itt, posuibie to adentity theee broad groups ot gobs ot this
kind. The (1rst group is conventional keyboard jobs whose occupants do

114.
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. This mix of work has been accepted in the APS for
vsgr:; ;Iei:;‘.m T:grl;econd group is Clerical Assistant Jobs whose ?ccuﬁants
do some keyboard work. There has: been & considerable increase 1n the
nuibers in this group during the last decade. The third. gr:upd s e
Clerfcal /administrative and professional jobs whose accupants atsot:,ut ”
keyboard work. This group is the smallest of the three at present,
Vikely to grow rapidly as departments move further towards
computerisation of work processes and office automation,
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PART € ~ MAJOR ISSUES

60, This section of the paper outlines the major- fssues brought t
attention during the review. 3 rous 0

dob Design

61, The fundamental issue raised by this review is how the keyboard
function should be organised. At an abstract level the choice is between
a high Jevel of specfalisation in work processes, on the one hand, and
wider diversification, on the other, At the extremes this favolves a
choice between having keyboard work done by specialists who do nothing
else, and fully integrating keyboard work into the jobs of all staff,

62, The keyboard structures, the types of jobs they offer and: the way
in which staff have been organised to do this work in the APS have led to
the bulk of keyboard work being done by specialists. This model may best
meet the needs of some organisations, However, the desfgn of employment
structures and the organisation of work along these 1ines have
cocgr{buted to problems drawn to the working party’s attention during the
review,

63,  Structures set the general rules on the arrangement of jobs by
types and Tevels. and' it is within. these rules that agencies have the
opportunity to design individual jobs of work, With this in mind, a
primary aim of the working party is to ensure that the keyboard.
structures are flexible enough in the APS to encourage agencies te adapt
an approach to organisation and job design best suited to their
requirements,

Occupational Health

64. Most submissions made the point that the keyboard structures
concentrate keyboard work in special{sed keyboard. jobs. There was strong
support for a structure that offered jobs providing for a greater mix of
keyboard and other work as one means of reducing the incidence of
physical injuries such as repetition strain injury.

65, There is a wide range of working environment considerations which
all need to be taken into account in devising ways to minimise
occupational health problems, e.g., working conditions, design of
equipment and furniture, 1ighting, design of automated systems, training,
etc. (These matters are being addressed, by the Board and others,
separately from this review.) Nevertheless, occupational health experts
appear to agree that the incidence of physical injuries suffered by
keyboard staff could be reduced through closer attention to job design,
This lends support to the suggestions put to the workfng party that a
mode) offering keyboard staff a wider range of work than is typically
available now would help avoid physical injuries.

of. The Board has 21so taken some steps to bring to agencies' attention

factors concerning repetition strain fnjury. In a paper circulated by
the Board in late 1983 aspects of repetition strain injury were
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discussed, including current medical developments in determining its
causes. A further paper will be circulated shortly.

fedeployment of Staff

67. The paper circulated in 1983 also suggested that staff suffering
from work-related injuries be redeployed, However, two major constraints
exist on the freedom of departments to redeploy keyboard staff,

68, The first constraint {s the problem involved in moving staff
sidewards from the various types of keyboard jobs to other jobs in, for
example, the Clerjcal Assistant structure because there are no cormon. pay
points. Thus moving between these structures may fnvolve efther an
increase in pay on promotion, er a reduction in pay on transfer (although
salary retention can apply in some circumstances). This constraint in
particular would affect the redeployment of keyboard staff suffering from
work-related injurfes,

69. This constraint also operates on the lateral movement of staff, for
any other reason, between different keyboard jobs 'since there are only 2
Hmitedinumber of points at which transfers can occur without requiring
pay action.

70.. The second constraint arises from the highly specialised nature of
most keyboard. jobs. Specialisation makes it difficult for keyboard staff
to compete for promotion or transfer to non-keyboard jobs and even limits
their opportunity to perform different kéyboard work e.g., typists are
not usually trained to do data processing work, This is a particular
constraint on the scope of small organisations to use their 1imited staff
numbers to best advantage and on the ability of all organisations to
redeploy staff both for development purposes and for cccupational health
reasons.

Tectinological Change

71, Recent developments in technology have had two major effects on
keyboard structures. The first is the blurring of distinctions between
different types of keyboard jobs as set by present structures, The
second: {s the integration of keyboard work' into clerical work processes..

72. Current structures differentiate between jobs of Typist, Word
Processing Typist and Data Processing Operator largely on. the basis of
differences in équipment ' .zu for these different types of keyboard
work, However, in many systems the same equipment can be used for copy
typing, data entry and text editing. The present approach: to descriptioen
of occupational categories cannot accommodate these changes.‘v

73. ‘Employment structures in the APS assume the existence of a
clear-cut distinction between clerical and keyboard work but it is clear
that this distinction' is no long valid in many areas. Many Clerical
Assistant jobs now involve some keyboard work; keyboards are also used in
some agencies by Clerical/Administrative and professional staff, The
incidence of such mixed jobs of work varies markedly between agencies,
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Hotable examples of areas in which keyboard and clerfcal work have been
integrated are:

. Job Bank in the Commaonwealth Employment Service

. Pharmpay 1n the Department of Health.

. Australian Customs. Service in the Department of Industry and
Commerce

. Prescribed Payments sys;:em in. the Australian Taxation Office,

Recruitment and Retention

74.  Agencies generaily appeared quite dissatisfied with present
arrangements for recruiting keyboard staff into the APS, This stems in
part from difficulties experienced by departments since they assumed
responsibility from the Beard in 1981 for recruitment of keyboard staff,
A key point that has been raised fs that job applicants need to approach
each Cormonwealth agency rather than a central recruitmént authority.
There are also difficulties in attracting applicants, particularly well
qualified and experienced applicants,

75, Most agencies expressed considerable concern about the loss of
trained keyboard staff. In particular, the movement of staff to other
types of jobs, e.g., to Clerical Assistant jobs fn the APS or to jobs
outside the APS, were raised. These problems seem to be particularly
severebin the State capitals where competition for staff 1s stronger thap
in Canberra, .

76.. There is no compreliensive Service-wide .data agafrist which to test
what was largely anecdotal and impressionistic information provided in
submissions and {n discussfon, The information available to the working
party does not fully support the claims made by departments. However,
this fnformation is 1imited in depth and coverage and is not altogetliér
reliable as a gauge of the severity of problems being faced by
departments. It is noteworthy that keyboard staff consulted by the .
vorking party see the keyboard: structures as less attractive in terms .of
Job -design and career opportunities than. thé Clerical Ass{stant and
Clerical/Adninistrative structures. This is consistent with the views
expressed. by -departments. . .

Motivation and. Horale Co

77.  Submissions generally referred to low motivation and morale among,
keyboard staff and widespread job dissatisfaction., Some agencies
associated thase problems with the nature of the keyboard manipulative
task and with narrow job design.. Few agencies suggested, however, that
Tow motivation and morale affected the quality of work done by keyboard
staff. . .

78,  There was no unanimity in the views expressed by keyboard staff

consutted on this question. While they generally agreed that many
keyboard jobs are dull and repetitive they did not necessarily see the
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work as inherently upsatisfying. Hany enjoy their work and put a high
value on their keyboard skills,

79, A-recurring theme in discussion was the low regard in which
clerfcal staff held keyboard work., The view was expressed that few
clerical staff recognise the high level of dedfcation required of
keyboard staff and that this Jack of recognition, rather than the nature
of the work itself, s a contributing factor to low morale,

80.  Keyboard staff also drew attention to their frustratfon with
limited career prospects and the lack of opportunity to expand the scope
of their work., Acquisftfon of clerical experience 15 seen as important
for career development,.

81,  Another point of dissatisfaction for keyboard staff is the lack of
opportunity for involvement fn decision making within sgencies, Staff
said they were not consulted on questions of work arrangements directly
affecting them, Lack of consultation extended from fssues such as the
purchase and location of keyboard furniture and. equipment and form design
to broader fssues such as the re-organisation of thefr work areas or
management practices 1ike output monftoring,

tanagement of Keyboard Staff

82,  The keyboard structures provide for jobs of T{pist‘ Controiler and
Typist Supervisor to exercise management responsibiiities over all typing
services in an organisation, There s however considerable overlap in
many agencies between the role of senfor keyboard staff and
Cler{cal/Administrative staff {n office services areas, This has given
rise to problems of duplication and poor comunication in relation to
deployment of keyboard staff, setting of priorities, supervision, staff
development, etc.,

83,  Typist Controllers consulted by the uorkin? party expressed concern
about. what. they see as interference in. the exercise of their managament
responsibilities, In particular, they criticised what they believe to be
uninformed decision making on equipment selection and the working
environment of keyboard staff,

84, There is also some tension between present kayboard management
arrangements' and the practice of -outposting keyboerd staff, Agencies
have identified difficulties in integrating outposted keyboard staff into
1ine areas and, at the same time, keyboard supervisors see practical
difficuities in ensuring an equitable sharing of work, appropriate
supervision, training and career development opportunities.

85, Keyboard staff cmphasised in discussion with the working party that
in their view many outposted 'staff suffer high levels of stress and
anxiety. This comes about through the absence of peer support and.
because, without a keyboard' supervisor to set work priorities, the task
of coping with conflicting demands has fallen in many cases on junior
huyboard staff not well placed to perform this. role,

o, A widely held view both of agencies and of keyboard staff is that
keyboard staft do not have sufficient opportunity to participate either
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in Service-wide training schemas or in the trainfn? activities of
indfvidual agencies. What trafning is offered {s Targely 1imfted to
familiarisation with equipment and office procedure. This fs usually
on-the-job training rather than part of & planned induction and training
program.

87.  There are no Service-wide staff development programs for which the
bulk of keyboard. staff are elfgible, Keyboard staff find that the
imited spaces available on agency-run training courses are filled by
other staff before keyboard staff and they feel that they are less lkely
than. other staff to have study Teave approved.

88, ~ Another view shared by many agencies, and by typing staff in
particular, {s that users of keyboard services create unnecessary
difficulties for keyboard staff by such things as unreasomable deadlines,
confused ayout, unclear instructions and §1legible handwriting. In
addition, many authors have a poor understanding both of the nature of
computer-based keyboard procedures. in word' processing and data processing
activities and of the actual capacities of equipment, with the result
thatig!‘wlr expectations can be far in excess of what is technically
passible.

Attitudes

89.  The working party draws attention to the attitudes of some people
in_the APS. concerning keyboard employment. matters, Although the
following observations arve largely {mpressionistic, being based mainly on
discussions with keyboard staff, they are also in Tine with the thrust of
c:m;sgnts in submissions about job satisfaction and morale of keyboard
staff,

90. In these discussions, many keyboard staff reported that they and
their co-workers often felt a high degree of animosity towards senfor
personnel of agencies who were seen as being 1ndifferent to:keyboard

staff and too often unprepared to concern themselves directly with {ssues.

of keyboard management and' operatfons. Hostility towards the users of
keyboard services was also reported. Causes mentioned. include:.

. attitudes of other staff - the perception of keyboard staff
15 that they have the Jowest status fn organisations despite
their being highly skilled and of critical fmportance fn the
operations of ai1 Government agencies

. location of keyboard jobs in the Fourth Division (until the
recent abolition of the divisional structure in the APS)

. pay relativities, particularly with Clerical Assistant jobs
which keyboard staff see as unskilled and easy by comparison
with their own jobs

. lack of consultation on matters of direct interest
e.g., equipment acquisition and office layout
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. lack of fnvolvement {n management and operations of
agencies, fncluding even Yack of {nformation on the role and
functions of agencies

. supervision that {s much closer and often of lower quality
than that available to other staff (a criticism often
directed at Clerical/Administrative staff with functional
responsibility for keyboard services)

. constant pressure from both formal and informal' work output
monitoring when most other staff in the APS are not subject
to such explicit output measurement

. Tack of raspect and consideratfon shown by users. of keyboard
services in a varfety of minor ways that serve to reinforce
the percefved status differential and detract from the
quality of working 11fe of keyboard staff e.g., impossible
deadines, exclusion. from soctal interaction, absence of
courteous behaviour, etc.

91, Hnile the working party did not cbserve behaviour of the type
mentioned by keyboard staff, there is some indirect evidence bearing. on
the attitudes of people responsible for managment of keyboard staff,.
Examples include:

. Grouping of staff in large pools, some of more than 100
staff, with desks arranged in an “epen-plan” area on a
traditional classroom design and with a fire-alarm type bell
used to signal when it is time to start and finish work or
teke rest and lunch breaks. The physical working
environment of such pools. is considerably inferior to that
of the bulk of APS staff.

. Low -priority accorded to quality and design of keyboard
equipment and furnishings. There has been a significant
improvement n this area recently, but there is considerable
uneveness across the Service,

. Development of autoneted systems which require large nusbers
of Keyboard staff whose work involves virtually nothing
other than high speed keying. Where these systems have been
developed there appears to be reluctance at management
levels to consider any alternative to what is regarded, in
terms of maximising short«term returns, as the most
efficient way to get the work done,

. Use of heavy-handed' management techniques to maintain
keyboard: output despite low motivation and morale among
keyboard staff e.g., unduly close supervision, issue of
radios with. earphones to counteract boredom and discourage
tatking, controlled access to telephones, etc.

121,



18

Limitation of training oppertunities to the minfpun required
to operate equipment and understand office procedures.

92,  On many aspects of keyboard employment arrangements the working
party found that there were no particular views comonly shared by
keyboard or other staff. Personal experience and preference determined:
the views expressed on matters such as:

. whether keyboard staff should be located in poels or
decentralised

. optimum size of pools

. level of satisfaction offered by keyboard work

. whether a greater mixing of keyboard and other work would be
desirable

. the number of levels that should be incorporated in any new

keyboard structure.

Pay Relativities

93, This review is not concerned directly with pay rates for keyhoard
staff. However, present relativities among pay Yevels in the structures
under review were questioned in many submissions. A particular concern
is that the grounds on which relativities were established have been
eroded by developments in technology and changes in work requirements.

94, One example {s the relationshig between the annual pay rates of a
Steno-Secretary, Grade 1 and a Word Processing Typist, Grade 1, The pay
rates for word processing were struck at a time when it was not foreseen
clearly that secretaries would generally be equiﬁped with word processing
machines.. This is now quite common, Agencles that hawe so equipped
secretaries consider that the increased work value of these secretarial
jobs {s not adequately racognised by the relativity with Jobs of Word
Processing Typist, Grade 1.” While the top of the range for a
Steno-Secretary, Grade 1 {s $391.00 above that for a Word Processing
Typist, Grade 1, at the two lower points they are effectively. the same
($33.00 .more. at the base and no difference: at the mig-point of the range).

95.  Another relevant example was drawn to- the attention of the vorking
party during discussions in 2 department. It concerned the comparative
work value of word processing over typing or data processing whare the
word processor was being: used te prepare’ simple form letters.. Current
classification rules require such a job to be classified at the Word
processing Typist, Grade 1 Jevel (because a word processor is involved),
although the work ftself would have been mare properly classified at the
Typist, Grade 1 level, Furthermore, the Word Processing, Typist, Grade 1
job receives a higher annual pay rate than Data Processing Operator,
Grade 2 jobs {$293.00 at the base and $716.00 at the top of the range)
although, in this department, the data processing work involves keying,

122,

19

under sustained pressure to maintain output, from up to .
different types of documents. put, p to several hundred

96, Again, this pay relationship derives from work value differences
established when the new word processfng. technology was introduced into
the Service. Some agencies and staff questioned whether this
relationship still remained a fair reflection of the comparative value of
the: jobs. involved.

97,  Another concern ex‘)ressed by keyboard staff is that between
structures. there are small df fferences in pay for work which, while
different 1n kind, 15 broadly comparable in terms. of the level of skill,
the complexity of activity and the demands of the workplace on staff,
The differences suggest a level of precision in the processes of work
value comparison which the working party doubts is achievable. The
differences are a source of annoyance: to keyboard staff who do not
understand. the grounds on which they are warranted. While these
differences are the result of considered decisions taken from time to
time in the pay fixation arena, thefr mafn practical effects are to:

{a) cagse keyboaid staff to distrust the pay fixation process;
an

(b)  serve as an 1 t to lateral of staff as a
response to. occupatfonal health problems,
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PART 0" - PARTICULAR ISSUES

98, This section of the paper details particular fssues and areas of
criticism rafsed by agencies and keyboard staff.

Data Processing

99, Agencies and staff raised the following points in relation to the
Data Processing structure:

The Grade 1 level is no longer the base level operating
grade in the structure, It is used primarily as a training
grade and there s virtually automatic advancement of staff
who pass the proficiency test to the Grade 2 level. Length
of service at Grade 1 is usually no more than 12 months..
There are three times as many jobs at the Grade 2 level as.
there are at the Grade 1 level.

It 1s difficult to distinguish in a practical sense between
the work performed by a proficient Grade 1 operator and a
Grade 2 operator.

The Data Processing pay scale provides a single pay point
with no incremental points at the Grade 2 and Grade 3
levels. This does not provide for recognition of the

di fferences in work performance between experienced and
recently promoted staff at these levels,

There 1s no apparent rationale for the provision of Grade 2
Jjobs on the basis of 1 for every 10 subordinate jobs, There
are doubts about whether jobs at Grade 3 are warranted in
terms of strict operational needs and they provide only
Vimited promotional opportunities (at 31 December 1983 there
were 159 Grade 3 jobs and 1514 Grade 2 jobs).

The number of sugervisury Jjobs {about 170) is too smal) as a
proportion of jobs at the Grade 1.3 levels {about 2350}..

The data. processing structure provides Tittle scope for
advancement beyond the Grade 2 level and the work expertence
gained in the structure is of 1ittle assistance in achieving
advancement in other structures.

Typing, Including Word Processing:

100. Agencies and staff raised the following points in retation to the
Typing structure:

Recent developments in technology have led to the use of
machines indistinguishable in some respects from word:
pracessors, While operation of a word provessur attrdets
higher pay, use of a typewriter with similar tanctional
capacity does not.
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The job of operating a telex machine is usually classified
at the Typist, Grade'] level. New telex machines are being
introduced that have some of the features of word processors
e.g., memory capacity. In these circumstances this work.
should be classified at a higher level in the structure,

Jobs at the Typist, Grade 2 level as used extensively to
provide secretarial support to officers classified at

Class 10 or Class 11, partfcularly in State capitals. These
secratarfal jobs involve functions comparable to jobs of
Steno-Secretary, Grade 1, but thefr occupants are paid at a
Tower rate because steno-secretarial jobs are provided
primarily on the basts of one for each eligible Sentor
E);:cutive Service officer and not for lower classified
officers,

Occupants of Typist, Grade 2 jobs working in envivonments
where, there 1s a significant use of medical terminology
consfder that this work is more demanding and should be paid
at a higher rate than similar jobs. in other environments,

While there are a few jobs at the Typist, Grade 3 Jevel,
1ittle or no use s actually made of these jobs. The reason
for this appears to be that sound recording has displaced
high speed writing of shorthand. as the usual method of
recording conferences, etc. There may be no. point in
retaining this level as presently defined.

Typist Supervisors and.Controllers have extensive managerial
and administrative responsibilities that are not recognised
in pay ‘terms when compared with. higher paid Jobs with
narrower responsibilities in other structures.

The distinction between word processing jobs at. the Grade 1
and Grade 2 levels is not clear. Technological change has
blurred the relevance of the differences relied upon in the
present classification rules.

Further to. the last point, there are doubts about whethei
two levels of word pracessing jebs are required {n terms of
strict operatfonal needs.

101, Agencies and staff raised the following points. in relation to the
secretarial structure:

The provision of Steno-secretary, Grades 1 and 2 and
personal Secretary, Grade 1 jobs on 2 largely automatic
basis of one for every Senior Executive Service officer

*invelves an inefficient use of limited staff numbers in the

APY, Practice in the private sector varies widely, but in
the main the ratio of secretarial to senior executive jobs
is much Jower.
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While the ability towrite shorthand at 100wpm 15 an entry
condition for jobs at the Grade | and Grade 2 levels, many
staff in these jobs make 1ittle or no use of their shorthand
skills. There is scope for secretarfal jobs.without
mandatory shorthand qualifications.

Further to the. previoss point, ability to undertake audio
transcription and/or operate.a word processor: could be
alternative qualifications for secretarial. Jobs,

There is some tension generated by the dual role performed
by most Grade 1 and 2 jobs of secretary to a branch or
division head and branch/division typist.

Present classification rules do nat distinguish between jobs
at the Grade 1 and Grade 2 Tevels in terms of work value
since thelr classification is ordinarily tied to the Senjor
Executive Service jobs to which they are allocated. There
may however be a valid distinction based on the role of
‘occupants of Grade 2 jobs fn the management and supervisfon
of other secretarial staff,

Under present arrangements. the use of a word processor by a
Stenc-secretary does not attract an fncrease in pay. This
approach represents. an erosfon in the margin for skill
traditionally enjoyed by sccretarial staff over
non-secretarial keyboard staff.

There would be merit in exploring an alternatfve aggroach 50
the provision of secretarial su port to senfor staff, base
on the concept. of drawing together people with a mix of
secretarial, shorthand. and clericat support skills in a
branch or divisional support cell,

126.
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PART E - SOME CONCLUDING. THOUGHTS

102, Hnhile the focus of this review fs on employment structures, this
issue cannot be separated from a range of other factors which infiuence
the way keyboard:work is dope in. the Service and which can improve the
quality of working 11fe for APS staff overall. Any new set of rules to
cover the types of jobs. that may be used ip keyboard work must be worked
out {n this context,

103. The working party's activity and this paper contribute to the
process of change, Changes in structures by themselves however can do no
tiore than. create opportunities for improvement. Rea) progress can only
occur if the people fnvolved in designing jobs and organising work make
the most of these opportunities,

127.
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PART. F - NEW DIRECTIONS
OBJECTIVES

104, In this section of the paper the working perty first puts forward
what it sees as a set of desirahle objectives to be adopted-by the APS in
connection with keyboard employment.. Then {t out)ines options for change
which have been developed with these objectives in mind.

105. While the primary focus of this review 1s on the keyboard
structures (that 15, the definftion of types. and levels of keyboard
work), the structures have to be considared within the framework of wider
keyhoard empioyment arrangements, For example, questions of career
advancement within keyboard employment should not be considered in
iso\a:ian from the scope for upward movement through other employment
structures,

Design of Work Systems

106, The overriding objective {s to encourags the design of work systems
that harmonise the interasts of araanisations. and staff, This can be
broken down into the fallowing more specific objectives..

07, Job Design - To design individual jabs of work that meet the needs

of organisations and Erovh&e opportunity for people to get the rewards
they seek through work, 4

108, Occupational Health - To provide a safe and healthy working
env1ronman% Tor statt,

109, Organisational Rale - Ta provide oppartunity for involvement by
staff In decisions on Job desfgn and how their work 1s done,

110, Attitudes - Yo daveloﬁ an organisational rale for all staff that
e

ancouragn"‘: racognition of the warth of al} johs of wark and of the people

who {11 the Jobs,

111, Carser Developmant - To prayide for reasonabie career and
deyelopment npiu!ions,

N2, Iraining - To offer training and develapmental opzurtunnm to
batter ng'u'ip staff to perfarm their present jobs of work and to erhance
their wider skills and genera) awareness within the working environuent.

13, Responsivensss to Change - To develop emplayment structures that
can accomiofate change 1n technology and management practice,
GPTIONS FOR CHANGE

14, he workfng party can see a range of possible options for change in
theor e ) etiployent structures. At the exteenes these ares

128,
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to retain present structures with minor adjustments in
d:fin{tionvoi Yavels, pay relativities, etc., to resolve
pressing operational problems; or

fntegrate keyboard work fully into wider work processes
:?th l'lg mm!er{ of staff of an organisation doing their own:

keyboard work,

129,
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Option 1 - Retajn Existing Structures with Minor Adjustments

115. This option retains the existing separate structures (Oata
processing, Typing including Word Processing and Secretarial) for
different types of keyboard work. Adjustments to present structures
could include:

. further 1ining up of pay points. among the keyboard
structures to make sidewards movement of staff between the
structures easier

- for example, the minimum pay point for Typist
Supervisor, Grade 1 is $10.00 less than the rate for
Data Processing Operator, Grade 3, the maximum for:
Word: Processing Typist, Grade 1 and. the mid-point for
Stenp-Secretary, Grade )

. groviding incremental salary points in the Grade 2 and 3
evels in the data processing structure

- below Typist Controller, Grades 3 and 4, there are
only three types of keyboard jobs without incremental
rates - Data Processing Operator, Grades 2 and 3 and
Typist, Grade 3 (rarely used nows

. recognising, the abf1ity to do audio typing or to use a word
processor as alternatives to shorthand as an entry condition
for secretarial jobs

- although shorthand skills are a pre-requisite for
promotion to a secretarial job, many secretaries are
not called on to use their skill fully or at all; yet
many keyboard staff otherwise suited to- the work are
denied access to secretarial jobs because they cannot
write shorthand

. possible Vining up of pay points in the Keyboard structures
with those in the Clerical Assistant structure

- although there are: 26 pay points in the Clerical
Assistant structure between the bottom of the Grade 1
range and the top of the Grade 8 range, and 33 pay
points in the keyboard structures between the Data
Processing Officer-in-Training pay point and the top
of the Personal Secratary, Grade 2 range, there is no
single pay point shared between the Clerical
Assistant and keyboard structures

- to make & permanent move sidewards between the
keyboard structures and the Clerical Assistant
structure {or vice versal @ person must either get a
promotion or accept transfer at a lower pay rate
atthough retention of previous salary may be
possible in some transfers}

131,
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possible use of the Typist, Grade 3
Prposcs ypist, 3 pay point for other

- this could:be used as a special pay point for the
most demanding jobs presently classified it Typist,

Grade 2, such as those used: for a wide range
activities (including secretarial work) 1ngsmglfl

organisations and those in hight
téchnical work areas. iy specialised

132,
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Option 2 - Amalgamation of Existing Keyboard Structures

116. This option credtes one keyboard structure through amalgamation of
present separate structures. This would cover the Secretarial, Data
Processing and Typing ({including Word Processing). structures. Features.
could be:

. a common entry condition to the new keyboard structure

- the basic entry condition to the working ievels in
any of the streams of keyboard work would be
proficiency in the use of a keyboard at a certain
minimum standard.

. one set of levels and pay points for all keyboard jobs

- - all keyboard work .currently undertaken by jobs in the
keyboard' structures would be done by jobs classified
n one new structure in which a job at, say,.
Keyboard, Grade .1 would:cover typing, word processing
or data processing work at the base leve

. within a new set.of rules on classification of ke{buard
Jjobs, the skills required for individual jobs would,be
clearly 'stated whén jobs were advertised

- while typing, word processing and data processing at
a similar level would be paid within a single scale
of pay rates each of these types of keyboard work
would require different skills which would be
specified for the different jobs. of work to be done

- secretarial jobs could Tnclude those with or without
shorthand requirements, or with any other skill
requirements appropriate to these jobs

. possible 11ning up of pay points in the new Keyboard

structure with those in the Clerical Assistant structure

- Jobs in the new Keyboard structure could be designed
to achieve a matching: of work value between Keyboard
and Clerjcal Assistant jobs so that pay points for
keyboard jobs could 1ine up with those in the
Clerical Assistant structure.

133,
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Option 3 - Further Use of Clerical Assistant Structure for Keyboard Work

117.. This option encourages the use of more mixed clerdcal/ke board: 3
which could be located properly in the Clerical Assistant s(rut’:’u?:;. ng;s
might be 1inked with efther Option 1 or Optfon 2. Features could: be:

. existing separate structures for different e
work would be retafned #ypes of keyboard

- traditional keyboard jebs would continue to be
located fn the existing keyboard. structures

. within a new set of rules on classification, new jobs
designed with an appropriate mix of clerical and ieyboard
work could be.classified in the Clerical Assistant structure

- a job with a cierical component as Jow as 20-30%
a keyboard component of up to 70-80%, coutd be v+ and
classified in the Clerfcal Assistant structure 1f the
extensive use of a keyboard were integral to the Jjob:

. the keyboard skilts required for fndividual jobs. would
set out when jobs were advertised (as in Opt'i’on 2) 14 be

. 3 possible 1ining up of pay points in the present keyboard
structures (or in apnew eyboard structure‘)} with tho'sye 1:';
g:siglegcal Assistant structure (as in Optfon 1 and

n
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Option 4 - Integration of Most Keyboard Work into the Clerfcal Assistant
S%rucﬁre

118.. This option integrates the bulk of Keyboard work into the presest
Clerical Assistant structure. Existing keyboard structures would be
abolfshed and staff placed at equivalent levels in the Cierical Assistant
structure, without any reduction in pay currently recejved, This would
involve:

. retaining the existing Clerical Assistant Jevels and pay
scales

- alk staff presently Jocated in the keyboard
structures would be translated into the Clerical
Assistant {or an appropriately renamed) structure

- Personal Secretarfes could be located in an extended
Clerical Assistant structure or, within present
structures, in the Clerfcal/Administrative structure

- a new set of rules on the classification of keyboard
work would be needed as the basis for the design of
new jobs arid the translation of staff

. provision for jobs ranging between wholly keyboard and
wholly clerical support, or any combination of these types
of activities

- while jobs would be classified in the Clerical
Asststant structure, informal job titles which would
meet the needs of individual agencies or work areas
within agencies could be used

B the keyboard skilis required for individual jobs to be set
out when jobs were advertised (as in Option 2).

135.
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%ﬁon 5 - Integration of Al quard Work into the Clerical/
nistrative an erica $istan clures

119. This option integrates al) keyboard work fnto the existing
Clerical/Mminfstrative and Clerfcal Assistant structures, Existing
keyboard structures would be abolished and staff placed at equivalent

Jevels in the Clerical Assistant or Clerical/Mministrative structures
without any reduction in pay currently recefved. This could inyolve:

. retaining the exfsting Clerical/Administrative and Clerfcal
Assistant levels and pay scales

- 211 staff presently located in the keyboard
structures would be translated into efther the
Clerical/Adminfstrative or Clerical Assistant
structures

- a new set of rules on the classification of keyboard
work would be developed as ¢he basis for design of
new Jobs and the translatfon of staff

- re-location of keyboard work fnto the broader
clerical structures would offer the opportunity to
redesign jobs used for keybosrd work

. broadening of career opportunities

- the Tocation of keyboard management and secrstariat
Jobs fn the Clerfcal/Administrative structure. would
improve the opportunities. for caresr progression
which the new entry ?unfﬂcluem for
Clerfcal/Administrative jobs (al1 steff are
automatically eligible for entry to the
Clerical/Administrative group after 5 years' sarvice)
are opening up, The career path could be from
skilled keybodrd or mixed keybosrd/clerical jobs. to
keyboard supervisory and managerfal jJobs. From this
position, keyboard staff could draw on the manageria)
ski11s gained in keyboard supervisory or managenent
Jobs to apply for positions with wider
Clerical/Administrative ru{)onsfwmas. Simflarly,
opportunities would be avaflabie for career
progression through mixed keyboard/clsrical and
clerical work 1n the Clerical Assistant structure,

. provision for jobs ranging between wholly keyboard and
wholly clerical support, or any combination of these types
of activities (as fn Option 4) .

keyboard skills required for individual' jobs to be set oyt
when jobs were advertised (as in Option 2)

136,
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possible integration of present Clerical/Administrative,
Clerical Assistant and keyboard structures into one new
composite structure

- staff presently located in these structures would be
translated fnto a new broadly constituted
“office-based" structure with perhaps no more than
5 or 6 levels. This would remove restrictions on.
movement between the present structures and would
recognise the convergence that is occurring in work
and vork processes.

- a new set of rules on the classification of the work
done in these structures would be developed as the
basis for the design of new jobs and the translation
of staff into the two structures.

137.
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Telephone 72 3977
Reerence 8472970
3 August 1984

ATl Departments, Statutory Authorities
Staff Assoc%ations i es and

REPETITION STRAIH INJURY (KEYBOARD GROUP)

The purpose of this memorandum is to cutline interim measures

?y.the Board aimed at the prevention and management of Repetit;:;m;tm}:g:d
gaury (RSI). The steps outlined here are based on advice received by
the Board, including comments from departments and staff associations, on
the Junior Working Party Report of September 1983, There will be fun':her
consultations with departments, staff associations and others with

expertise in this area and further
ot advice will be issued as these

2. There has been a dramatic increase over the Vast two or
in the number of RSI cases in the Australian Public Service, patmgu{:ﬂ;
among keyboard staff. Although there is relatively little research
information on its occurrence specifically in the keyboard area, RSI has
existed as a medical problem for many years, mainly in industry' anrd.
there is a body~of accumulated knowledge about its prevention ar'ld
treatment in this context, Many departments will have already taken some
action§ along the Vines described in this circular; all departments and
g::go:;t:;rsﬁ;s u;"gleditoigonsider the full range of measures outlined

e the inc ' il
oTsting nimiz ence of RSI and facilitate the management of

Nature of RSI
3. In a recent article in the Medical Journal of A

ustralia (March 17
1984) Browne, Nolan and Faithful define RSI as "muscu?otendinon(ls inguriés
of the upper 1imbs, shoulder girdles, and neck caused by overload of
particu]ar muscle groups from repeated use, or by the maintenance of
;g::g;:;:gg Eostures, which result in pain, fatigue and a decline in work

4. Turn'l'ng‘ to contributory factors, the article notes. that “many
factors can"combine to tip. the balance toward RSI." These include:

Constrained and inefficient posture; the frequency of repetiti
movement; the force used in performing movemgnts;yjoint :os;g;:,
outside a comfortablc mid range; faults in the work station,
equipment and task design and in maintenance of the equipnent; and
increased muscle tension associated with mental stress. ’

138.

. Faulty work organisation, such as the duration of work without
rest; bonus and overtime incentives; lack of training; and faflure
of suparvision.

. Delayed reporting of the injury; incorrect or delayed diagnosis;
and inappropriate management of the injury. (Reasons for the
failure of employees to report early but persistent symptoms may
include fgnorance of the significance of symptoms; strong work
ethics; the fear of losing a job; economic pressure; language
barriers; the absence of non-repetitive alternative duties; and the
attitude of the supervisor, health personnel and fellow workers).

H; t of Existing Cases

5, Early recognition and treatment are essential for the effective
management and early return to full employment of affected staff.
Depar:mental policies which are supportive and which emphasize
rehabilitation should encourage staff to report symptoms promptly and
without undue anxiety.

6, The Board Junior Working Party report on RSI included as an
attachment a set 6f procedures recommended by the working party for
dealing with reported/suspected cases of the injury. These procedures
have been further developed and are included in this document as
Attachment A, Departments are requested to implement these procedures as
soon as possiblie and' to advise the Board's Industrial Democracy and
Working Practices Branch {telephone (062) 717334) of any significant
difficulties encountered. A group of Commonwealth Medical Officers from
all States recently completed a special course on RSI conducted in Sydnegy
by the Commonwealth Institute of Health and are available, on a priority
basis, to examine staff referred in accordance with the procedures.

York Environment

7. There is general agreement that the likely occurrence of RSI is
clesely linked to the degree to which the workplace meets ergonomic
standards. This does not apply only to furniture and hardware but to the
total work environment including 1ighting, noise levels, glare, colour,
visual relief, work station layout, thermal comfort and ancillary aids
such as foot rests and copy holders. Technical advice on these matters
is available from Regional Offices of the Department of Housing and
Construction and from the National Qccupational Health and Safety
Secretariat (telephone (062) 459658) and should be sought by departments
if any doubt exists as to the suifability of existing arrangements. The
attention of departments is drawn to the 'At Work' series - particularly
No 13 ‘VDU's at Work' -issued by the Department of Employment and
Industrial Relations, which provide information and advice on working
environment matters. X

The efforts made by a number of departments to upgrade furniture in
keyboard areas are to be commended but three things need to be said:

firstly, in some circumstances existing furniture may be quite
adequate provided that other features of the total environment
receive attention; and secondly, where new furniture is ;o.he
provided consideration should be given to the recent additions to
the Commonwealth Furniture Range which have been developed
specifically for use with keyboard equipment including VOUs.
Advice on the features of these tems and their suitability for
specific work requivements is available from the Accommodation
Section of the Department of Housing and Construction Central
Office in Canberra. Thirdly, attention needs to be given to the
type of task or tasks to be provided at the workstation.
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8. A feature of modern. design of furpiture and equipment is {ts
adjustability to the physical characteristics of the individual
operator. Chairs, work surfaces, copy holders, footrests and term$nals
way all require adjustment to provide the most effective workstatjon,

9. It 1s not enough. merely to provide appropriate furniture. It is
essential that staff should recefve instructions on a continuing basis in
the principles of correct posture and practices and the optimum’
arrangement of their own workstations.

10.  The Department of Health is in the process of appointing a small
number of physiotherapists who will be available to adyise and assist
departments in this regard and will be attached to the Department's
Regional Offices in Sydney, Melbourne and Canberra. Enquirfes about the
development of this service can be addressed to the Occupational Health
Section (telephone (062) 898793 or 898508) in the Department's Central
Uffice in Canberra.

Staffing/Horkload

11.  Departments may be faced with a shortage of keyboard staff as a
result either of general staffing constraints or of difficulties in
recruitment. In such cases it is fmportant not to put undue pressure on
existing staff and to avoid increasing the use of cvertime, The
following measures might be considered;

. actively seeking means of eliminating or reducing non-essential
keyboard work, and reducing the frequency of peak loads..

. discouraging re-typing
. applying strict tests of essentiality to the use of ‘urgent’ Jabels
. discouraging the use of typed internal minutes

. where appropriate, adopting less rigorous presentation of external
correspondence to save re-typing

. using printing facilities for large-scale non-urgent jobs

Job Redesign

12, A comprehensive review of the adequacy of existing keyboard
structures to meet the needs of the Australian Public Service is being
conducted by thé Board's Office. A key issue in the review is the
growing pressure for redesign of keyboard jobs to provide more rewarding
work and to help prevent physical injury such as RSI.

13.  In the course of the review, submissions have been invited from all
Comonwealth organisations and relevant staff organisations. Work visits
have been undertaken, including State public sector and private sector
organisations and extensive discussions have beén held with groups of
keyboard staff in. Canberra and other capital cities. A paper summarising
the results of the review so far will be circulated to all interested
parties shortly.

140, ' .

14, The scope for redesigning keyboard work §s constrained to some
extent by the present classificatfon structures. However, even within
these structures a good deal can be done and departments are urged to
Took critically and imaginatively at arrangements for keyboard work, The
Board's memorandum of 27 June 1984 "A Guide to Classification
Hanagement,” should be useful.

15. Wherever it 15 practicable to do so, work should be organised and
arranged to avoid perfods of sustained keying by :

. designing Jobs in such a way that they include non-keying
duties; and:

. ' ensuring: that rest pauses are taken when keying duties are
sustained,

Rest Pauses

16, Rest pauses should be timed to meet individual needs, but as a
general rule there should be no perfods of sustained keying activity for
more than one Waur, when: @ rest break of 10 minutes should be taken.
Test breaks need- to be respected by both management and operators :

. keyboard staff must clearly understand the purpose of the
relief period and that {t is in their own best interests to
use it effectively eg. by the performance of quite different
duties or by a brief perfod of specially designed exercise
(information on "pause gymnastics® may be obtained from the
Board's Office ~ (062) 717334). Keyboard staff should be
aware that. the relief periods are just as much part of their
work for the day as s the period spent in actual keying.

. the rest pause should not be deferred at the request of
management, by pressure exerted by authors concerned about
even urgent work or by Keyboard staff seeking to utilise the
perl(;d for another purpose (eg early release on that day or
weel

. staff returning from leave periods of more than about two
weeks should have a period of adjustment to enable them to
build up grgdual'ly to their normal working rates

Support From Otfier Staff

17. It is also vital for other staff at all levels to understand thc
serious problems for keyboard staff who may contract repetition strain
injury. In particular, they must understand the reason for, and accept
the consequence for their own work needs, of the period of relief from
keyboard operation given to such staff

. other staff need to understand that the relief periods -
even where other duties are not performed - are just as wuch
part of a keyboard operator's work for the day as is the
period spent in actual operation;

. there should be no deferral of the relief periods as
described above because of work demands and no coercion of
or encouragement given to staff during a relief period to
resume keyboard operation before the normal time.
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Advice Within Dspartments

18. It 45 desirable to provide and 1dentify clearly, arrangements fn
departments (or appropriate departmenta) units) which enab) egstaff to
seek advice on the pravention and handling of RSI matters. The most
:ggz:g;fate focus for this activity will vary from one department to

Training

19. At Attachment B to this memorandum is a possible cutline of a
training session prepared following discussion with representatives of
some of the departments who have already conducted similar sessions.
Corments ave fnvited, together with suggestions about possibie session
Teaders who might be available to assist a range of departments to run
the sessions, Comments may be directed to the Board's Industrial
Democracy and Working Practices Branch (062-717334), It s envisaged
that unfon representatives. would be consulted: by departments in the
process of setting up training sessions and would be invited to join in
panel discussion on topics such as working arrangements and dealing with
cases of RSI when they occur, In addition the Board will arrange
:;a;g}n‘gu :te:s:ons for people in departments concerned with the handling
rs.

Reporting Arrangements

20, Detailed arrangements for reporting RSI cases are being developed
through the Joint Council, In advance of these, 1t would begapprecigted
if departments and authorities could provide. the Board's Industrial
Democracy and Working Practices Branch with a brief report of RSI
incidence, including numbers of cases reported.

(( {]l Ly t#h o

Anne Buttsworth
Acting Secretary

2.

ATTACHENT A

PRUCEDURES FOR HANDLING RSI CASES
INTRODUCTION

AIH

1.  The aim of these procedures 1s to aid the recovery of RSI sufferers
so that as many as possible have the opportunity to return to
appropriate duties without risk of a recurrence. If this is not
possible, the procedures aim to provide redeployment to an
alternative position which offers gainful employment at a suitable
level without aggravating the injury. The alternative of
invalidity retirement is regarded as a last resort and the
procedures are designed to avofd such action as far as possible.

2. The recommended treatment of RSI cases rests on 2 major points:

(1)  early reporting of symptoms, and
(i) ?vgiding movements or other stresses which may aggravate the
njury.

The success of RSI treatment may depend Targely on the stage at which it
is reported, It §s hoped that these procedures will encourage staff to
report symptoms early and thereby improve their chances of complete
recovery, It is also hoped that these procedures will assist management
to obtain good advice and to act promptly to give affected staff members
maximum chance of recovery and to make improvements in the workpléce
which may prevent further cases.

MEDICAL ADVICE

3. Authoritative medical advice is essential at all stages in an RSL
case and should be a key factor in determining departmental
action. It may come from the staff member's own doctor or from a
Commonwealth Medical Officer. Once the recommendation of a CHO has
been obtained, this will normally be the major factor in
influencing management decisions on the case (although there may be
exceptional circumstances where new information or developments
should be given special consideration). Where staff members
disagree with a CMO's assessment and provide conflicting specialist
medical advice, they have access to established procedures for
resolving medical disputes.

CHO VISITS.

4. Dite to the importance of correct early action in RSl cases, a visit
to a CMO wil) form a routine part of the procedure. ~ serving to
confirm each diagnosis, recommend staffing action at appropriate
intervals and to establish a data base on RSI cases which may help
to identify problem areas. A raquest to visit a CMO is therefore
not an indication that permanent redeployment or retirement is
being contemplated. The CMO's role is to help avoid those
outcomes.. 1t is important that persons reporting symptoms be seen.
by a CMO without delay.
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HOM CASES MAY ARISE

§.

RSl cases will usually arise in one of three ways:

(1} a sWff wenber wid) report symptoms to a sy
pervisor or
other manager, either befere or after ob i
of medical ld;ice; obtaining saae forn

(1) a staff member will present a medical certificate which
makes recovmendations concerning fitness for duty, or

(#11) 1t may be suspected that an injury exists due to a staff

r's work performance, signs of physi
oo reaork » sig physical discomfort or

INITIAL ACTION WHEM CASE ARISES

6.

As s00n as any suspected RSI case presents, the supervisor {in
conjunction with the Personnel Section or z;ther marl:agement {
officers as appropriate) should immediately arrange:

(i) any necessary modifications to the staff member's duties.
or working envivenment {n order to prevent further
aggravation of the injury;

(i1)  an urgent appointment to visit a CMO to have diagnosis of.
the injury confirmed and a review process started; and

(i11) to consult with the staff member and prepare a brief
statement for the information of the CMO, outlining some
possibilities for temporary re-assignment should this
prove necessary.

(Management should act on (i) above according to the best
available expert advice - which will probably come from the staff
member's doctor at this stage).

AWAITING CMO ADVICE

7.

If there is any delay at all before recowmendations from the CMO
are available, the advice of the employee's private doctor
(supplemented by any advice from ergononmists, physiotherapists
etc which management may have access ta) shoutd form the basis
for action on the case. It should be remembered, that CMOs do not
provide treatment, so staff members should always be encouraged
to consult their own doctors. )

CMO ADVICE

4.

The outcome of the CMO's examination will include the. following:

(i) a diagnosis of the injury;

.

(11)  recommendations for staffing action (appropriate duties,
changes tc work routipe, enviromment etc);

(#11) the setting of a date for the next review of the case, 1f
needed; and consequent staffing action.

STAFFING ACTION

9.

Once the department recefves the CMO's assessment the following
steps should take place jrmediately:

(1)  consultation with the staff member to discuss the CHO
recommendations, the proposed action and the date for review
of the case;

(i1}  implementation of management's decision in the 1ight of the
CMO advice,

REVIEW PROCEDURE

10.

At each visit, the CMO will set a date for review of the case
{unless a final decision can be made). The CMO should provide
detailed advice concerning the mature of any duties or restrictions
which should apply until the next review. The Tength of the review
period will be decided by the CMO according to the nature of each
case, and the staff member concerned should always be notified as
soon as possible of the date for the next review.  No one should be
given leave or displaced from normal duties without a clear
indication of the amount of time involved before further attention
will be given to the case,

REDEPLOYMENT

n.

Where a department is unable to provide useful alternative duties,
on a temporary or permanent basis, the case should be referred to
the Regional Director, Office of the Public Service Board, who will
assist where possible to arrange gainful employment in another
department, In cases where return to normal duties is eventually
ruled out as an option,. the provisions of the CE(RR) Act will be
used to arrange to permanently place the staff member in a position
with duties which can be efficiently and safely performed.

INVALIDITY RETIREMENT PROCESS

12,

In exceptional cases, where it is concluded that the staff member
cannot be redeployed to other duties, or has been found not to have
the capacity to perform other duties, the retirement provisions of
the .CE(RR) Act will be appropriate.

FIXED TERM EMPLOYEES

13.

Where fixed term employees who have used all available lteave
credits are judged to be unfit for work for a significant portion
of the proposed fixed term it may be necessary to termi nate therr_
engagement, It is for Chief Officers to decide when termination is
required. Employees who have their employment withdrawn hecause of
injuries sustained at work are entitled to seek employees'
compensation.

145.



4. uWfle redeployment 1s. not an option for fixed te te:go
employees, they are of course eligible to apply gr [ J’ﬂs
employment, subfect to normal selection procedires,

OTHER TEMPORARY EMPLOYEES

15, Temporary employees with CE(RR) Act coverage a
same way as permanent officers, ge dre treated in the

PROBATIONERS

16. A review of policy regarding keyboard staff who contrac
rey " ‘
strain injury during the probationary perfod 1s at an adv::g:y“on

stage and departments will be advi
possible. advised of the outcome as soon as

PUBLICATION OF PROCEDURES IN THE WORKPLACE

7. Sstaff should be advised by management of the proc
apply in their department when an RSI case 1spideggfll;$:d‘rm$2ew‘m
procedures should be clear and readily available for reference by
all staff, Emphasis should be placed on the fact that the aim of’
the procedures is to return staff to normal duties whenever
possible. Thé potential seriousness of the problem and the
importance of prompt recognition should be noted, with
encouragement to report symptoms early, Supervisors should be
trained to recognize the early symptoms of RSI and should be
conversant with the procedures to assist staff in this respect..

INVESTIGATION OF CAUSES

18.  The supervisor or line manager should attempt to identif
contributing causes for each case of RSI am should. exam?i/ne such

factors as job design, suitability of
training. an, y of equipment and adequacy of

SUPPORT

19. It is commwon for staff suffering from RSI to expérience feeld
low self esteem and anxiety. Supervisors shou‘lg‘ take time: "l:;ngs of
ensure that éach person affected is fully aware of the help
available and the procedures to be adopted and should for example
refer to the services provided by departmental welfare officers and
other agencies who are available to provide emotional support as.

:il;ll wan: information and practical advice on how to cope at work and
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CHECKLIST FOR HANMDLING RSI CASES

Preparation

Investigate the immediate work area and other areas of the department as
necessary to assess the potential for temporarily re-assigning staff to
duties which will not aggravate RSI.

When a Case is Reported

(1) counsel staff member as to her/his situation, procedures to be
followed and help available;

{ii) modify duties, workload or equipment so that injury is not further
aggravated;

(111) recomend that the staff member seek treatment from a private
doctor (if this has not already happened);

{iv) arrange for the staff member to see a CMD without delay;

{v}) prepare a brief statement, in consultation with the staff member
outlining some of the possible duties should temporary
re-assignment be necessary - this may assist the CMO in making
specific recomendations.

(vi) continue to monitor the staff member's duties while awaiting CMO
reconmendations -~ make any necessary changes, based where possible
on expert advice;

(vii) when the CMO recommendation is available, re-assess the case in
consultation with the staff member and make further changes to
dutie; etc if necessary;

{vitd) inform the staff membar of the date when the case will be
reviewed (a review date should form part of the CM0's
recomendations);

(ix) when the CMO recommends that the case be finalized, action should.
be taken to: (a) return the staff member to duty
(with modifications if necessary), or
(b) permanently redeploy the staff member or
as a last resort,
{c) start retrenchment/retirement processes.

Ongoi ng. A(‘;ti‘on .

Horkplaces subject to RSI should be investigated and improved wherever
possible to reduce the occurrence of injuries. Staff with RSI should
vecéive sympathetic attention to alleviate anxiety and possible loss of
self-esteem, Provision of internal welfare facilities or referral to.
outside support agencies may be useful.

Contacts for Further Advice

PSB. Industrial Democracy and Working Practices Branch 062-717334
Hational Occupational Health and Safety Secretariat 062-459658

Departnent of Health (regarding occupational health services) 062-898793
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ATTACHMENT B
DRAFT QUTLINE - RSI TRAINING PACKAGE FOR STAFF AND SUPERVISORS

Set out below is a possible outline of a training sessfon prepared
following discussion with representatives of some of the departments who
have already conducted similar courses. Comments are invited, together
with suggestions about possible session Teaders who might be available to
assist a range of departments to run the sessions. nts may be

x(la ggc;]e;lsgz)the Board's Industrial Democracy and Working Practices Branch

A THE MATURE OF REPETITION STRAIN IMJURIES (to be presented by
qualified health professiona
1. WHAT DOES RSI MEAN?
. explain the range of injuries covered by the term RSI
. note alternative general names such as ‘overuse injuries’
. emphasize importance of postural stresses as well as Just
movement injuries .
. note the range of factors which may contribute to RSI
2. PHYSIOLOGY OF THE. INJURLES
. bri‘efl,y explain the physical mechanism for some injuries
(eg. tenosynovitis)
. especially note injuries which may have occurred: in, or are

of interest to, the group involved
. note the long term effects which. untreated RSI may induce

3. RSI SYMPTOMS

. explain the 3-stage concept in RSI

. note relative severity of each stage and importance of
treating RSI in its eariy stages
. note the nature of early symptoms
4, TREATMENT OF RSI
. note the importance of rest - give examples of types of

injuries and periods of rest required.

. explain other forms of treatment and their usefulness

. emphasize need to seek treatment early

. explain Tikelihoad of recurrence

. emphasize that rest in this instance means rest from
anything which aggravates the injury, and that domestic
duties, sport etc may be sources of aggravation as well as

- keyboard work. .

: discuss psycho]ogical reactions which may result from RSI
and the Timitations it places on physical activity at home
and at work .

B THE PREVENTION OF REPETITION STRAIN IMJURIES (to be presented by
qualified health professional, with management and union
representatives present to answer questions about the particular
workplace), . .
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3.

WORK ORGANIZATION

. as much variety as possible should be included into
keyboard jobs, efther through various daily duties or
regular rotations

. explain importance of relief from keying and that thi s can
be obtained by turning to other duties as much as by ‘rest

breaks*

. note that staff should space out work and maintain
comfortable speed rather than try to finish early

. note need to inform t of unr ble expectations
about workloads or deadlines

. explain usefulness of exercise/relaxation activities during
breaks

FURNITURE AND EQUIPMENT

. explain the principles of good keyboard posture

. have some of the office's furniture on hand and give a

practical demonstration of how to adjust it to achieve good
posture;demonstrate use of footrests
explain desirable 1ighting conditions and ways to achieve
gm other environmental questions - temperature, noise etc.
note that training should occur whenever new furniture or

* equipment s introduced
demonstrate correct use of document holders and other
equipment

5. HITH RSI CASES (to be presented by departmental
Egglrzégen ative, w ealth professional and union representative

. present to join in discussion.

PROCEDURES

. outline the procedures which the office will apply in RSL
cases '

. ask staff whether they have reservations about reporting

symptoms or have any problems with procedures
oﬂ?i ne proposals for temporary reassignment of injured
staff - seek suggestions

MEDICAL ADVICE

explain need to see private doctor for treatment

noge» CMO role is to assist recovery and allay fears that
CMO visit is to facilitateé retirement {note need for
consistent diagnosis/managemgnt rg(;ords/advice‘ on temporary
reassignment - all provided by CMO),

exp'lai% medical dispute procedure and how to initiate it.

SEVERE CASES

explain when permanent redeployment or retirement are
considered

. explain the process of redeployment/retirement

. note possibi?it.y of redeployment to C.A, positions
explain how compensation claims may be initiated
explain prospects for retraining/redeployment
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’ CSIRO occupational
4. COPING WITH RSI | S afety & health

discuss difficulties which can be created by RSI in X
The Chief

personal 1ife Division of Computing cl rc ula r

- domestic ebligations Research .
- feelings of frustration/inadequacy Black Noun::;n 2600
- difficulty in obtaining complete rest CANBERRA 4 o, 8275
0.
. note possible support Ref. PK2/12

15 December 1982
internal support (eg welfare officers)

N community support groups
- we'i fare‘tggengges grotp VISUAL DISPLAY UNITS (VDUg)

Tegal aid, union support.

1. In CSIRO laboratories, offices and workshops an increasing use is

PRESENTATION OF THE TRAINING PACKAGE being made of equipment featuring an illuminated electronic display and an
associated keyboard. The equipment includes computer terminals,
1. VIDEO microcomputers, word and data processors, type setting terminals and
computer aided design and manufacturing stations. A number of possible
. A video presentation should discuss the general principles health hazards have been associated with the sustained use of this type of
noted in Section B. These could then be expanded in equipment. The attachment to this Circular contains a review of these
discussion with the health professional. The video should possible risks to health and provides advice on how to aveid or lessen the
also include a summary of' the material in Section A. effect of the recognized ones. The topics covered include radiation
(Please note any videos which you consider already provide a exposure risks,. damage to eyesight, eyesight testing and correction,
good presentation of material relevant to this training postural fatigue and general information on equipment, workplace and task
package). design.
2. PRESENTERS 2. The information in the attachment has. been compiled from a number of
sources including those listed as references. Although. other opinions exist
. a qualified health professional should be present i about some of the hazards mentioned, it js considered that the attachment
throughout the training session to ensure that technically presents. a balanced summary of current expert medical and scientific
correct information is provided. ({Comments on qualified opinion on the subject.
people known to departments would be useful) .
3. The equipment to which this Circular refers, and in particular the
. it is suggested that. representatives of both management and screen and keyboard combination, is commonly referred to by a2 number of
staff organizations should be present during the discussion i phrases and abbreviations. These include work. station, SBE (Screen Based
of work organization, equipment etc. Equipment), VDT (Visual Display Terminal) and VDU (Visual Display
Unit). For convenience the abbreviation VDU is used throughout the
3, HANDOUTS attachment to describe any equipment incorporating an electronic display
and associated keyboard, with the exception of hand held calculators and
. tWo handouts are suggested for the day to day reference of similar devices. Although the information is. specifically directed towards
operators equipment where the display is produced electronically on. the screen of a
cathode ray tube (similar to a television receiver) some of the advice may
- one handout would summarize the information related be usefully applied. to the operation of displays where an image recorded
to Section B - posture, equipment adjustment etc. on film is projected optically on to a screen (eg. a microfiche reader).

- one handout would summarize the information in :
section C - this handout should be circulated before k T TL\ o
the training session so that discussion can occur on SNt r{}{-
queries and probiems rather than having a lecture on -
details, K J Thrift
. \ Secretary (Personnel)
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Attachment to CSIRO Occupational
Safety and Health Circular 82/5

VISUAL DISPLAY UNITS (VDU's)

What Are the Hazards?

1. Possible direct and indirect risks to health associated with the use of
VDUs include radiation effects, photosensitive epilepsy, visual fatigue and
postural fatigue. Research has shown that most of the health problems
which. have arisen are linked to indirect causes. That is, the available
evidence suggests they are not caused by radiation generated by the
equipment or by other direct influences. Insufficient attention to ergonomic
factors (ergonomics - the design of work so that the best use is made of
human capabilities without exceeding human limitations) would appear to be
2 major cause of the problems experienced by many VDU users.

Radiation

2. In common with many everyday items of electronic equipment (the
most relevant one being a television receiver) the components in a VDU
generate some radiation. This radiation may include X-rays, infrared and
ultraviolet from the display tube, and electromagnetic radiation, over a
range of frequencies. Modern equipment incorporates design features to
prevent this radiation penetrating to any significant degree beydnd the
confines of the equipment case, or screen face., Surveys have been carried
out in a number of countries to find out what levels of radiation come from
VDUs and to see if VDU users experience a higher than normal incidence
of health problems which could be associated with radiation exposure. The
conclusions drawn from these surveys, and other studies, is that the
levels of radiation from modern equipment are. well below the limits
currently recognised as safe and that there is no scientifically acceptable
evidence that the use of VDUs damages the eyes or eyesight or imposes
any risk from radiation. In view of this lack of evidence it is not

idered y for equip t to be regularly monitored’ for radiation
leakage. However, it is necessary to ensure that new equipment
specifications and performance meets the standards for ionizing and
non~ionizing radiation exposure which may be set by the National Health
and' Medical Research Council, the Standards Association of Australia and
other relevant authorities from time to time,

Photosensitive Epilepsy

3. A very small percentage of the population has an epileptic sensitivity
to flickering, lights. A high proportion of these are prone to suffer
seizures whilst watching television. Because of the similarities between a
television receiver and a VDU the possibility of VDU use precipitating
seizure cannot be ruled out. However, the majority of those likely to
suffer an attack will have done so before the age of 20 years, the most
likely age for the first attack being between 10 to 14. The likelihood of an
advlt suffering a first seizure whilst operating a VDU is comsidered to be
extremely remote, However, those individuals who knowingly suffer from
pliotosensitive epilepsy should seek specialist medical advice before
ear: jing out ¢ny work on a VDU.
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Visual and Postural Fatigue

4. Operation of & VDU usually involves, to varying degrees:

manipulation of the keyboard;
observation of the screen; and
. reference to source documents.

For these operations to be carried out
in the most comfortable and effective
way, attention must be given to
matching the equipment and task design
to the physical and mental abilities of
the user. Consideration must also be
given to the layout of the equipment
and the provision of a suitable
environment. Lack of attention to these
ergonomic details may result in users
suffering f(rom wvisual and postural
fatigue. Symptoms of visual fatigue are
many and varioug. They include
redness and soreness of the eyes,
difficulty in adjusting the visual system
to view things at different distances, temporary blurring, headaches, and
pain in the face and neck. Postural fatigue symptoms include pain’in the
joitits and muscles, a loss of sensation in various parts of the body and
temporary loss of strength in the arm and hand.

Exampis of @ poorly dasignad workpisce causng
bad posture

5. Some of the causes of visual fatipue are:

small size of observed object requiring the greatest possible effort to
see it clearly (eg screen characters too small);
poor contrast at. the observed object;

. glare, that is light illuminating the eye more than the light emitted or
reflected from the observed object;
. flickering or uncontrolled movement of the observed object (eg.

display instability);

. low level of jlumination or uneven distribution of light;
poor legibility, and poor definition of characters; and
defective eyesight.

As with. visual fatigue, postural fatigue may be due to a number of causes,
the primary one being a workplace design that calls for a constrained
uncomfortable posture to be held for long periods.

Equipment, Workplace and Work Design

6. The design of the VDU, the tasks to be performed using it and the
workplace in which it is to be situated should all take into consideration
the needs and limitations of the user, special attention being given to
those factors known to cause visual and postural fatigue, In these respects
exi af:gg workplaces and furniture are often unsuited to sustained VDU
uds  For extir.ile desk tops may be at the wrong height for comfortable
working and lUgnting levels suitable for normal clerical work are often too
higis for cou: urtable VDU viewing.
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FIG 1
VOU WORKPLACE ARRANGEMENT
Head bent slightly
forward Vision angle about 15° t 50

Sl

.

D°ﬁg'{‘§2: { Screen tilting about
10% backward
Adjustable back rest
for Jumbar support -
Height to top pf home
b e OW OF keys adjustable
D between 640 and 760 mm
Seat height e
adjustable
between 385 and
485 mm

Footrest if required to
avoid compression on the

\/‘underside of the thigh

7 W=

§ legged adjustable chair

The seating_positon should ensure that:

the feet can be placed flat on the floor or other support
with the thighs horizontal

. weight is taken on the buttocks and upper parts ‘of the thigh
only

. Teg movement is not restricted

. there'is no pressure on the back of the knees..
The relative heights of the seat and the working. surface should be
adjusted so that the shoulders are relaxed when the hands. are resting on
tha keyboard, The arms should hang naturally with the angle between

the forearm and upper arm at or slightly greater than 9g° + SO that there
is a minimum of wrist bending.
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1. Figure 1 depicts a seating position and some of the desirable features
of a VDU workplace designed to minimize user fatigue. Other important
features which should be incorporated into the design are:

the height of the desktop, keyboard and display, and the position of
the source documents should all be independently adjustable (custom
designed furniture may be used to achieve these aims);

. the keyboard should be detachable from the screen so that it can be
located in the most comfortable position for the operators’ posture and
viewing distance from the screen;

both the keyboard and desktop should be as thin as possible to
enable the hands to rest on the keys with the least strain (for the
keyboard 30 mm to the home row of keys, and preferably no more
than 25 mm thick for the desktop);

the area of the working surface should be large enough to allow the
equipment to be positioned to suit individual preferences and to
provide space to rest the forearms and the hands; and,

the keyboard should conform to a standard layout and the keys
should provide audible or tactile feedback.

8. Figure 1 also shows some features of the equipment and its layout
related to visual comfort. Other features related to this aspect are:

. the display should present an image to the user that is both clear
and stable with. adequate colour and/or tone contrast between the
characters and the background;

. the screen, document holder and other source material should
preferably be placed on a radius, so that they are about the same
distance from the user, in order to limit-the range over which it is
necessary to see clearly;

the screen phosphors should be refreshed at a rate of at least 50
times per second;

. characters should be clear and easily legible and there should be no
confusion between pairs of letters or numerals such as U-V, 5-§,
0-Q, 1-I;

. screen reflection should be minimized by the careful positioning of the
equipment with respect to windows and other light sources and if
necessary by the use of suitable screen filters or screen treatment;

. all work surfaces, the keyboard and screen surrdunds should be matt
finished. to avoid reflections;

the. use of high reflectance materials in the workplace should be
avoided (eg white boards, glass partitions and highly polished
floors): znd,

the uszer should have a clear view away from the screen in order to
be ahble to relax the eyes from time to time.
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Visual Environment

9. However well designed and constructed the display is, improper
illumination will make both the information on the screen and the source
documents difficult to see and result in visual discomfort. The information
on the source documents is made visible by virtue of the light which falls
on it. The characters on the display are made visible by the light which
they emit. The difference is an important one. Lighting levels, from both
natural and artificial sources, should be sufficient to read source
documents without difficulty whilst at the same time not swamping the light
ewitted by the characters on the screen. To ensure these conditions are
met an appropriate level of illumination for the desktop and working area
is 350-500 lux and the luminance ratioc between the task area and the
general surroundings should not be greater than 4:1. The VDU should be
positioned so as to avoid reflections or glare from windows, overhead
lighting and other sources. Curtains or other suitable window treatments
may be used to diffuse excessive light reflection and glare on the screen
or keyboard. Detailed information on the design of the visual environment
is contained in the publications 'VDUs at Work' (2) and 'Visual Display
Terminals’ (3). The CSIRO Buildings and Property Section may also be
able to offer assistance on this aspect.

General Environmental Factors

10. In addition to the environmental factors of a VDU workplace already
mentioned there are other environmental aspects which may require
attention. These include noise levels, thermal comfort and wventilation.
Noise levels should preferably be within the range of 45-55 dB(A) or
lower. If the task is of a design nature or work which demands
concentration then the lower limit is recommended. If it is purely a data
entry task than the higher limit may be quite acceptable. Where possible
associated noisy equipment such. as impact printers should be located away
from the VDU area, or acoustically screened. The thermal environment

should be controlled and kept within acceptable limits of temperature and

humidity. Equipment should be positioned so that dissipated heat is
directed away from the user and other staff. Allowance should be made for
the effect on air conditioning, or need for increased ventilatilation 3 a
result of the heat generated by the equipment.

Work Design and Rest Breaks

11. The design of the tasks to be carried out using a VDU is an
important factor to consider. Preferably VDU-based operations 'should be
designed in such a way that spells of concentrated work at the terminal
are spaced throughout the working day. During the remainder of the time
non-VDU based work could be carried out. Where this is not practicable
users should be given the opportunity to have rest breaks from time to
time in order to avoid, or overcome, visual and postural fatigue. The
actual frequency and duration of rest breaks may be determined to suit
the particular circumstances. However, staff should not operate VDUs
continuously for periods longer than two hours without a break.
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Eyesight and Eyesight Tests

12. Visual fatigue results from the effort expended in attempting to see
clearly. Defects in eyesight will obviously contribute towards this effort, A
particular problem is loss of
accommodation - the ability to see
objects distinctly at  varying
distances. As the diagrams
opposite show this ability usually
decreases with age and often staff
over the age of 40-45 years may
need glasses to read VDU screens
and source material comfortably
and efficiently. Normal reading
glasses may be unsuitable because
they are designed to focus the
eyes at a distance less than that
usually found between the user
and the screen. Consequently
special lenses may be required, or
the use of bifocal glasses may be
found to be necessary. However,
many of the problems experienced
with lack of accommodation may be
reduced by careful arrangement of
the relative positions of the
screen, keyboard and source
material to suit the individual.

30 yrons winh
wiractive wpction

Accommodation range (the differcnce
PRI o betwaen the lar and neat ponls of vision) &i twenty
s ' P e and at lifty years of age, with and without corraction

& amo o aptinvm 3 with glasses.
b

13.  Eyesight Testing - as mentioned earlier there is no scientific or
medical evidence available to show that VDU use has a permanent effect
upon the eyes or eyesight. On this basis there is no particular need for
VDU users-to have eyesight tests any more often than, or different from
those say for clerical workers. Nevertheless, because defective vision can
be a cause of visual fatigue arrangements should be made for staff who
work substantially full-time on VDUs to have eyesight tests on
commencement of work with the equipment and whenever indicated by the
onset of symptoms of visual disorders., The NH&MRC occupational health
gnide ‘'Visuzl Display Units' (1) provides a description of appropriate
eyesight scrien’ng tests. If the testing reveals that corrective lenses or
treatment is necessary the costs will not be met by CSIRO but will be the
responsibility of the person concerned. This is in accordance with general
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7 GUIDELINE 15.1

practice. whereby the responsibility for correcting medical conditions which
affect the ability to carry out normal work duties is considered to belong
to the individual concerned, except in those situations. where the
provisions of the Comp tion Act apply.

Summary

14. A VDU workplace is made up of a number of components including
furniture, fittings, lighting and equipment, In designing the workplace all
factors contributing to it should be considered as a whole and not as
individual components. A further, and most important factor of all, is to
give full consideration to how the VDU user will interact with the
workplace. and to ensure that the workplace design meets the needs of the
user and. recognises the users' limitations. This attachment describes some
of the desirable features of workplaces satisfying these requirements and
suitable for work involving sustained use of the equipment. The extent to
which existing workplaces require adaption to meet the optimum
requirements for VDU operation depends on a number of factors, These

include the number of VDUs involved (single units may require different - TELECOM AUSTRALIA

treatment to group installations) and whether the equipment will be

continually used by one person for sustained periods or intermittently by OCCUPATICNAL HEALTH POLICY & GUIDELINES
one or more people. Further details on all aspects. of the workplace and

detailed information on the health hazards which have been associated with ISSUE NO 1 - INTERIM

VDUs may be found in the following references.
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SECTICN 1 - INTRODUCTION

1.1 Application of these Guidelines

It i+ Telecom's policy that every employee shall be provided with a
safe and healthy place in which to work, 4s a complement to that
policy the following Guideline has been prepared to assist all
parties involved in the planning, introduction and operation of

future Screen Based Equipment (SBE), and the provision of facilities
to support that equipment.

As SBE is most frequently the only interface with computer based
systems, the terminals are the most obvious of the environmental
changes brought about with the intreduction of new systems, and as
such, tend to be the subject of criticism which should be, in some
instances, more accurately directed at the complete system,

despite significant improvements in SBE design there is a continuing
need to establish criteria for successful visual display terminal
selection and installation, These guidelines establish:

i, broad criteria to assist selection of SBE display terminals
(Section 3)

ii. ergonomic criteria for workplace layout, working procedure and
posture (Section 4 § 3)

iii. environmental issues relevant to SBE installations (Section 6)

iv. some comments on work organisation and -education (Section 7
& 8)

v. ‘procedures relating to the conduct of eyesight tests for staff
(Section 9)

There are a wide range of SBE tasks so that generalisation of
solutions to SBE implementation problems is not satisfactory, A
more satisfactory classification of SBE tusk categorises the nature
of operation, and the period per day of operation, as follows:

1.1.1 Operational Categories

Category A - Operation of keyboard for data entry only,
in which the operator keys data from hard copy. Characteristically

touch typing is employed with eyes moving from hard copy
to screen,

Categery B - Operation of keyboard for data entry and
information retrieval. The level of typing skill may not
be as high as for Category A, The eyes move between hard
<opyr, screen and kevhoard.

Latdgory - vneration of Aevioard for data enguiry oniy.
niag sRkiils reguarea would Be apuvalent to untrained

sl level. Ives move readily hetweon keyboard, documents.

amd sereen,
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1.1.4

Time of Operation Categories

Category 1 - Continuous Operation, being the sole - or
very nearly the sole - task of the operator.

Examples: Datra processing operator, DAS/C Operator,
SULTAN operators and testing officers, pool-type WP
operators.

Categery 2 - Purt-Time (peration, where thg‘ operator may
be continuously in the presence of the equipment, but may
only be required to respond on the terminal from time-to-
tize during the working period. (As an mdxcagmn, the
operation can be considered part-time if terminal work
setivity vanges between 25% and 75% of the working day).

Examples: LEOPARD operators, private secretaries, STOCI_(AID\
operators (operating more than 25% of the day on a terminal}.

Category 3 - Casual Operation, where gtaff may use the
terminal from time-to-time to obtain information. Such

- casual operation would be brief infrequent and irregular.

The terminal may be located close by a person's working
area, or shared by several staff.

Examples: STOCKAID operators (operating less than 25% gf
the’ gay on a terminal}, time-share terminal users.

Each of the above tasks brings with it different probleus
relating to, for example, workplace lz.xyout, qnthropometncs.
stress. and SBE configuration, There is no s:!.ngle answer
that will satisfy every situation, but compliance with
these Guidelines will assist in minimising the problems
which will inevitably arise.

It is Telecom's long term aim to move away from concentrated
SBE operation.

Application to Existing SBE Systems

For both practical and economic reasons it is not possible
to apply in total the principles contained in this
Guideline to existing SBE systems, or mdegd to many
systems presently in an advanced stage of implementation
where Telecom has already committed itself to the purchase
of relevant equipment.

Nevertheless the substance of this Guideline should‘.be
considered by managément and the health and ergononic
principles, in particular those relating to eyesight
testing and work organisatjon, shculd be applied to the
greatest extent possible.
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The approach that should be adopted is essentially a
comnonsense one which will strike a balance between that
which is necessary from an Oécupational Health point of
view and that which can be achieved having regard to both
the practical and economic difficulties that inevitably
will be encountered.

For those systems presently in an advanced stage of
developmcn:, the Project Implementaticn Team should
undertake a comprehensive ergonomic review of the project
with a view to incorporating the principles of the Guideline
to the greatest extent possible,

Sources of Information

Every endeavour has been made to research and consider all relevant
aspects of SBE design and operation in preparing this Guideline.
Included as Attachment 3 is 2 list of source material which may be
consulted if further information is desired. Advice on technical
matters associated with the design of SBE systems is available from
the sources designated in 1.5,

It should be noted that some of the source material has internal
contradictions and where possible the outside data has been supplemented
with the results from studies within Telccom.

Some SBE systems. such as Computer Aided Design (CAD) draughting
equipment do not have characteristics of workplace design and
layout which are relevant to this guideline, These cases require
specialised advice. This advice is also available from sources
designated in 1.5,

Guidelines. Update

This Guideline has been prepared based on the best known information
at this stage, and the experience gained from existing installations.

"However, with the development of new equipmént such 3s liquid

crystal displays and with the continual resenrchl‘ heing undertaken
in regard to. the performance of SBE, the informgtion coptained in
this Guideline will be reviewed and updated regularly,

Definition
Screen Based Equipment (3SBE) is defined as equipment which uses a
seI:-xIIummatmg screen to display information in alphanumeric,
graphical or similar fdrm, including combinations of each.

-
This definition includes visual display terminals, visual display

units, microform viewers, screen-based word precessors, wnd personal
somputers.

This definition exciudes television displays, television programme
monitors, closea cirsuit TV systems and similar dynamie displays.

Telecom studies so far have contentrated on cathode ray tube-based
Visuval Display Terminals {VDT) including associated keyboards..
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The Standards Association of Australia has produced a
standard AS2466-1981 "The Design of Microform
Workstations". This standard provides the necessary
guidance to establish the special requirements of a
microform installation and should be consulted where
necessary.

A Glossary of Terms used throughout these Guidelines
has also been included in this document as
Attachment 2.

Eurther Information

The application of this Guideline to the planning,
equipment selection, installation and operation of SBE
installations needs to be carefully considered. Further
information and advice on the most effective means of
application can be obtained from:

1. Project Co-ordinators of each system, within each
State or Headquarters.

2 Buildings Sub-Division (Headquarters) for
workplace and environmental design, and
accommodation policy, and Buildings Branch in each
State for application.

3. Information Systems Department (Headquarters), and
Commercial Services Department (Headquarters) for
SBE and VDT specifications.

4, General Personnel Services for the organisation of
eyesight testing.

5. Occupational Health Service for the provision of
health education material.
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SECTION 2 - HEALTH ASPECTS

'l:he introduction of screen bascd equipment into the workplace Tequires
full attention to ergonomic and occupztional health aspects to ensure
the prevention of potential health problems.

Jnless proper attention is paid to these aspects, SBE work may impose
greater physical and wental demands on staif than other conventional
office work and result in:

2. neck stiffness, backache and muscular fatigue;

k. repetition strain iajuries of fingers, hands, arms, shoulders
and neck;
<. general fatigue and stress;

d.  eye strain and associated symptoms such as headaches;
e. skin ccmplaints,

The principles and practices detailed in these guidelines combine to
form an effective injury prevenction strategy in relation to the avove.

Attention has also been focussed on the health effects of exposure to
radiation emitted from SBE and possible relationships between such
exposure and the formation of cataracts, which could lead to permanent
deterioration of vision, misdarriages and birth deformities.. !

Telecom is of the view based on a nuwber of scientific studies that no
relationship between SBE operation and such health problems has been
found.

The Staff Organisations however are of the view that the possibility of
suth iinks has not been disppoved by these studies.

These guidelines take account of the concerns of the Staff Organisations
ana prov.de for 2 joint review of authoritative scientific studies and
reports which become available during the next 6 years.

2.1 Effects on Eyesight

Unless SBE systems are properly ergoncmically designed, operators

w2y develop headaches and sore znu tired eyes following the constant
4se of SBE systems, Scientific evidence currently available suggests
that where these symptoms develop they are reversible and no structural
damage occurs as a result of excessive visual work.

It is generally accepted that visual discomfort amongst SBE operators
i: reiated to the mismatch between the visual demands of the task
i2 visual capacity of the operntor. The reducticn in visual
on close tionship, and
fication of ergonomics

itTentiun «©
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Concern has. also been expre~sed about the health effects of exposure
to radiation emitted from SBE. Studies in Australiz and overseas

on whether SBE contributes to the formation of cataracts, miscarriages
and birth deformities has indicated that these effects do not occur
with abnormal frequency amongst operators of SBE. In addition the
levels of radiation emitted from SBE are extremely small and hence
the risk of radiation injury to SBE operators is considered to be
negligible, (Refer to Section 3.6).

Effects on Posture

Unless SBE systems are properly ergonomically designed, operators
who perform highly repetitive keying tasks may develop symptoms of
nuscle fatigue and joint strainm in the hands, arms and shoulders.

Special conditions of this type, which are collectively known as
rsoft tissue injuries”, include tenosynovitis, carpal tunnel syndrome,
ganglion, tennis elbow and frozen shoulder, HWhere these conditions
have occurred they are reversible if treated early.

Postural problems producing symptoms of muscular fatigue in the
neck and back have been associared with fixed postures due to
unergonomic workplace design and layout.

Pregnancy
Pregnancy -

Pregnant women have the right to request \transfer from SBE work S o dee =

on production of a medical certificate which confirms the pregnancy.
No loss of basic salary or Seniority will eventuate, but no guarantees
can be given that alternative work will be available at the same
location,

Studies indicate that.it is in the firs: 8-10 weeks of pregnancy
that “the embryo is at its most’ susceptible to environmental agents.
Rehabilitation :

In cases where staff cevelop medical conditions which resuit in an
inability to perform their normal job, every effort will be made by
Telecom to rehnabilitate staff in accordance with Occupationsl
Health Guideline 5.1 "Rehabilitation Guidelines for Nursing Staff".
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SECTION 3 - SBE CHARACTERISTICS

3.1 Iatroduction

The readability and legibility of the SBE display, together with

ease of use of the keyboard, are amol i i
Boe ShE operaroms. ! . ng the most important criteria

To ensure good readability, the format of information presentation

is as important as the legibility of t
B s mpor 3 y each character, or group of

The important features for legibilit

e t oT y are: character shape aci
j_x-ei fomau?n and.scahx_.lxty; and for readability: f’orrzn;. zgd‘i::“g'
isplay capacity and position on the screen. ’ : g

The SBE keyboard, although similar to a typewri i

has a number of additional functions. Fo?mo::t::msatzgp:;:::;:’

;)&:S}Seynoard Tequires a number of frequently-used function and

o ; cc_:ntrol keys, These keys usually provide a number of shortcuts
en keying. The optimum keyboard Jesign provides a balance bet;

a simple, uncluttered keyboard and a number of these special kcyfeen

Equipment \ppearance

The appearance of the cabinet, key!
n e ... keyboard, keys and an;
other associated equipment should be of,ra‘ mitt finisl); and

low reflectivity so that glare ai specular reflectlon 1is
NG,
1 hat g & ul £1 i

No- specific colours are recommended, but whit i
light colours should be avoided. Tl,le Desi::‘h;agdsiiﬁlu
on Surface Finishes associated with the Guide to Bui.ldin
and I.’mfer‘ Systems Guideline F/Zi/(il, recommends the ¢ eg
of finish and reflectance values for SBE surfaces, ik

'?.;e.f;ame;r:butting the screen should have a dark matt
Finish, e material of the keys sho 2 Tt
finish also. ys should have a patt

Construction of Unit
The unit should not have any sharp contours or corners

which are liable to cause injury, and
I iabl S the
should be of high impact streng{),x. saverials used

Access .‘.r.:‘any operator image adjustments provided should
rvvs TequiTe the operatdr to leave the operating position,
and be iccated clear of possible accidental operation

weess to el congonents and wd
require Lie age of epacial tools o nin
EESHETE- 11

iise unauthorised
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The Screen

The screen shoulé be treated 50 3s 10 mininise the effect
of specular reflection from the screen surface. This
treatment should not visibly diminish the readability of
the displayed information.

Keyboard/Screen Assembly

1t is desirable that the keyboard and the screen be
separate components. This allows independent positioning
of these components to suit particular tasks, and to

adjust for differences in body dimensions between operators.

This also will allow the equipment to be placed in the
optimum work position and allow selective placement of
the screen to avoid screen reflections.

Siope of Screen Face

To make allowances for variations in the seated heights
of operators, the VDT should be adjustable so that the
angle of the screen to the viewer can be varied. In 2
confortable seated posture the neck mtscles relax and the
nead tilts down. The most comfortable line of sight for a
scated person is about 38° below the horizontal.

[deatly the screen would be placed at about 58° to vertical
to provide optimum reading conditions. However, because
of the constraints imposed by the need to provide a
sstisfactory visual environment, the actual screen nggle
shouid preferably be adjustable in the range of 0-20" to
the vertical, away from the operatoT.

Indiscriminate placement of the VUT, and excessive display

screen angle, may require special lighting treatment and
should be avoided wherevér possible.

1f the VDT can be equipped with 2 hood zo eliminate
reflections, the hood should shield the full face of the
screen. Partial shielding will lead to distracting
differences between the shaded and unshaded portions of
the display.

In practice it will be necessary to take considerable
gare in the positioning of SBE displays to minimise
refllections.

here a single VDT is involved, or the task is of an
intermittent nature, the existing office lighting will
generally be adequate with selective placement of a
suitable VDT,
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Where the SBE installation requires groups of VDT's, or
where the installation is such that selective placez;lent
cannot provide a suitable visual environment, the Buildin,
Brar_:ch should be consulted so that suitable i‘ightin and e
environmental treatment can be provided, and probub%e
sources of reflection can be isolated t:J overcome these
problens,  Sources of reflection such as windows, existi.
::e;:end "zg';ht:. and other high contrasy areas m:’zy need "8
mnimised in a ] ith s ildi p
Sysver anipared in ccordance with the Building § Power

3.3 Display
213924y

Tllw objective of the visual display is tc present information
c earfy. The_ \‘:hlarac:crs should be snarp, clear aand should not
bit any Slicker, shimmer or distortion. )

3.5.1 Character Size and Shape
2ADISCRRT olze and Shape

Pégéii:g ngd sp:cing of the character for best visual
: 15 dependent upon the distance betw
ant whe oemepen D between the operator

T}:.«i shape‘of characters should be ciear and. easily
d:}:ferennax.:cd. Character recognition is affected by
w!.dth to height ratios, intercharacter spacing and the
dimensions of the character cell dot matrix, The method

of generation should produce a suitabl
col : clear a
colour density character, oy nd constant

The Iincaf- characteristics of the system and the spacing
between .l.mes should ensure that the operator can read.i,l
follow lines across the display Y

3.3.2 Screen and Character Colour

There are two important i i
considerations when sel i
colour for SBE: setecting a

. ability of the eye to foc
y of us on. the colour combi i
at the same distance fnation

. the ability of the displa i
Yy to provide ade .
colour contrast, P l e wdequace

Under normxl lighting conditions the oye is most sensitive
E.‘: lxght in the green-yellow purt of tha suéc:rum e
i.).’:zj_z.'?:nre, 1§ght lerzering e:g. yellaw n a darkér

n;:»\g;:and, is preferab ! this redson, these colours
In pra
the need
case of rg
L

St aid display elarity for
ce of colour theref.ra tunds to

3.3, Screen Refresh Rute Jand lube Storuge Delay

ah ST AtIe S 10 begin § i i
A charaereristie of Crshin R Tibe aienlavs remirpes
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Unless the persistence of the phosphor coating on the
display tube and the refresh rate are well matched,
perceptible image “flicher" or "jitter” will result.

The ability to detect flicker, in particular, will vary
considerably from person to person especially with age.

The cathode tay tube phospher should be selected to have
2 long persistance consistent with not showing smearing
of the image when the display is changing.

The refresh rate and display stability should be such
that there is no perceptible image flicker, jitter or
shimmer,

These pienomena are distracting and accelerate visual
fatigue and, therefore, any SBE selected should be tested
to demonstrate that these phenomena are not normally
pexceptible in the display.

Contrast, Focus and Brightncss

The brightness of the displayed character compared to the
background is a personal choice, and rclates to the
cellular sensitivity in the eye and the age of the operatcr.

Ideally, the VDT should be provided with a single control
which allows the operator to adjust the character image’
level.

The focus controll permits adjustment of the size of the
scanning spot. This adjustment is critical in obtaining
a satisfactory size of spot over all parts of the screen,
and should only be accessible to technical staff.

The brightness control sets the brightness. of the image
and the background. This control should nomally be set
so that the background (raster) is not visible - that is,
the characters are displayed on a dark background, This
control would normally be preset. by technical staff and
need not be altered by the cperator,

The contrast control adjusts the difference in brightness
between the background and the dispiayed image, With the
background set at & dark level - by the brightness control
the contrast control should alter the "brightness” of the
characters without affecting the background. This contzal
is the only image adjustment required by the operator.

Training in the selection of an acceptable image should
be proviced for all operators,

Screen Size

he sereen size should be us larje as practical aaving ia
mind thar the viewing Jistance should not exceed 600mm,
and that tee whele d 1oy nust ve within the ficid of
vision of the operator without rejuiring any movement of
the head.
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;n practice, screen sizes of up to 400mn, measured diagonally
inside the screen mask, ate suitable, depending on the
task and VDT ¢onstruction.

Tp_\e scan method should be such that any distortion of
display at the edges is not perceptible to the operator
and the display should utilise the majority of the screen
area.

Keypoard Layout

The keyboard laycut best suited for one task may not be
suitable for another task. For instance, where high

volune key siroke operation is required, ergonomic keyboards
may be more désirable than the standard QWERTY layout.

However, if a standard keyboard is used, and currently
the QWERTY type appears tc have "dz facto" acceptance as
the current standard, there will be increased opportunity
for staff performing SBE functions in one area to move to
other areas where SBE is used.

Key and Keyboard Profile

Most modern keyboards. have concave shaped keys to fit the
general shape of the finger tips and: therefore provide
comfortable operation.

After prolonged use, some key surfaces develop a glossy
surface., To reducé this effect surfaces shculd have a
matt finish. Double shot moulded replaceable keytops are
preferred.

Keyboards separate from the display should be seiected
and. the front edge of the keyboard should be as thin as
possible.

The thickness of the keyboard at the home row of keys and
the thickness of the table top are critical factors in
ergonomic work place design, See Section 4 for a detailed
description, The thickness of the Keyboard to the home

row of keys should not exceed approximately 30mm. Often

in practice some front edges exceed, 0 to 5Gmn in thickness
which causes undesirable wrist extensior and loading of

the hands, In some cases the relatively sharp edge can
cause pressure points on the wrists,

To enahle yool posture to be chtained, reducing the

etat:c loml Fth keyboards thicker than 3lam
shouid Be g juate wrist support is
provided, e wases o wrist rest sioule be integrated
»h The weybeard, or provieea asoanediitimmal) fluting.

172,

[
S
v

v
13

The design of wrist rests varics with the characteristics
of the keyboard, conscguently no single wrist rest design
can be vecommended, lowever where a wrist rest is needed
it should have the following characteristics:

1. It should be manufactured out of a material having a
low heat conductivity, e¢.g. wood or plastic.

2, Its surface should be matt and smecth with no sharp
edges or protrusions which may place unnecessary
pressure points on the hands or wrists.

3. It should be designed to match the neight of the
leading edge of the keyboard and should extend the
full width of the keyboard.

4, Its depth should not be so great as to interfere
with the forearms yet should be deep enough to.
provide adequate freedom of movemen;i of the hands at
the same time providing support over the surface of
the hypothenar emuinance on the palm of the hand.

Minimum wrist extension und hand loading seems to be
aghicved with the keyboard profile set at an angle between
5~ and 15 from the horizontal.

Key Size

Generally a square shaped key is preferred because it
provides a larger target area than the older circular
shape. A recommended size is 12 to 15mm square.

Colour Coding of Neys

Function keys which- are not part of the main alphanumeric
set are more easily located if they are distinguished by
colour ¢éoding. The colour of keys should be selected to
mirinise possible reflections in the screen.

key Stroke, Travel, Force and Feedback

Feedback in key operation is an important factor in the
cperator/keybcard interface, The absence of feedback,
visual, tactile or audible, can contribute to slower
keying $peéds and inaccuracies, Preferably a combination
of tactile, visual or audible feedback should be available.

Care should be exercised to ensure thit the noise levels
associated with usudible feedback do not berome a dominant
influence in th dudibie environment..

rably oroasde
sirehe.

Keystrohe should bu positive aid p

tnetile fevdbact at

she el O the

‘the force requived -
light but sheuid be
tactile feedback.
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SBE requires relatively high voltages for their operation. These
voltages can be hazardovus if the protective cover is removed, A
notice should be attached :o0 the SBE, preferably near the cover
fixing screws, indicating that only qualified persons should remove
the cover because of the hazards of high voltages,

Cathode ray tubes because of their high vacuum can under extreme
circumstances be subject to implosion. They therefore shouid be
fitted with protective devices such as laminated screens which act
as implosion shields.

Radiation Standards

Extensive measurements of ionising and non-ionising radiation

emitted by cathode ray VDTs, both by Australian and overseas organisations
have shown very low, sometimes immeastirably low, ievels of radiation

well within safety standards.

The following limits are based on the presently available scientific
data and protect against biclogical effects, both thermal and non-
thermal, resulting from the deposition of radiation energy in
tissue. The limits stated for operation of VDT are five to ten
times below the occupational maximum exposurc limits, to protect
against any biological effects, not only potentially hazardous
effects.

The levels of radiation emitted from cathode ray VDTs shall be as
low as possible, and should not, at any time, excéed the following
limits: .

1. .Non-jonising radiation - radiofrequency part of the electromagnetic
spectrum

i. 50 Hz to 0,3MHz ~ until an Australian limit is
developed for ELF emissions from VOTs radiation
shall be limited so that the eleé¢tric field does not
exceed 50 V/m, measured 30 cm from the terminal,

ii, 0.3 « 300 000 MH: - gxposure to VDT operators shall
not exceed 0,1 mW/cm” averaged over 24 hours and'
within any one minute period.

ixi. All other frequencies {visible, infrared § UV spectrum)
- radiation shali not exceed the limits defined by
the american Cenference of (overnmental Industrial
tlypienists (ACGIN).

2. lonising radiation - Nations} Health and Medjcal Research
Councdi (NH § MRC) standards for ull jonising radiation,

)

The measarement of radiatien e
2l an amungd onmrintenaiey s

spen Jevers
o the el

Il be a part
1]

A1) measurements shall be comdvaren with u suitable range of
instruments. of surficlent WS tit ity e eatublsh complianee
with these lunjtas,
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In the event of component failure in the display generation
system, the texminal shall be immediately removed from service,
and radiation emission levels checked before replacement in
service.

Safeguards must be provided to prevent operation of the cathoae

Tay tube should component failure create conditions which might
cause unduly high levels of radiation.
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SECTION 4 - WORKPLACE LAYOQUT AND POSTURE

4.1 Terminal Function Types

1

EN)

Computer terminal work stations pose problems of luyout which are

not encountered in the conventional desk and hard copy situation.
Design is made complex because of the nature of terminzl operaticn
which can fall into the three basic categories described in Section 1.

All three functions require differences in ergonomic treatment in
work station layoutr because of the differefces in operation.

As a guide, the workplace design should be treated as follows:

CATEGORY TREATMENT

Al All of the ergonomic requivements of these Guidelines
are to be met, being crivical to safe operation.

A All of the ergononic requirements of these Guidelines
are to be met, being critical to safe tperation,

Bl All of the ergonomic requirements of these Guidelines
are to be met, being critical to safe operation,

B2 Ergonomic requirements are critical at high usage
rates, inmportant at low usage rates.

B3 Ergonomic requirements are important.

c2 Ergonomic requirements are iwportant,

c3 Ergonomic requirements are important,

¥orkplace La.xout

Hith careful planning of the workplace many of the problems which

are ~ncountered with SBE working can. be overcome. Layout of equipment
and furniture should promote an environment in which good seated
postuze can be attzined, and in which there are minimus causes. of’
bodily fatigue within the constraints of the equipment and' furniture,

To opurate a keyboard and read from the display screen typically
requires movement of the head in. an axc from the keyboard to screen.
Whilst- movement at the workplace is generally recognised as being
healthy, prolenged neck flexion and static loading of arms can lead
to discomfort in the neck and: shoulder muscles.

The screen and keyboard should be placed in such positions as to
ainimise the above offects. The mijor factors wffecting optimum
iocation are

. Viewing Srstance tuosoveen ang heyboard:
weln heipnt amd seated posture;
angle off Jeclination of the head; and

sereen ungle, .
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Viewing Distance

.The norwal reading distance for most people is betwcen

400-100Cam, A preliminary analysis would suggest that i
the screen and keyboard should both be placed within this
range to mininise refocusing. The location of the display,
keyboard, document holders and writing surfaces should
allow operator adjustment within this viewing range,

Seated Posture

The basic aims of well designed seating should be to
lessen fatigue, allow changes in seated posture, and to
promote good seated posture. The main t'ear.ures.of good
seated posture, shown in Flgure 4-1, are summarised
below:

. the chair seatn hei':ght should be ud;uite:l s0 that the
thighs are supported mainly by the lower legs;

. the weight of the trunk should be supported mainly
by the buttocks with minimum compression of the
thighs against ¢he chair seat;

. where tlie arns are bent to perform work, the angle
formed between the upper and lower amms should: be
abaut 80" or slightly greater; .

. during the nonkeying periods the wrists should be
adequately supported by a wrist rest or the arms
supported on 1Im rests;

. the angle formed between tl\eo;mxxk :mg the thighs
should ideally be between 30" and 100°;

. the lumbar spine should be supported adequately by
the chair back support; and

. the feet should have adequate support on a flat
surface,

177,



ELBOW ANGLE
90°0R GREATER

BACK SUPPORT AT
LUMBAR SPINE

$0~100" BETWEEN _
THIGHS AND TAUNK

THIGHS NGT COMPRESSED

N 90 BETWEEN THIQHS
‘ ARG LEGS: .

THIQHS SUPPORTED
BY LEGS

/ —— ¥LAT SURFACE FOR FEET

Figufe 4.1 - Features of Good Seated Posture.

4.2.5 Working Heights

Variations in working heights affect the seated height of
the operator over the range frow the smaller female to
the larger male, . '

Shown in Figure 4.2 are a smail female and a large male
seated at a working height of 7S0mm which has been used
as an example, ie table height of 720mm with a keyboard
thickness oxr 30ma.

This shows that chairs and tables should be adjustable in
order to suit operators in the range of the 2.5 percentiie
female and the 97.5 percentile male.

The workstation surface should be adjustable in height
rom 00mm 2 “30mm above floor fevel.
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T60mm
WORK HEIGHT

18

750mm
WORK HEIGHT

SHAIR HEIGHT §50mm CHAIR' HEIGHT 486mm
1

1men HEEL ‘
T twensas ¥

’— 100mn FOQT REST

Figure 4.2 - An Example of the implications for Operators of Differcnt
Body Dimensions Sitting at the Same Work Height (750mm
From Floor Level},

The optimm jorking heights are shown below :

Smaller Females 680mm
Largex Males 710mm
Both 710mn

Where the keyboard and table top exceed 5Cmm it may be
necessary to increase the above heights to allow for
sufficient thigh clearance.
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Practicai Design of SBE Workplaces

Sound ergonomic design takes all relevant criteri2 into consideration
and most times it is achieved as o result of compromise caused by a
number of liniting factors, for example:

. keyboard thickness, which can limiz thigh clearance, and
may cause some clevation of the lower arms.

. fixed workstation height which can affect seated posture;

. visual display unitv sereen height and angle which may
arfect viewing angles;

. variations in body dimensions of operators;
. variations in eyesight.

Therefore some features of work posture may depart from the ideal
especially for the taller and smaller operators, Jfor example:

. foreams flexed marginally less than 90 to the upper
ams;

. trunk leant slightly forward or backward (but still
£irnly supported at the lower spine);

. chair adjusted to suit work height but 20-30mm either too
high or too low with respect to floor level;

. marginal head movements when changing viewing angle from
keyboard to screen;

. viewing distances between 350 to 700mm.
Provided that depurtures from the: ergonomic ideal are minimised the

final design of SBE workpldces will still provide a safe and healthy
place to work.
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SECTION 5 - WORKPLACE FURNITURE AND EQUIPMENT

5.1 Introduction .

5.2

The selection aid correct use of furniture is dmportant if a desirable
posture is to be obtained. This was discussed in detazil in Section

4. In the selection of furniture some of the important considerations
are:

. chair design;

. working height, which is the height of the keyboard, or
other équiprent to be operated from the £loor level;
tabie height;

table top thickness;

provision of footrests for the smaller operator;
provision of document holder.

Technical specifications on furniture and layout for SBE workstations
can be obtained from Building and Power Systems Cuidelines, F/2i/01,
A/Ke/01, F/2i/02 and P/C£/01,

Chaixs

Because of the nafure of a SBE cperator’'s work and the relatively
long periods of sitting, it is desirable that chair design be
conducive to good posture. In general, this implies a steady, well
proportioned chair with good lumbar-bazk tfest support and not
overpadded.

The Serial 16 chair, to Drawing 38C-3177, is recognised by Telecom
as being suitable to meet the needs for' good seated posture for SBE
operators who work for continuous periods. It will be provided as
the stadard chair for SBE' dperators.

A report on the design of the Serial 16 chair has been prepared by
the Engineering Depatrtment and is available from Manager, Buildings
Sub-division in Headquarters. ' . '

This report includes the necessary specification data vo select a
satisfactory chair for SBE operators,

§.2.1 Chair Seat

To accommedate the smaller person the chair seat should

be no Yonger than 400mw. Padding needs to be of sufficient
thickness so that the seat is not unconfortable; but it
should not be so thick as to discourage movement or
-should not cause loculised pressure areas under'the

thighs.

The: cuived or waterrall shaped front edge presently
favodred in fertain desicns, iy not be necessary if the
chair saat is the corrsen iength i.e, d00mn.
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Chair Back Support

The general shape of the back support should be concave

to fit the general contour of the lumbar spine arez, To
support the lumbar area adequately, it should be approximately
200mm wide. Non-adjustable back supports should be approximately
20Cmm from the centre to the top of the chair seat,

Aim Rests .

Arm rests should be optional as their meed is task dependenc.
For continuous keying tasks they are undesirable, Where
keying is somewhat less than continuous, arm rests can be
provided. Arm rests should provide a comfortable rest
without causing localised pressure areas on the arms,

Chair 8ase and Castors

The chair seat suppert should be of a swivel type allowing
free rotation of the body. The base should have five
points for stability, Where chairs are to be used on
carpets the base should be fitted with castors of the two
wheel type vhich will provide sutficient friction for
stability and allow free movemeat of the chair, On low
friction floors, e.g. vinyl, glides should be used for
stzbility instead of castors. .

Chair Upholstery

Back rest and: seat upholstery should be hard wearing,
easy to clean apd provide sufficient friction and yet
allow changes in postufs. The material shéuld be of a
breathing type in order to prevent discomfort éaused by
the generation of heat and moisture. . .

Where cloth. upholstery is provided it should be a mixture
of approximatsly 60% wool and J0% -of another fibre,
Washable cloth seat covers will normally be provided, and
be laundered at Telecom's expense. .

_Chair Maintenance

Regular preventative maintenance checks should be carried

©out in all work areas, so that the chairs continue to

perform satisfactorily.

Workstation Design

In the design of the workstatison, Lable dimensions and work height

.are impertant fagtors, in atteinment of desiruble working posture.

Consideration of table heignr o set the work st the requixed

height s most

aether eritical factor, as shown in

Sestion 4.2.3 is thigh clearance.
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5.3.1 Workstation Top

It is desirable that the table top thickness should not
exceed 30mn. This allows the larger male to work at a
keyboard height of approximately 40mm above the taple top
and still have sufficient thigh clearance. The surface
should be of a matt finish to reduce specular glare.

There should be a conveniently located space provided for
the storage of personal belongings if not provided by
separate accessible locker facilities.

5.5.2 Workstation Height

To accomqaodate the larger male the maximum table heigit
should give adequate thigh clearance by providing a
clearance of at least 680mm to the underside.

5.3.3 Workstation Design Safety

In the construction of the table there should rot be
sh:r;? corners or edges so that possible injuries from
bumping into or grazing against are avoided.

The underneath edges. and corners of the workstation which
could come into close contact with the seated worker's
thighs, legs and feet should be of a finish that will
prevent possible injury or discomfort,

5.3.4 Workstation Adjustability

The height of the table should be adjustable only when
the position is permanently staffed by shift rotation,
and several different operators use the table and the SBE
is cperated for more than 25% of the day, (Categories
Al, A2, Bl, B2) Developments in workstation design which
will allow for greater operator adjustability arc being
kept under review.

Footrests

Where no height adjustment of the workstation is provided, the
shorter worker should be provided with a footrest to enable them to.
adopt an acceptable working posture at fixed working heights and to
remove pressure from the 'underside of the thighs. The footrest
should be large enough to place the feet comfortably and allow
changes in posture, but not cause undue problems for storage when.
not required..
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Document Holders and Their Use

Document holders are desirable for use with SBE operation to avoid
postures of the neck which are condu¢ive to premature fatigue,
They enatle tne source documents to be placed in the most comfortable
position for the opsrator from both postural and visual points of
view, Depending on the nature of the SBE task the operator will
look at tne source documents Or the screen for the majority of the
time. If the source documents ars viewed the most, they should be
p-.aced directly in front of the operator, preferably on a suitable
document holder placed behind the keyboard. On the other hand if
the screen forns the major part of the visual task, it should be
placed in front of the operator and the documents off to one side.

Waere both screen and documents are viewed concurrently both documents
and screen should be within the visual field so that a minimum of

eve movement either laterally or vertically is performed by the
operator.

The design of document holders varies with the characteristics of
the tasks so a general document holder design for all SBE is not
practical. However, where document holders are to be used, they
should exhibit the following characteristics,

1. The surface should be of a matt finish to avoid reflections
and be large enough to accommo.date the size of docuwents being
used.,

2. A row marker should be provided where svurce information is
congested or difficult to identify,

3. , A clip or other securing device should be provided to hold the
documents in place.

4. Where possible the tilt of the holder should correspond to the
angle of the screen. However in cases where :he documents are
constantly in the visval field, an angle of 20° backward tilt
is recommended.

5. For special cases where the use of documents is highly repetitive
e.g. processing cheques, receipts, etc., a special document
holdéer may be required. Information about these special cases
can be obtained from the sources in Section 1.3,
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SECTION 6 - ENVIRONMENT

.

Working environment is an important and personal issuc to each employee,

The policy defining the appropricte scope and scale of provision of
accommodation for SBE operator areas is set out in Guice to Building ana
Power Systems Guideline P/CE/01.

The general design principles involved are included in a further series
of these Guidelines. These functional guidelines begin with F/Zi/01
which sets out general design requirements at the system planning stage.

Copies of these Guidelines are readily available from State and Headquarters
Building Branches.

The following aspects affvcting environmental conditions are considered

in detail in these Bujlding Guidelines.

8.1 Lighting
It is Telecom's aim to provide a total facility including the
prov:.s:.on of lighting which will be compatible with the particular
SBE task, in order to provide optimum capability for reading dispiay
screens and aiso te provide 1org term visual comfort. The aim of
lighting design in these areas therefore, shouid be the effective
combination of natuxal and artificial light. sources,

6.2 Visual Fields

The visual field to be ccnsidered should comprise the following
elements:

a, The visual task.
b.  The task background.

¢.  The immedizte surroundings - desk tops, screen enclosure,
adjacent walls or furniture etc.

¢, Visual environment - room surfaces and more distant
furniture.

The total lighting installation, should be designed, as far as
possible, for maximum operator comfort and visual efficiency. This
will be guided by recommendations given in various authoritative
lighting publications und established lighting codes, including,
Australian Standazd AS1680 "Interior Lighting and the VYisual Envirorment®.
6.5 Ambient Lighting ievels
wiination requiremenzs Tir SLL Jde wproach normely
ot conventienal atole U CaSES WnaTe
: :uc.mique mey aewd 1o be applivd an order te illuminate
it reu.n'xg apd W ng tis hout intfiueacing the screen
task. The assistance of cualy Builuings Branch staff should be
sought in th instuances, ammeciately the problem is recognised.
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6.5

Reflections

All of the lighting elements-windows and awtificial light sources,
snould preferably be sited or contralled in such a way as to avoid
the occurrence of veiling reflections in display screens, which
would inhibit readability. Buildings Guideline F/Zi/01 provides
tae necessary information to deal with this problem.

Various parameters of SBE screen performance (eg character brightness,
contrast, character size and configuration, colour, background
brightness, distance and angle of screen) should be taken into
corsideraticn, in order to achieve operator satisfaction with

regard to acceptable visual performunce

Environmentzi Conditions

The environmental conditions within SBE operating areas should be
controlled to ensure that the temperature, humidity and air cleanliness
in the area are satisfactory for operator comfort, as well as

meoting operating requirements for the equipment.

In grouped installations, the additional heat load generated by the
terrinals and associzted equipment must be taken into account by

the Buildings Branch in assessing the adequacy of esisting envirunmental
control plant.

Single terminals should not generate sufficient heat tc require

additional cooling, but reference should be made to Buildings

Branch where more than 3 terminals are installed in the one airconditioning
zone (usually an office building floor).

Single terminals may be installed in buildings which are riot
airconditioned, in areas which already provide comfortable conditions
for staff.
Where airconditioning is installed, the range of temperatures
provided within the: area depends on the geographic location within
Australia, and the time of the year,
Generally, the temperature for comfurtable operation is in the
range of 20-23%¢ “effective temperature’!, "Effective Temperature"
takes 1nto account dry-bulb temperature, relative humidity and the
rate of air movement in the conditioned space.
To establish these conditions:

. temperatures may vary between 18°C and 25%

relative humidity may vary between 45% and 70%

air movement in the evder of 6-10 metr:is per minute is
regquired.,
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Where air treatment plant is provided to condition the occupied
space, the ventilation plant will be equipped with air filtration,
The standard of this filtration cquipment shall be in accordance
with Guide to Building § Powsr Systems, 2P0002, Air Filtration
‘Requirements for Telecommunication Buildings, to ensurs adequate
air cleanliness.

These conditions are described in mcre detail in the Guide to
Suliding § Power Systems, Air Treatment for Staff Coafort, 1P 0001,

6.6 Yoise

SBE are basically quiet but associated hard copy printers etc may
generate noise. The noise emitted from SBE and associated printers
should be at a level that does not add' significantly to the general
background noise of the avea.

Effort should be applied to ensure that equipment noise is comtrolled
in operator arcas by the use of selected sound absorbing materials
to achieve an acceptable acoustical working environment.

6.7 Decor and Building Finishes

The Guideline F/2i/01 details the recommended treatment for the
surfaces of floors, walls and ceilings in SBE operator areas.

Office screens that dre above the eye level for a seated person may
be used to divide up larger areas or groups. Potted plants should
be provided on a moderate scale and are part of visual relief
areas, Consultation with representatives of the Operations Group
and rélevant Unions should take place during the planning and
implementation of interior schemes.

6.8 "Safety

6.8.1 Cables leading from the SBE to the power source should be

concealed so that they do not create a tripping hazard.

Electrical appliance safety testing should be arranged at
normal intervals. -Unsafe equipment should be disconnected
until tests and repairs are completed.

Passageways should be kept clear of obstructions, Fire

escapes should be clearly marked and should be kept free
of any obsticles. Exits should be clearly marked and -

liz.

Fire alarm systems and fire fighting equipment appropriate to
the premises should be provided. The Senior Fire Safety

CESi Buiidings Branch will provice information on the
types of extinguishers to be provided. vacuation drills
should be cenducted regularly,
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SECTION 7 - WORK ORGANISATION

SBE operation differs significantly from the traditional hard copy task
in that the operator, instead of reading black writing on white paper on
a horizontal plane, is required to read an illuminated display on a
plane which is usually around the vertical.

with normal paperwork staff can move the information about the desk or
pick it up to read it thus adopting many postures during the working day
and reducing the possibility of muscular fatigue.

However, SBE's are difficult to move about becausc of their size and
weight and this results in the operator adopting a particular posture

for Jong periods whiist operating the equipment. This is especially so
where few« facilities for equipment adjustment are available, A person
whe is required to maintain a particular working posture for long periods
may develop problems of muscular fatigue and loss of concentration.

Earlier in these Guidelines mention was made of the considerations that
need to be paid to the ergonomics of the equipment and furniture, as
this will allow operztor adjustment and thus reduce the problem of
fatigue, Mention was also made of the considerations needed to achieve
an acceptable visual environment,

In addition to these considerations, there is also a need to examine the
work organisation of the task to be performed, particularly the need for
work breaks.

Where the operator undertakes other activities apart from the operation
of the SBE then the consequences of ninor inadequacies in the ergonomics
of the equiprent or furniture are reduced.

On the other hand, if the task requires continuous operation of the SBE
the ergonomic considerations then become important. to avoid. operator
fatigue.

Ergononists in Europe, who have studied the question of work bréaks in
SBE environments, have no firm recomnendations concexning when work
breaks are needed, how long they should be, etc, The recommendations
they have made, however, are related to what operators ought to do
during a break, after they have been considered necessary.

The most beneficial effects to an operator are not achieved by just
stopping work; they are achicved by exercising those muscles (neck, eye,
‘shoulders, arms-and buttocks) which are being statically loaded ¢t have
restricted movement. Telecom will take the following action in relation
to work organisation:

i} Operators «ill be allowed and encouraged to move and exercise
the stativ parts of their bodivs and to rest their eyes and
active parss af tacir hoadies freguentiy Jdurina the working
Jaw,

1 Attent.on shoeald be pand te osrganising the task so that where
possible the irement rfor sta:rf to operate SBE will be
intersporaed «ith other duties that reqrire movement away from
SBE,
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(iii)Wnere it is not rossible to intersperse SBE operation with
other tasks and long periods of repetitive keyboard activity
are Involved, local management will arrange for the following
action as appropriate:

Category 1 COperation (Continuous)

(a) the provision of up to 4 work breaks of up to 10
minutes duration in addition. to normal lunch and tec
breaks; or

(b} a working day divided into a number of sessions none
of which exceed 1% hours duration; or

(c) a combination of (a} & (b).

Category 2 Operation (Part-time)

(a) the provision of up to 2 workbreaks of up to 10
minutes duration in addition to normal meal and
teabreaks. ’

Note: Re-arrangement of normal meal and teabreaks
may be necessary.

No statutory period of work break has been determined as the length of
break and frequency depend on a number of factors including the task,

the equipment and the environment. However to illustrate the application
of (iii)(a) above to standard working hours the following example is -
provided as a guide only:

Example of Work Breaks Appiied to Standard Hours (Continuous SBE Operations)

8,30 am startee— B ——sm [0, 00-10, 15 MT =t B creeicemm. 12, 0012, 45 lunch

12,45 e WB o= 5,00~ 3,15 AT st WB mortiee . 36 pn finish
Telecom is currently undertaking a pilot study of the effectiveness

of exercise programs in preventing the occurrence of discomfort and
injury arising from SBE operation.
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SECTION § - ECUCATION

With the introduction of any new or different work methods a period of
educstion is required to aliow the operators and their supervisor to
become familiar with the characteristics of the job. A training program
for SBE operators and their supervisors should contain two modules on
SBE operation:

1. Functional operating procedures

Learning Aims: Operators should be able to follow the required -
functional operating procedures including keyboard operations,
coding instructions and computer commands.

2, Health aspects of workplace layout

Learning Aims: Operators should be able to arrange their
workplace and adopt a healthy working posture to minimise
postural strain and eye fatigue. A health cducation module
comprising audio visual taped slide presentations and brochuses
are available from the Occupational Health Service - Tel (03)
606 7263,
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SECTION 9 - EYESIGHT EXAMINATIONS

3.1

Introduction

All staff who will be required to operate SBE on a regular basis
(i.e. in excess of 25% of their working day, or Category 1| and 2
operators) will be given eyesight screening tests prior to commencing
work on SBE and thereafter every two vears whilst they continue to
operate SBE.

For the next six years, eyesight screening tests will be conducted
in accordance with the procedures detailed in 9.2 and 9.3 below.
After 6 vears however, these procedures will be reviewed and may be
amended in the Jight of scientific evidence then available as to
the need for cyesight testing of SBE operators. Durang this time
both Telecom and the staff orpanisations have agreed to aid mutually
acceptable scientific studies.

Evesight Testirg Arrangements

Telecom will arrange eyesight screening tests for all regular users
of SBE as follows:

. New appointees

As part of the normal commencement medical examination,
prospective new appointees will have their eyesight

tested by the Australian Government Medical Officer, or
his delegate, to determine whether their eyesight is
satisfactory for the purpose of operating SBE. No further
examination is required providing they commence operating
SBE on a4 regular basis immediately after appointment,
Prospective nev appointees will be required to pay the
cost of any spectacles which may be deemed necessary as a
pre-requisite to their being offered permanent appointment.

. Existing staff commencing work on SBE for the first time.

Existing staff who are required to commence operating SBE
on a regular basis will be given the appropriate eyesight
screening test upon commencement of their new duties.

" Staff alrcady employed on SBE.

Staff who are currently operating SBE on a regular basis
and have not yet had any eyesight screening test, will be
‘given the appropriate eyesight screcning test as soon as
practicable,

. Re-Testing

ALl staff who ave required to operate FBL on a regular
basis will be given the same evesight screening test

every 2 years for so long as they continue to operate SBE
on a4 regular busis. Additional re-testing wili be provided
on request whenever symptoms indicate that a prohlem may
exist,
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3 Conduct of the Tests

The appropriate eyesight screening test consists of the following
ocular tests:

1. Distance Visual Acuity

2. Near Visual Acuity

3.  Oculamotor Co-ordination

4.  Colour Vision

3.  Slit Lamp Examination of the Eye

6.  Ophthalmoscopic Examination of the Ocular Fundus.

Tests 1 to 4 may be administered by Occupaticnal Health Nurses but
tests 5 and 6 can be performed only by an ophthalnic practitioner,

In general, the tests will be performed by Telecom Occupational
Health Nurses and Telecom consultant ophthalmic practitioners and
where this is not practical, wholly by ophthalmic practitioners.
The cost of all eyesight screening tests will be borne: by Telecom.

Visual defects revealed by the eyesight screening tests may not
necessarily mean that staff are visually unsuited for SBE operations.
In wost cases, the defective vision may be corrected by properly
prescribed spectacles. Telecom will pay the cost of any prescription
spectacles, including a standard frame, deemed to be necessary for
staff employed on SBE provided such spectacles are prescribed and
provided by the Telecom. consultant ophthalmic practitioner.

Staff may choose other than standard frames but Telecom will not be
responsible for any additional costs incurred.

The prescribed correction will be specific to the task of operating
SBE.

Alternatively, staff may elect to consult an ophthalmic practitioner

of their own choosing for the purpose of obtaining any prescription
spectacles deemed necessary by the Telecom consultant ophthalmic
practitioner. In such cases Telecom will not be responsible for

the additional costs incurred but will reimburse the cost of prescription
spectacles up to the amount which would have been charged by Telecom's
consultant ophthalmic practitioner.

Test Records

All records of evesight testing and correction will be held confidentiaily
by Telecem medical staff and/or Telecom's consultant obhthalmic
practitioner, but will be made available to the employee concerned

if requested.  Telecom may alse use the test records to assist any
scientific study it may wish to undertake or participate in.
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ATTACHMENT 1 - TENDER SPECIFICATION ~ ERGONCMIC ASPECTS

Future Telecom Tender Specifications for the supply and delivery of
cathode ray tube SBE and assocrated keyboavrds will include the ergonomic
aspects of SBE operation.

The following lists those arcas which should be included in all future
tender specifications along with the technical requirements for the
equipment, Telecom Specification 1433, Visual Display Terminals provides
these technical requirements, and the specific reference is shown in
brackets.

ERSONOMIC REQUIREMENTS

1.

GENERAL

This section specifies Telecom Australia's requirements for the
ergonomic characteristics of cathode ray tube visual display terminals
and associated keyboards.

The ergonomic characteristics of the visual display terminal and
keyboard are specified in this section to satisfy human requirements
relating to the area of:

Vision

. Noise
Operator/Equipment Interface
Psychology

VISION

i.  Appearance: the cabinet, keyboard, heys and any other assctiated
equipment shall be of a matt finish to suppress glare or
specular light. Pastel or neutral colours are preferred.
Because of its high reflective characteristics white should be
avoided. (6.13)

ii, Contrast, Focus and Brightness: controls in all three are
Tequited, however, it is preferable that the brightness and
focus controls be at the back of the visual display temminal.
These shall be preset but readily capable of being adjusted by
qualified personmel. (6.3)

A contrast control for operator use, however, is necessary and
shall be located at a position readily accessible to the
operator when seated in the normal operating position. (6.3)

{ii. Screen and Character Colour: the colour of the display shall
be Iight characters on a dark screen background. Fluctuations
in the brightness of the characters shall not be perceptable.

(. 1)

(v, .Character size and shape: character size shall be as large as
practicatle and the shape of characters shall be clear and
easily differentiated. (3.2)

¥. tCharacter ueneration: the gencratien methed shall produce 3
clear, constant. colour density character. H(,u;ontal and
vertical strokes shall have generally constant intensity.
{3.2 - 3.8
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vi.

vii.

Format: linear characteristics of the system shall be such
that visual tracking is not impaired to 2 point where tracking
must be 2ssisted. Also line separation shall be sufficient to
prevent incorrect tracking. (3.2

Screen Size: screen sizes in the range 300mm to 400mm, measured
diagonally inside the screen mask are desirable. (4.8)

NOISE

i,

ii.

Equipment Noise: Telecom Australia prefers that ambient noise
levels shall be as low as practicable so that the equipment
will not add significantly to acceptable ambient noise lewels
of the environment in which it is to be placed, (6.11)

Kev Operating Noise: Audible indication of positive keystroke
can be provided in addition to tactile or visual indication.
However, the audible click shall not significantly add to the
noise level. (5.3)

OPERATOR/EQUIPMENT INTERFACE

The elements specified under this subsection relate directly to the
interaction between the operator and equipment.

i.

iid.

iv,

Construction: materiais shall be of high impact strength and
the URit shall not have any sharp contours or corners which
are liable to cause injury, Access to internal components and
adjustments shall requirs the use of special tools to minimise
unauthorised use, (6.14, 6,16, 6,17, 6.19)

Assembly: keyboard and screen shall be separate compoments to
permit flexibility of their location, The thickness of the
keyboard shall be minimised. (6.13, 5,5)

The keyboard shall be skirted at both ends and the side facing
the operator by a flat area integrated with the keyboard
suitable for use as a wrist support. The height of the bottom
of the surround on the screen face shall not be lower than the
height of the back of the kevboard. The front of the wrist
support shall recede to level with the surface of the position
table,

Kevboard lLavout: the key layout o the alphanumeric keyboard
shall contorm to the standard scholes ("QWERTY") layout.
Special function kevs shall be separate from alpha keys and
colour coded. The calour of the keys shall not be such that
distracting reflections may occur in the screen. (5.1)

Slope of Screen Face: the visual display unit shall be constructed
to enable the slope of the screen face to be adjusted by the

operator seated in front of the screen. The angle of the o
screenofuce shall preferably be adjustable within the range 0
t6 -20° measured from the vertical. (6.3}

Sey cpersting pressure: dynamic loading shall be suificient
to prevent Key “"hounce" and conseguent double Keying. However,
heys shoulu not induce undue fatigue by excuess pressure or
movement.
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vi. Key action: keys shall have positive movement, and an indication
of positive operation (Refer to 5 befow). (5.3)

vii., Radiation Emission: Radiation emission shall be as low as
possibleé, and shall not exceed the limits described in
Section 5.6 of this Guideline.

This section relates. to the psychological perception and motor
learning problems associased with the operation of SBE.

i.

iii,

iv.

vi.

Touch: keys shall be positive in action, giving a definite
Zeedback indication of transmission. This can be auditory or
tractile, however, the latter is preferred. (5.3)

Kevs: keys siall be concave, giving definitive Jocation for
JoALR >
fingers. Also symbols shall be recessed and wear resistant.
Double shot moulding is preferred. Key size and spread shail
allow for positive location without tactile interference
during keystrokes. (5.6)

Keyboard: there shall be a clear separation between alpha
keys and remaining keys and the overall number of keys on the
keyboard shall be minimised. (5.1)

Feedback: dependent upon operation function, positive visual
eedback of keystrokes on the screen is desirable. Confirmation
of correct input action is necessary, (5.3)

Function Keys; shall be separated from standard layout, and

‘be colour coded. Where touch typing is anticipated, light/dark

differentiation is preferred since peripheral vision tends to be
used and colours may not be discernible, (5.1)

Other keys or controls: shall be located where they can be
reached rrom a normal operating position.
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ATTACHMENT 2 - GLOSSARY OF TERMS

Alpha/numeric
Anthropometrics

Auditory feed
back

Back Support Rake
Character

Cursor

Dot matrix
characters

Ergonomics

Hard copy

Home row of keys

Tonising radiation

Key force
Key profile
Key stroke
Non-ionising

radiation

Oculomotor
ordination

Phosphorescent
image

Relates to a set of characters which are both letters
and numbers.

The measurements of the physical features of the
human hody,

Transmission of information to the brain via the
sense of hearing e.g., -indication of a completed
keystroke by the sound of a click.

The total angular displacement of the back support
of an adjustable chair away from the vertical,

A number, letter or symbol displayed on a visual
display screen.

An indicator on 2 visual display 5creen which identifies
the position of character spaces which will be
affected by functional command or action.,

A character on a display screen formed by small dots
within a matrix of dot positions,

Is the scientific study of the relationship between
man and his work environment. It makes best use of
man‘s capabilities and limitations for the design of
his werk method and the environment in which he
works.

Printed matter.

The centre row of keys at which.a typist begins.
work, e.g., the row of keys commencing ASDFG on the
standard QWERTY layout,

The emission by atomic nuclei of very fast atomic
particles or rays which interact with gases, liquids
or solids to produce electrically charged atoms or
molecules, known as ions, within the substance.

The downward force between two consecutive key
centres adjacent to each other,

View of the key from the side showing the edge
outline of the key.

The displacement of the key from its rest position
to its fully depressed position.

Similar to ionising radiation except exposure to
non-ionising radiation does not create ioms.

The ability of the eves to perform co-ordinated Co-
movement..

An image generated on a coating of luminous material
which emits visibie light when struck by a beam ef
electrons within an evacuated tube,
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Raster

Refresh Rate
Specular light
Tactile feed bacl

Viewing angle

Visual acuity

Visual Feedback

The pattern of scan lines traced across the face of
the CRT by the electron beam.

The €requency with which an image on the face of a
screen is regenerated.

Light reflected from a mirror like surface.

Transmission of information to the brain via the
sense of touch e.g., indication of a correct keystroke

by feel.

The angle between the horizonal plane and a line
running perpendicular to the surface of the lens of
the eye,

Degree of image clarity obtained by the eve.

Transmission of information to the brain via the
eyes e.g., viewing information. on a CRT.
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PART ONE - INTRODUCTION
i o SNISUDUCTION

1. The operation of screen-based equipment raises
significant jmplications for occupatienal safety and health
and ergonomics in the workplace. These implications have been
largely ignored by management, and, as the utilisation of
screen based equipment accelerates - involving more workers.
and affecting more workplaces - the need for the union movement

to develop strategies and solutions to current and future hazards.
becomes imperative,

2. ACOA policies in relation to the use of screen-based
equipment are framed in a préventive rather than a remedial sense
in Tine with accepted principles of occupational. safety and health
and ergonomics. They are designed to ensure that the well-being of
members in not put at risk by management's introduction of tech-
nological change, The policies are based on. the considerable and
convincing body of relevant research. material from Australia and'
overseas, including the factual experiences of members using
screen based ecquipment. Unwillingness on the part of management
to adequately address these issues as part of agreed consultative
processes on technological change has been, in the Assogiation's
experience, amply demonstrated.

3. The enforcement of screen based equipment standards is a
matter requiring immediate action, however, there is also a Tong-
term perspective to be considered. The Association recognises

the need for the ongoing monitoring of research relating to
screen-based equipment use and consequently insists that standards
must be constantly reviewed. in the Tight of such developments.
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PARYT TWO - DEFINITIONS

OCCUPATIONAL SAFETY AND HEALTH

The following definition is considered by ACOA. to
appropriately reflect modern concepts of occupational safety
and health.

" Occupational Health should aim at: the promotion

and maintenance of the highest degree of physical, mental and
social well-being of workers in all occupations; the
prevention. among workers of departures from health cau?ed

by the working conditions; the protection of workers in
their employment from risks. resulting from factors adverse
to health."

SCREEN BASED EQUIPMENT

Throughout this policy document, “screen-based equipment®
is defined as equipment which has a screen of any type which
emits an illustrated display., Thus, the definition encompasses
electronic video display terminals and other visual display
terminals built around cathode ray tubes, light emitting diodes
and other electronic sources and optical technologies, such as
microform readers. :

ERGONOMICS
Because it is impossible to divorce computer hardware
from the environment in which it is used, & clear understanding.

of the term "ergonomics" is required. ACDA accepts the following
definition of ergonomics:
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"Ergonomics 1is the study of human performance at work. It aims to
promote. the well-being, safety and productivity of the worker
by study of his/her capabilities and Vimitations in relation
to the work system, machine or task and in relation to the
physical, psychological and social environment in which
he/she works.. Thus it has research and applied aspects,
and is concerned with the interaction gf the three main
elements in any work situation ~ worker, machine and
environment.,"
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PART THREE -~ HEALTH AND SAFETY POLICY

Screen-based equipment (SBE) is coming into widespread
use in Australian Government Employment. Its introduction.
is largely in response to management requirements, rather than
in response to workers’ needs; experience indicates that the
equipment rarely jmproves people's working conditions and can
make them considerably worse.

Health Hazards of Screen Based Equipment

Screen-based equipment can pose several risks to health,
amongst which are:

(1) cataracts of the eyes - arising from leakage of non-
ionizing radiation;

(2) eyestrain and possible deterioration of sight - arising
from screen characteristics and the visual environment;

(3) ‘backache and muscle fatigue - arising from e.g. poorly
designed workstation, poor working environment and work

design;

(4) repetitive strain injuries of the fingers, hand, arm
and shoulder - arising from e.g. excessive keystroke rates;

{5) stress-related conditions such as depression and neurosis -
arising from e.g. poor system and work design;

{6) possible miscarriages and birth deformities thought to be
Tinked to radiation;

(7) other health probiems such as”face rashes - arising from
electrical discharge.
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No satisfactory Tong~term follow-up study of operators of screen-
based equipment has been performed, and so statements to the effect
that the equipment does not or cannot damage e.g. eyes or eyesight,
are without foundation. In the 1ight of disastrous experiences
associated with introduction of new technologies in the. past,
members should regard screen-based equipment as a possible cause

of adverse health effects until it is shown to be. safe.

Work Organisation

The possibly detrimental effects of working with screen-based
equipment can be minimised by ensuring that such. work is organised
according to the following principles:

(1) The introduction of SBE's should not be accompanied by the
creation of a job category 'SBE operator'. Jobs involving
the use of SBE's should be spread around as much as possible.
No-one should be required to spend more than half their
working time using a screen.

(2) Anyone required to use SBE as part of their job should receive
basic training prior to the introduction of the new equipment,
on paid time. This {s to allow them to become proficient in
its operation, and to understand the 1ikely hazards of the
equipment, so that the reasons for regular eye and vision
tests, for example; are understood. Follow-up training
should be provided as and when required. Training material
should include more than Just oral presentations.

(3) Close work on SBE, whether on, electronic terminal or microform
reader, involves the muscles of the eyeball and the ciliary
muscles inside the eye, in constant contractions and regular.
breaks. are required to allow them to recover. These breaks
should consist of at least ten minutes during an hour in
addition to regular tea, meal and health breaks. Where work
is of a continuous and visually demanding nature, work breaks
of fifteen minutes during an hour are warranted. These breaks
should be taken at the operator's discretion and should. be
taken away from the work station.
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(4) Electronic SBE should never be allowed to pace or monitor the
operator, such as for instance by logging errors or keystroke
rates.

(5) By implication, incentive payment systems linking bonus rates
to the number of keys stroked per hour or the number of errors
committed should be emphatically rejected.

(6) SBE should be introduced on a small scale and always. subject
to ergonomic audit. Llarge rooms, filled with rows of terminals
should be rejected.

International and national standards associations and the
regulatory authorities have failed to set standards or criteria which
should be met by screen-based equipment if workers' health is to be
protected. Under these conditions, it is imperative that we improve
our own standards, covering machine hardware, software, workstations
and work environment.. Due to the fast-changing nature of this
technology, it is important that these standards keep abreast, or
ahead of, the introduction of new technology.

Manufacturers' and suppliers' specifications should report
whether machines satisfy ACOA criteria.

Ergonomics,

When an organisation is contemplating the introduction of new
technology that incorporates SBE,members should seek:

(1) #ull consultation prior to purchase;

" (2) a full ergonomic assessment of the equipment once installed;

(3) a full environmental assessment of the working conditions;

(4) a medical assessment of anyone Tikely to use the equipment.
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Al1 efforts should be made before work starts to ensure that
the workplace has been brought into Tine with the needs of the
workers - rather than allowing the workers to be modified through
the wearing of glare-shielding glasses or other protective equipment.

The consultation should be conducted at the tendering, evaluation, pre
and post installation stage,

An ergonomic assessment should be carried out by an ergonomic
consultant who is acceptable to both management and unions. The
consuTtant's terms of reference should include:

(1) checking that suppliers' specifications are in fact met;

(2) checking that the workstation meets the ergonomic criteria
spelt out in part four of this policy;

(3) checking that the work design meets sound ergonomic criteria.

An- environmental assessment should be carried out by an industrial
hygiene consultant who is acceptable to both management and unions.
The consultant's terms of reference should include:

(1) checking that the 1ighting meets the criteria spelt out in
part four of this policy (concentrating in particular on
eliminating reflections and sources of glare};

(2) checking that noise, heat, fonizing and non-ionizing radiation
emissionsmeet the criteria spelt out in part four -of this
policy..

Eye Testing

The initial vision and eye assessment for anyone required to use

SBE as part of their work, should be carried out by an: ophthalmologist
or optometrist who is acceptable to both management and unions. At

present, there does not exist a satisfactory package of eye and vision
tests suitable for testing of SBE operators. In the interim, members
should attempt to ensure that tests meet the following provisions:
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(1)

(@)

(3)

4

(s)

(6)

(7)

Eye tests. should include a slit lamp biomicroscope
examination of the lens to check for incipient or
congenial cataracts.

Vision tests should include as a minimum tests for
distance visual acuity, near visual acuity and
oculomotor co-ordination, as spelt out, for example,
in the eye health and vision examination for VDU users
recormended by the Australfan Optometrical Association,
(See Appendix 'A')

Eyesight defects revealed by these tests do not
necessarily mean that the person is visually unsuited
for SBE operation, for their sight can be corrected by
properly prescribed glasses or contact lenses. Under
no circumstances should the tests alone be used as
criteria for employment.

People already wearing glasses may have out-of-date
prescriptions, or be wearing bifocals which are unsuit-
able for SBE work. They should be provided with proper
prescriptions as if their vision were uncorrected.

Costs of tests, professional consultants and corrective
glasses or lenses suitable for SBE work should all be
borne by the employer, as they are an essential pre-
requisite for screen work.

Medicd) records will be held as confidential and their
contents will not be revealed to management or unions
without the explicit. consent of the individual concerned.
Individuals must always be given access to their own
medical records.

Reports from the ophthalmologistor optemetrist arising from
the tests should be 1imited to a statement as to the suitability

of the employee for SBE work, or the optical correction
required to make the employee suitable and such reports
'should be made available in the first instance to the
employee.
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(8) SBE operators should receive visfon and eye (3) Results of all environmental monitoring should be made

health re-examinations every year. ayailable to the members involved and ACOA.
10. Where a member working in an organisation wishing to introduce (4) Medical checks should be provided at least every year
SBE has a medical condition that precludes them from working with for anyone required to use SBE as part of their work.
such equipment, e.g. photosensitive epilepsy, they should be This check should follow the same format as the pre-
provided with alternative work without loss of pay or entitlements. employment medical examination, and cover eye-examination,
' vision testing, and a general medical examination to check
11. Rest Breaks for repetitive strain injuries or postural fatigue. A further
(1) Rest breaks can provide a means of overcoming or avoiding medical check should be undertaken whenever grounds for it
fatigue in the performance of screen-based tasks. It is ‘ ’ arise, or whenever an employee requests such a check.
important to realise that it is the recovery value rather than
the nominal duration of the rest break that is relevant. Rest (5) Medical records will be held as confidential and their contents
breaks will normally be more acceptable to staff if they have will not be revealed to management or unions without the
the opportunity to participate in the decisions about their explicit consent of the member concerned. HMembers must
frequency, manner and. duration. always have access to their own medical records.

(2) ACOA Members who operate screen-based equipment for continuous
periods in excess of one hour per day are to be entitled to a
rest break of 10-15 minutes duration over the one hour period.
If the SBE work is one of several tasks performed, them a far as possible to mest the griterta of this policy.
shorter break after two hours should be taken.

13. In workplaces where SBE is already installed, the quality of
the work environment and the equipment, {tself should be improved as

(3) Rest breaks are to be in addition to normal meal and tea and 14. Protection for Pregnant Women
coffee breaks. '

Female members are entitled to refuse to work on screen

12. Maintenance of Equipment ‘ based equipment where they consider possible damage to themselves

or birth defects in their unborn children.
Once SBE is installed, there should be regular checks on the

equipment, working environment, and people involved, to ensure that

Where the decision to refuse to work on SBE is made, members
major health problems do not arise. 1

shall incur no loss of salary, position or industrial entitlements.

(1) The equipment should receive regular maintenance and cleaning
at least every six months. Suppliers of SBE should be required
to offer maintenance contracts. Log-books for each terminail
should be kept and made available to members. and union officials
upon request.,

{2) The working environment should be monitored regularly, at least.
every six months, for noise levels, heat and humidity conditions,.
Tighting levels, and to check for ionizing and non-ionizing
radiation emissions.
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PART FOUR - SCREEN-BASED EQUIPMENT AND WORK ENVIRONMENT STANDARDS

Machine Hardware Criteria

(1)

e e R ISR

Visual Characteristics of Screen.

(a)

(b)

(c)

(d)
(e)

(f)

(9)
(h)

(1)
(3)

(k)

The image should be ¢lear and stable and subject to

brightness controil.

Colour combinations should be such as to impose least

stress on the operator, compatible with the least

production of radiation.

Characters should be clearly distinguishable, such that:

. character height should be a minimum of 1 mm per 150 mm
of viewing distance;

. character width should be up to 80 per cent of character
height
the space between. characters should be between 20 and
50 per cent of character height;

. row spacing should be at least equal to character height

There should be rolling and non~rolling display format

The dot matrix for characters should be at least 7x9 or

preferably 9x14.

Screen phosphors. should be refreshed at least 50 or 60
times per second to control flicker.

The screen should be glare-resistant.

Contrastshould be: variable and subject to operator
controi {minimum 3:1, maximum 10:1).

Height to width ratio of the screen should be 3:4.

On microform readers, there should be no lighting 'hot
spots’.

Microform readers should have matt screen finishes.

212,

(3)

(2) Keyboard

(a) The keyboard should be detachabie from the screen,

(b) Keyboard should be slim, and preferably no thicker
than 3 cm.

(¢) The keyboard layout should be similar to that of
typewriters, with special function keys conveniently
grouped and marked, to conform with 1SO 3243 (for
alphanumeric keyboards) and IS0 3791 (for numeric
keyboards).

(d) Keys should provide audible and tactile feeback, both
of which should be adjustable and under operator
control.

(e) Key caps should be concave (i.e, dished) and have a
matt finish.

(f) The keyboard surround should be matt finished, and be
fitted with a wide palm-rest along its near edge,

(g) The keyboard should be sloped, preferably at around 12°
to the horizontal.

Terminal

(a) The terminal should have a base that allows it to be
tilted and rotated for maximum comfort.

(b) The case work around: the screen should not be cluttered
with controls.

(¢) Equipment should be shielded, by being cased in metal or
Tined with metal foil, and it should be suitably earthed
to minimise emission of non-ionizing radiation.

{d) There should be a fan to dissipate heat, but its operation
should. be silent..

{e)  The machine should not 'hum' when turned on.
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(f) The wiring and electronics should conform to Augtralian
safety standards.

(g)  Noise power rating of machine in use should be Tess. than
50 dBA.

(h)  lonizing radiation emission should not be detectable.

(i) Non-ionizing radiation emission should be as low as
possible. There are no standards governing non-ionizing
radiation emission in Australia, apart from a draft
standard issued on radio-frequency radiation. In the
absence of acceptable standards, ‘members should' press

for emission levels in 1ine with forthcoming ACTU standards
on this hazard.

(3) Cables and leads should be secured, Jabelled and concealed.

(k)  The terminal screen should be shielded to withstand
implosion.

(1} Manufacturers' specifications should include. radiation
emission characteristics.

Machine Software

(1)

(2)

(3).

(4)

(s)

(6)

Programs for machine operation should be outlined in suppliers’
specifications..

Prompts, error messages and other diagnostics should be clear,.
concise and framed in good English. '

System crashes i:hrough operator error should be made impossible.

Input and stored data should be protected from system crashes and
machine. failures,

If several terminals share a common line or single computer,
they should be able.to operate independently.

Programs recording operator characteristics such as. error rates
and keystroke rates, are unacceptable,
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(7) Designers of software should receive ergonomic training.

(1)

(2§

(3)

(4)

(s)

{6).

Horkstation

Work surfaces should be of sufficient size to hold screen,
keyboard, source documents, working paper and still leave
room to rest the hands and arms.

Work surfaces should be matt finished.

Desk height should be adjustable to allow for optimal viewing
angle and provide leg area that is free of obstruction.

If the documents are suitable (e.g. A4 sheets) then document
holders should be provided which bring the text into line of sight
in frontof fie operator, preferably between the keyboard and
screen.

Chairs should be stable and swivel-topped, with a 5-point base.
They should be fitted with glides for hard floor coverings and
castors for carpet. They should provide maximum support
without inhibiting the operator, and provide adjustable seat
height, seat angle, backrest height and backrest angle - all of
which should be easily adjustable from a seating position.
Chairs should be firm, and inclined backwards at up to 8,

They should be.upholstered in a fabric that breathes

(i.e. not plastic).

The whole screen-based workstation should be such as to allow
the  operator to assume an optimum working posture:

. trunk, head, neck and amms should be in equilibrium;

. there should be Tlower back support;

. the line of vision should be approximately 1.5° below the
horizontals. '

. Keyboard should be as close to knee height as possible;

The workstation should be designed to: permit such an optimum
posture.
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4. Work Envirgment become contaminated by bacteria, Teading to people contracting
such diseases as. 'humidifer fever' or legionnaire's disease.
(1) Lighting
| (3} Noise Levels

(a) The ambient 11luminance should be variable, e.g. under

rheostat control, and 1ie between 150 and 300 Tux. (a) Noise Tevels should be kept below:

(b) AmbiEl.lt i1luminance should not greatly exceed screen . 50 dBA in areas where work invoives concentration,
i1luminance, and in any case the ratio should not exceed conversation or communication
4:1,

. 55 dBA in other areas.

(¢}  There should be no reflections from screen, keyboard or

working surface. {b) Impact printers should be insulated and separated from

keyboard areas.

{(d)  There should be no sources of glare in the operator's
field of vision, such as uncurtained windows or intense
1ights.

(4) sfatic Electricity

As far as possible, the workplace should be free of static
(e) Walls, floor and ceiling should be of matt finish. electricity.

. s pp d . bli
(f) Lighting should be concealed, or if overhead, Fitted with (5) Fittings, decor, electrical cabling

diffuser to distribut
ute Tight evenly (outline of tube or {a) Curtains should be bright, plain and composed of thick

bulb should not be visible).
' - . tribut - noi
(9} The operator!s field of view should be uncluttered and :ine:yt?esheddma:erial. They can also contribute to noise
restful on the eyes. nsulation and absorption.

(b) Synthetic carpet material, if used, should be of a type
with a copper wire interweave which can reduce the level of
static buildup.

(h)  Adjustable desk lighting should. be provided for source
documents.

(1) Luminance of screen and. source documents should be (c)
welT-balanced, ' ’

Certain colours and colour schemes may be undesirable
because of gloss finishes or darkness and must be avoided.

(2) Room Climate

(d) Electrical cables must not be the potential cause of
" mi shaps. Cables from equipment should conform with the
appropriate safety regulations, and where possible be
accessible only by tradesmen in the course of installation,
matntenance or repair. The use of extension leads that
criss-crossthe work area poses safety problems and must not

The workroom. should be air-conditioned, with temperature
maintained between 21 and 23 degrees Celcius (subject to
seasonal variation), and relative humidity between 45 and
55 per cent. (Filters and humidifiers in the air conditioning
system should be regularly checked to ensure that they do not
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occur.. Power outlets should be positioned in such a
manner to prevent accidents from occurring. Regular
servicing of electrical wiring is essential.

(6) Office Accommodation

(a)

(b)

The current Commonwealth Office Accommodation Guidelines
are inadequate in terms of their ability to comprehend
the significant changes to the working environment which
accompanies technological change generally, Accommodation
which may have been acceptabie prior to the introduction
of screen-based equipment invariably requires alteration
to ensure that it is suitable in the changed environment;

Where accommodation guidelines restrict the: provision of
an acceptable working environment for the operation of
screen-based equipment, it is the clear responsibility of
Departmental management to negotiate e.g. for increased
space or improved accommodation. As part of their overall
involvement in technological change processes, operators
must be involved in decisions relating to accommodation
requirements, floor plans, decor, etc.
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PART FIVE - DECISION-MAKING PROCEDURES

1. Priorities and Responsibilities

.(a) That changed technology tends to bring with it
significant ] for the psych ial environment of the
workplace - both positive and negative -« is certain. It is a
matter of concern that these implications have received far iess
attention from management than that given to the possibilities
of cost-cutting and improved quality control. The pressures
of staff ceilings in the APS has worsened this imbalance.
Ignorance of the implications of technological change in the
broad sense might also have been claimed, although this attitude
is now patently untenably. Priority setting has also been
incorrectly based due to uncertainty regarding the onus of
responsibility in refation to the psychosocial environment.
Such uncertainties, if they still exist, must be dispelled.

(b) To ensure that ACOA members are protected from potential
i11-effects associated with new equipment and work methods, it is
.essential that priorities presently accorded to systems capabilities
and’ cost comparisons must be reversed in favour of an approach
which places the operator at the pivot of tender and installation
considerations.

Participation

(a) The right of employees through their unions to be
involved in a meaningful way in the decision-making processes
which affect their working 1ives should be accepted by management.

The assessment of the implications of technological
changé for the physical working environment and for job satisfaction
is an essential part of this process. As indicated earlier,
it has been the Association's experience that management in
the A.G.F, is constrained in consultation on these issues by
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Tack of readily available expertise or knowledge or resource
areas, and, on occasion, by attitudinal concepts of managerial
prerogative

(b) The specialist advice available fromsuch areas as
the Physical Working Environment Branch, Working Environment
Division of the Department of Industrial Relations needs to
receive much greater publicity within A.G.E.; if the
resources of such areas currently 1imit the response which
can be given to departments seeking guidance, those resources
must be expanded to fill unmet needs.

(c) The Public Service Board is urged to clearly delineate
existing areas of expert advice within, A.G.E. concerning
occupational safety and health and ergonomics. This is necessary
to ensure the ability of management to participate fully in
technological change negotiations and implement agreed procedures.

(d) ACOA seeks to promote the maximi‘saﬁon of meaningful
participation by staff in the. processes which potentially affect
their working tives. While a good deal of lip-service is pajd
to participative ideals by management, staff often receive Tittle
benefit. in practice,

(e) Existing and potential operators of screen-based
equipment must be invelved in the processes that have or are Tikely
to have an effact on their daily working lives. The extent and
level of such involvement must be Jointly determined by staff,
unions and management.

Tendering Procedures

(a) The emphasis on cost as the prime crit‘em‘a for
selection of equipment has been. referred to above. While ACOA
recognises the relevance of proper consideration to cost factors,
the exclusion from specifications of factors relating to thé ‘
interaction of machine, enviromment and operatov; is unacceptable.

to ACOA.
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(b) Suppliers generally are not required to
tender in relation to the ability of equipment to meet
existing standards, nor in terms of significant factors
relating to occupational safety and health and ergonomics
such as:

. Keyboard Design and Layout
Character Size and Spacing
. Legibility

. Flicker

. Screen Size and Colour

. Colour and Design

. MNoise and Heat
Adjustibility

Radiation

.

(¢} There is a clear need for the Public Service Board, the
Purchasing Division of the Department of Administrative Services
and the Inter-Departmental Committee on A.0.P. to individually
and collectively re-assess the composition of tender specifications
in the light of the impiications for operators of the use of
screen-based equipment. Departments should take an. aggressive
position when assessing their systems requirements and subsequently
requesting supply. Suppliers should know where they stand and
not be given the upper hand or be in the position to dictate the
terms. Departments, with specialist assistance, if required,
should insist that suppliers comply with at least minimum equipment
standards that have been agreed to as being appropriate and necessary
for a specific system or installation.

{d) Equipment modifications following installation are time
consuming, disruptive and usually expensive. An awareness by
departments/unions/operators of any unsuitable equipment character-
istics can be achieved prior to installation if adequate consultation
and participation takes. place. Performance levels, besides those
of a technical nature, are largely dependant. on operator acceptance
of the system. Technical aspects of the equipment combined with
an operator acceptance will determine output. and. productivity levels.
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It is in the best interests of all concerned that equipment

designed to meet the operator's needs should receive priority
in tender evaluations.

(e) Tender specifications must require suppliers to
respond meaningfully in terms of the equipment's compliance

with at least minimum standards relating to operational
requirements.

(f) Consideration of tenders must place due weight
on ergonomic factors; unions involved in technological change
consultations must be provided with sufficient information to
evaluate proposed equipment purchases in this regard,
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PART SIX

GLOSSARY OF TERMS

ACCOMMODATION:

ASTIGMATISM:

CATHODE RAY TUBE:

CHARACTER:

DOT MATRIX CHARACTERS:

GLARE:

HARDWARE :

HYPEROPIA:

TLLUMINANCE:.

the ability of the eyes to adjust or
accommodate different viewing distances

a visual disorder caused by an uneven
curvature of the cornea.

an electronic vacuum tube in which an
electron beam is generated and used to
energise a phosphor screen which thereby
emits visible Tight.

the actual or coded representation of
a digit, letter or special symbol but
not a space.

character images on a V.D.,U. display
screen which are represented by an
appropriate number and location of
dots within a defined cell or "matrix"
of dot positions.

a visual condition caused by excessive
luminance variations within the field
of vision.

the physical equipment which makes up
a computer system.

a visual disorder caused by insufficient
refractive power of the eye (long

sightedness).

that part of the luminous flux that is incident
on a unit area of a surface, a measure of the
quantity of 1ight with which a surface is

illuminated. Measured in units of Lux {1x) .
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KEY FORCE:

KEY TRAVEL:

LUMINANCE:

LUMINAIRE:

MYOPTA:

PHOSPHOR:

PRESBYOPIA:

RASTER SCAN:

REFLECTANCE:

REFLECTED GLARE:

the force required to depress the key,

the displacement of the key from its
static to fully depressed position;
also called stroke.

measurement. of 1ight. intensity at source.
Measured in candela per square metre
(cd/mz).

distributor of light from a Tight
source.

a yisual disarder caused by excessive
refractive pover of the eyes (short
sightedness).

a coating of luminescent material
which emits visible light when struck
by electron heams.

the reduction of accommodation with
age due to a progressive inability of
the lens to change its shape thus.
Timiting the range over which objects
can be brought into focus.

a method of scanning a C.R.T. display
in 2 series of horizontal lines. The
technigue used in television receivers
and most types of v.D.U.'s incorporating
refreshed C.R.T.'s,

the ratio betwegen the quantity of light
that is reflected from a given surface
and the total quantity of light that
is incident on the same. surface.

refiection of bright 1ight sources

224.

REFRESH RATE:

YISUAL ACUITY:

the frequency with which the image on:
the face of refreshed C.R.T. i3
refrashed. Measured in units of
Hertz (Hz).

the ability of the eye to discriminate
or resolve fine detail.
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PART SEVER

CHECKLIST

DEPT/AUTHORITY
LOCATTON

SECTION SUB SECTION

NUMBER OF STAFF IN WORK AREA NUMBER OF MEMBERS

CLASSIFICATIONS

TYPE OF INSTALLATION (eg. Microfiche, etc.)

INSPECTED BY.

EQUIPMENT

BRAND

DATE OF INSPECTION:

il
ODEL DATE OF INSTALLATION

PERIPHERALS {eg. C.P.U.s, Disc Units ete.)

226.
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SECTION A

28 O

SCREEN

1. What size 15 $17 vevereonnecrnrnusonnonnpmonnruarnene

2. What colour 15 the SCreenTeceeeeececssccsooerraronvcess
3, What colour are the Characters?eeeovesesecreserscerecannes

4. Is there adequate contrast between screen and characters?
5. Are the characters legible and easily defined?.c.oscevioonecees
6. ls there adequate spacing between the characters?ee...oececeees

7. Do the characters flicker or SHAMMErT.vsssosarsoeassosressrrane

KEYBOARD

8, Does the equipment incorporate a KeyboardZes vosssosseseorsecene
9. 1s the keyboard detachable?.....oesvuscserrrcreeocrmmvnnrrnnses
10. Is there colour coding for command KeySZeseeorosasesmaossnssser
11. Is the keyboard layout adequate for work £a5KTeeoenrrsoscararer

12. Is there tactile or audio feedback for keyinglecorerascanisnse

ADJUSTABILITY.

13. Are there controis for screen éentrast adjustment?ecicsscsaneas
14, Are there controls for scveen brightness adjustment?.......
15. 1§ the screen height adjustableTe.eiscsuscaneeaprommenaneeenes

16. Is the screen angle adjustablel..cariicicinansanerninaanenees

OTHER FACTORS

RALD-UIRE AL L

17. 1s the equipment {including peripherals) excessively noisy?. ..

" 18. s the level of heat emmitted excessiveZ.sc.cevvorasarorrncnes

19. Has the equipment. been tested for radiation emission?..eeeveces

227.
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Summary of Findings.

L R LR R T R R

B R

LR R R T T Y T Ty
R T

R R

SECTION B

LIGHTING YeS. NO

20. Is the Yevel of natural 1ighting excessiVel........eeeveoses

21. Is the level of artificial Tighting excessive?..............
22, Is Tocal tighting (fe. Dark Lamps) 10 USEZ\....vvsrvoraecons
23. Have any changes been made to the artificial' 1{ght sources?
24. Is the Jevel of glare on the screen excessive?.......eeees..
25, Is the level of glare on source documents excessive?........
26. Are reflections on the screen excessivel.....vecuenrreeeenns

27. Are reflections on the source documents exéessive?..........

Summary of Findings

R R L T P
R R R P P Y
D R NN N R R

P R S P I

SECTION C
SEATING

28, Is the chair of adequate AIMenSTONS2e s viceisnrneenagonsaepos
29, Is the chair upholstered in vinyl?.

Cerresavyeenes

30. Is the chair upholstered in fabric?.iviiieieieeeroerronnenes
31. Does the chair have a five 1€g DaSE2.eeveeeverresnrenennenns

32, Does the chair have castors or glides?....

228,

37.
38,
39.

4,
33. Are castors or glides able to be locked?.iuvvveerrvennrncinnsns
34, Does the chair have arm rests?...eeievescarsnesrcnenrsarenses
35, Are footrests available or n use?....ccevvecvvrvecnnnnnss
ADJUSTABILITY
36. Is the chair adjustable in height?...coeiienviiiainainiiiionnes

Is the back support adjustable?....uuseverecercsimnecincieanens
Are the armrests adjustable in hefght?...coevievvencrrnerreanns

Can all adjustments be made from a seated position?............

DESK/TABLE

40.
41,
42.
43.
44,
45,

Are a sufficient number of work surfaces provided?........eeves
Are the work surfaces of sufficient siz8?....ccvvvvvinnenisnens

Is a "standard issue" desk in use?...o.veunn

Is the work surface adjustable in height?...
15 the surface of the desk/table matt finished?...iciviiiiarens

esrssenesasanencs

Is. the underside of the desk/table free of obstruction?........

OTHER FACTORS

46,
47,
48,
49,
50.
51,
§2.
53.

Are their curtains in the work or surrounding areas?......

Are there carpets on the floor?i.ioivieiininiiiiinnansaes

Is the decor pleasant?‘........l...........,....‘.‘....‘.......‘....

Is. the amount of floor space adequate?....eeeeveruesnnnrere oo

Is. the work area airconditioned?...c.sveeeeereneneeenaeneossos
Is the airconditioning adequate for all climatic conditions?...
Are electric cables and power points safe and out of harms way?

Are document holders available or in use?.....eoveueeiiiiiinnns

229
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5.

Summary of Findings“ ..

D R R L LR L L E R LT PR T PR P

L R I TN,

D A R R N I I I T

D R N P

SECTION D

HEALTH YES MO

54, Are any operators suffering from: EYESTRAIN........cvvvuenees
HEADACHES. o vvvennvnrnansans
BACKACHES.easuvrvreenvannes
UNDUE, STRESS..vvorerrienses
NAUSEA. +vvvvesvensvnnnnesns
NERVOUS TENSION..v.veennaes
55. Is the employing authority providing eyetests?......cvevueqens
56. Have any 6perators recently had their eyes tésted?.........,.s
57. As a result of any eye examination are they:
L R TR TR TR
_Now wearing spectacles?..........
Had new lenses prescribed?....... .
Besn referred to a specialijst?...
58. Are formal rest breaks {other than meal, tea & health)provided?
59. Have any operators lodged a compensation ¢12im?...vecvoveaness
60. If a compensation has been lodged, has it
Been SUCCESSTUI?ueusunrenrenraers
Been re‘jected?.,.‘.........;.....A.

Not proceeded with?'.....,..‘.....‘.‘

Summary of Findings' .

P TR R P P PR R PP PP

D R R XY T WK TN IP P D R R R PP SRR PR

R R R T O A PP S

R T )
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HORK REQUIRMENTS ¥ES MO

61. What percentage of the job deals with the screen based
equipment?

100 - 752 3
50 -708 [
25 - 505 [J
0 - 25% D
62. Is there any varfety in the work done?.......ceeveevencncrnseses

63. Are the operators required to meet a quota?
eg. Keystrokes per hour, forms OUtPUt....esevvcseavascsarsaaass

64. Are the operators working to daily/weekly/monthly deadlines?....
65. What is the general level of job satisfaction?....ceeevsvesoenss
TOWeeeunenss
reasonable...

goode.eerases

Summary of Findings

R R T R R R R P R LR E
R O T R N
R R R L T R R R IR L I R R
R R R R R R R R R R R PP PP P P PP I

TR R R R R N R R R TR R TR

CONCLUSTON, RECOMMENDATIONS AND:
ACTION TAKEN

R R R R R R R T RN

P R T,

D R R R R L R R R R P R PP PP PP PP T PP

R R T T N T TR R LR RN R R

D LR R R R R T AR RR TR




APPENDIX 'A'

EYE HEALTH AND VISION EXAMINATION FOR SBE USERS

1. Examination of SBE Operators

1.1 A1l SBE operators should receive a comprehensive assessment of vision
and eye health from an optometrist or ophthalmelogist before commencement
of work with the equipment. This assessment should not be a screening
but should be a complete examination consisting at least of:

(1) taking of a case history

(ii) measurement of unaided visual acuity

(iii) examination of the external eye

{iv) ophthalmoscop%c examination of the internal eye

{v) s1it lamp biomicroscopic examination of the transparent
structures of the eye in particular the crystailine lens

(vi) objective and subjective refraction of each eye and
binocular balance.

(vif) measurement of the amplitude of convergence and
accommodation

{viii) measurement of phorias and duction

(ix) measurement of fusion and stereopsis

(x) testing of colour vision

(xi) measurement of visual field and/or tonometry.

1.2 Additional tests should be carried out when in the clinical

judgement of the optometrist or ophthalmologist concerned they are
considered necessary. The clinical judgement of the examining optometrist
or ophthalmoiogist should be regarded as an over-riding principle in the
testing of the vision of SBE operators.

1.3 Subsequently, SBE operators should receive compiete vision and

eye health examinations every two years. More frequent examinations of
individuals should be conducted if in the opinion of the optometrist
tor ophthalmologist they are considered necessary.

1.4 SBE operators should receive an examination from an optometriét
or ophthalmologist immediately any signs or symptoms of vision difficulties

present.

232,

2.

1.5 Normal ethical standards regarding confidentiality should be
maintained when examining SBE operators and the contents of optometric
records should not be revealed to third parties without the explicit
consent of the worker concerned.

2. Screening of SBE Operators

2.1 Vision screening should not be considered to be a substitute for

a professfonal examination provided by an optometrist or ophthalmologist .
The AOA does not favour the screening of SBE operators but understands
that in some circumstances screenings may be warranted.

2.2 Optometrists or ophthalmologists should conduct the screenings.
Other personnel can be trained to screen SBE staff but they cannot

be expected to exercise the clinical judgement that comes from the
broad training and clinical experience possessed by the eye care
professionals. Interpretation of the results of screening tests is
frequently difficult,

2.3 If lay-persons are to be used in conducting the screening of SBE
operators, they should receive adequate training from an optometrist
or ophthaimologist .

2.4 Screenings should be an adjunct to the procedures described in
section 1 above. Complete vision and eye examinations should be
received before the SBE operator commences work with the equipment and
at least every two years after.

2.5 Any person failing the screening should immediately be referred
to an optometrist or ophthalmologist . Any person complaining of
symptoms of vision problems should also immediately be referred.

2.6 Screening should consist of

(i)  testing of distance visual acuity using a Snellen Tetter chart
at a distance of 6m from the subject. If the subject usually
wears an optical correction it should be worn during the test.
More than two errors with either eye in the 6/9 line indicates
a need for referral.
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RALIAN PUBLIC SERVICE ASSOCIATION C“g’ﬁm’x’“’m“’
(FOURTH DIVISION OFFICERS) Fodoral Secretary-Treasurer
v ; £0.Box 147
Y Federal Council Carlion South, 3053
(i1) testing of near visual acuity using a suitable near distance
chart at the subject's normal working distance., If the subject {Pagateradtrdes e Conchabon i Albbson Ack 19041 Telophons (031663 593
ot
normally wears an optical correction, it should be worn during Office Address: Teler AA5702
the test. If the subject wears bifocals, the card should be 41-43 DRUMMOND STREET, CARLTON
viewed through the reading segment. Operators making more than OURRER: 23/8/30 4th September, 1984
two errors with either eye in the 6/9 Tine should be referred. YOURREE
: Mr. T.J. Talber
(i11) testing of oculomotor co-ordination using a Maddox wing test or Secret:ary,ﬁ1 B
its equivalent. Normal optical correction should be worn during Jo;zglgzriiimigiary Committee of
the test. Referral is necessary when Parliamentcﬂguse?'
CANBERRA 2600
(a) horizontal heterophoria exceeds 12 dioptres of exophoria
or 5 prism dioptres of esophoria Dear Mr. Talberg,

Qccupational Health & Safety - Screen Based Equipment

(b} vertical heterophoria exceeds 1.5 prism dioptres,
I refer to your letter of July 23rd and enclose as requested
. APSA Policy documents on

2.7 There is no need to test colour vision at the screenings if a

complete examination by an optometrist or ophthalmologist has been . Screen and keyboard environments
initially conducted. . SBE Technical Criteria

December 1982 . Repetition Strain Injury

As you will no doubt be aware, APSA is in dispute with the
Department of Social Security regarding the introduction of
STRATPLAN, Details relating to the proposed eye examinations
Source:  Australain Optometrical Association Policy On the Vision for SBE operators comprise one of the remeining unresolved

of Screen. Based Equipment Users. issues.

Yours faithfully,
P Y
/3l e
? B
V.B. McMullan
Federal .Secretary/Treasurer

PF/lel
Ene. ,

234, 235.




SUMMBRI - AREAS. FOR RCTION

*  wWith the objective of preventing RSI and instigating urgent
action to ensure that all existing sufferers are provided with
optimum conditions for recovery, APSA demands the implementation
of detailed management strategies agreed in negotfation with the
union, which are based on a sound analysis of the causes of RSI
and vhich specifically include an early warning identification
REPETITION STRAIN INJURY gystem and an ongoing program of preventive action.

*  Early reporting/identification systems must include:

APSA (FDO) POLICY

. provision to staff of management's written RSI policy as
agreed with APSA emphasizing sympathetic handling of cases
and giving undertakings that redeployment/rehabilitation
action will be without loss of salary, conditions, status or
job satisfaction

. the introduction of clearly defined reporting and information
collection systems and reporting of all cases to the

appropriate APSA State Branch

. ongoing education/training for supervisors, management and
workers

. clear identification of management responsibilities for
policy implementation and union liaison

. improvement of compensation claim handling
*  Ppreventive Action Programs must:

AUGUST 1984

. be based on a complete analysis and clear identification of
causes

.« provide a framework for dealing with individual cases
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-2 -

. include agreed strategies, actions to eliminate causes,
timetables and targets

. provide for the use of agreed independent experts e.g,
ergonomic/medical audits including six monthly medical
monitoring

. provide resources for ongoing education/training

*  Por the purpose of ergonomic assessments, APSA's Screen and
Keyboard Environments policy will be recogniséd as a minimum
standard.

*  The management practice of allocating a rate of work for a
task must be abolished; work allocation systems must be agreed.

* Rest breaks of at least 15 minutes during each hour
additional to personal health and meal breaks must be introduced
and enforced.

*  Training must be given to workers (prior to commencement of
working in a new or changed job or with new furniture or
equipment) in how to work "ergonomically".

*  Job design/redesign to vary duties should be considered in
consultation with the union.

*  Management should encourage workers who report RSI symptoms
to seek appropriate medical advice.

*  The practice of insisting on "confirmation" of a doctor's
diagnosis by a CMO/AGMO is without foundation and should not be
employed.

*  Management should clearly acknowledge workers*® rights to
acceas to Compensation, provide information and advice on
Compensation matters in the workplace and deal with claims
cbjectively and expeditiously.

238.
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* The Commonwealth Employees’ Compensation Act should be
amended to facilitate payment for home help, to provide for
financial assistance with special travelling arrangements and to
significantly increase the level and duration of weekly
incapacity payments.

* Rehabilitation services of all types should be recognised
under the Commonwealth Employees' Compensation Act.

* Post-diagnosis action by management in relation to an
individual should be based on medical advice on the
characteristics of the injury, possible causes, type and duration
of treatment/rehabilitation and the limitations it places on work
and should follow the specific steps outlined in the body of this
policy.

* Where, after assessment and consultation, redeployment action
ig agreed as desirable, it shall in no circumstances involve a
reduction in salary, conditions or status and will follow the
principles and procedures outlined in the body of this policy.

*  The worker's salary, employment conditions and employment
status must be maintained through the full course of
rehabilitation.

*  Management must provide sufficient additional staffing to

enable the use, where necessary, of permanent full-time staff to
maintain necessary work output.

239,



1. INTRODUCTION

Phe Australian Public Scrvice Associalion cwnujh Division Officers)
has some 35,000 members working in a variety of occupations in the
Australian Public Service, N.T. Public Service and Commonwealth
Statutory Authorities ~ many of them involve§ in regetitive woyk

on keyboards and in clerical assistant Functions. ‘The inereasing
incidence of Repetition Strain/Occupationatl OV(. se Injury amongst
our membership in reconil yoars represenis the nlnu{n mos | ﬁnyinuﬂ
and ularming occupational health and sulety issue for Lhe union,

In the course of union activity around the issue, APSA has been

faced with a range of unsatisfactory responses [rom management

and Authorities with particular roles in relation to ocuupatioﬂal
health and safety in Australiam Government Employment ureas. The

time is now long pasl when managemeni vould seck Lo d\su!u;m
responsibility for RSI. The simple fact is that Lhe actions necessary
to prevent the occurrence of RSI are well known. Management negligence
is the key problom

This policy document

. provides a definition of R8I, its symptoms and an outline ol its
causes .

. deals in detail with prevention sirategies

spoecilies aelion Lo be Giken in relation to the liandbing of
existing and future cases

. discusses ireaiment and vehabilitalion principles
. identifies areas where consultation with the union is required.

it is being served on management in all Australian Government
Employment areas snd will form the basis for negotiations between
management and the unions at all levels.

Retference should also be made to the APSA publication "The R8I
Sufferer's Handbook" (August 1984), APSA policy on Screen .

and Keyboard Envirommenis - "A Salo and Henlthy Job?" (reprinted
April 1983) and APSA Screen and Keyboard Technical Criteria
(revised and reprinted August 1984).
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2. DEFINITION, CAUSES AND SYMPTOMS

Repetition Strain Injury and Occupationi] Ovet e Injury are
collective terms for a range of muscle and tendon injuries ol
the neck, shoulders, fingers, wrists, hands and elbows. Muscles
and tendons are subject to Lwo types of mechanical stress where -

"i) static loading or continuous contraciion is requirad
of the muscles of the neek, shoulder girdles and
upper arms to support and fix the arm in a position
of function. The arm may be regarded as a lever.

(i1) dynamic loading or repetitive movement is often
required of the forearm, wrist, hand and fingers
to execute a task." *1

Az with other forms of Occupational Overuse Injury, a single cause
or a variety of ipteracting causes and/or contribufing frctors may
be responsible for the injury - for example

. rate and frequency of repetitive movement

. degree of static muscle work

. stressful arrangement ol job tusks

. individual work measurement, incenlive schomes
. lack of adequate job training

. lack of adequate oceupational healtl and safely travmng tor
workers/supervisors

A repetition injury will usually show up as pain, swelling or numbne: s
in, or around, the affected muscles or tendons. This usually occurs
in the fingers, one or both hands, wrists and on arms. In some cases
the shoulders, neck and or back muscles can be affected.

At first the pain, swelling or numbness may occur only occasionally
while the repetitive movement is actually being done. However if
preventive action is not taken the condition will worsen. [t may
then persist while the worker is' doing non-repetitive movements or
even when they are not using the injured area at all. Symptoms may

Jworsen as Lthe working day or weelt progrosses.

Thus, it is common for RSI to be referred to according to the stage
and seriousness of the conditions. These stuges are not absolutely
fixed and separable, but reference to them anssists in understanding
the nature of the injury, the problems it causes and the principles
on wiich proper prevention, treatmenl and rehabilitation sirategles
are based.

*1 Browne, C, Arthritis Foundation ol Ausitralia Symposium Paper

September 1983
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Pain occurs while working, but may stop with rest
e.g. symptoms disappear while resting, overnight
and on weeckends. At this stage, Lhere may be
minimal or no reduction in work performance.

Stage 1

Pain occurs while working and continues afler work
but may stop by the following day. Ability to
perform repetitive work declines.

Stage 2

Stage 3 Pain, fatigue and weakness continue while Che Limb
is at rest and abates more slowly. Repetitive work
cannot be done - worker needs time off but may

return to a modified job when night pain stops.

Pain, fatigue and weakness is unrelieved except by
lengthy periods of rest.  Workee unable to work for
months or years.

Stage 4

Stage 5 Chronic and persistent condition. 'The affected 1imb
will have no functicnal use. The worker will never

return to work.
Throughout these stages several conditions may be experienced:

"WYhat are the clinical conditions making up RSI disorders? A variety
of regional or poorly localised pain disorders acting singly or in
combination to reduce work performance. They include:

= Tenosynovitis ol the flexdr (palm side) and exlensor musele/tendon
compartments of the forearm, wrist and fingers. This condition is
due to overload and overstrain of the muscle tendon structures and
tendon sheaths and muy cause swelling, pain and wenkness of grip.

- Carpal tunnel syndrome is due usually to flexor tenosynovitis and
flexed wrist posture. Causes numbness, pins and needles ol Lhe
fingers, weakness of grip, uncoordination of hand function and
night discomfort.

- Epicondylitis is pain arising at the c¢lbow due to overstrain of
the attachment to tendons at the inner and outer aspects of the
elbow - so-called tennis and golfors colbow,

~ Shoulder and neck pain is usually associated with adverse constrain

posture in maintaining the arm in a functional position to perform
a task. Static muscle loading and spasm occur with aching and
difficulty in maintaining the shoulders in an elevated position.

During clinical examination the physical lindings are usuully semi
objective with tenderness or pain on motion of a joint, numbness or
pins and needles may occur in response to certain manoeuvres.
of nctual swelling or redness or other signs of inflammatlon are rare
hecnuse Lhe condition s Fundamenliclly nol iof Lammutory, " 2

*¥2  Ibid
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" workers performing similar jobs will not contract injuries.

3, EFFECTIVE MANAGEMENT AND PREVENTION

The objective of APSA RSI policy is to prevent RSI and to instigate
urgent action to ensure that all existing sufferers are provided
with optimum conditions for recovery. This nccessitates the
implementation of detailed management strategies which have been
agreed in regotiations and consultation with the union., These
strategies must be based on a sound analysis of the causes of RS
and must include the two vital components

* an early warning/identification system

* an ongoing program of preventive action

Early Warning/Identification

RSI must be identified at the earliest possible stage to ensure that
individual workers do not suifer permunent damege and that other

The
erucial feature of an effective early warning system is the creation
of an environment in which workers will report the earliest symptoms
to the appropriater aréa of managemont (e.g. supervisor, occeupational
health nurse) and their union with the cortainty thatl management will
act immediately to ensure that preventive action is taken, Failure
Lo report symptoms and scek medical attention in the eartiost stage
makes treatment and rehabilitation much more difficult and may result
in permanent, irreversible damago.

Undoubtedly the main reason for failure to report symptoms is fear
of the ocutcome i.e. management attitudes und practices mry create a
situstion where vworkers percelve thal it is not in their interests
to be identified as having RSI. Fellow workers may, for example,
have been treated with cynicism or disbelief, moved to an. area remote
from the established sccial network, given uninteresting or degrading

. work, deprived of Higher Duties Allowance, de-classified, threatened

and harassed, sacked during probation or after long service on
invalidity grounds. Even where these things have not been experienced
in the workplace, a more general fear of the uncertain future, coupled
w%tgé}ack of knowledge of their rights, may inhibit early reporting

[ " .

It is therefore essential that management takes urgent action to

© remove obstacles to early reporting/identification.

Mindmum requirements include -

* provision to stall of manugement's written RSI policy, which huas
been agreed with APSA, which emphasises that management will handle
cases sympathetically and which gives an undertaking that
‘redeployment frehabilitation action will notl fnvolve loss of salury,
conditions, status or job satislaction

the introdustion of cloarly defined reporting and rntormation

collettion systems und Lhe reporting ol-all cuses Lo Lhe appropriate

APSA State Branch.

* the establishment of ongolng cducation/training lon- supervisors,
management and workers in RSI prevention and case handling
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* the clear identification ol mimagement vesponsibilitios ut
all levels Tor RS pobicy wmplemendsd von ol suton 1iaason

*# the implementation of chinges necessapy o achiove rapid
handling of compensation matlers within the Department/Authority.

Preventive Action Program

(i) Principles

The ongoing program of preventive action must be based on a complete
analysis of the problem and the clearest possible identification of
causal factors. The program must specifly action to be taken to
eliminate these causal factors across the board and must also provide
the framework for dealing with oxisting individunl 887 casos and any
which occur in the future.

The following principles must be accepted by managemeni Lo onsure the
success of the program - .
¥ commitment to consultation with the union on the development

of the program

* commitment to implementing changes necessary Lo prevent the
ocecurrence of injurics

* the use of agreed independent exprrts. for various purposes including sfx
monthly monitoring of staff by a medical pracLitioner expericnced in 181
and for ergonomic audits.

* the provision or resources for cducation/training of workoers,
supervisors and management.

(ii) Preliminary analysis

The preliminary analysis of the problem must specily its extent and .

take account, at minimum, of those factors which are known to cause
or contribute to RSI including -

* the frequency and duration of repetitive movements,
* the absence of adequate recuperative (rest) hroaks,
* force used in performing the movements.

* the degree of statie (Fixed) muscle loading in Ghe trunk, shoulders
and arms.
.
*  thedegree of stress invelved in the job contributed to by its boring,
monotonqus nature or the lack of opportunity for initiative,
responsibility or individuality. :

sudden changes to rates ol work c.g. caused by peaks or related to

return to work after periods of leave exceeding three weeks: or
peak warkiounds), '
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* individual monitoring of rates of work leading to silress and
work pressure.

* pad equipment, workstation and/or working environment design.

The analysis will thevefore Lypleaily involve umion/manuagencnt
assessments based on the standards detailed in this document and
other relevant APSA policies*3 and the use of agrecd independoent
consultants (¢.g. ergonomists, occupationai therapists ele.) ro
carry out specific workplace audits. ~ The preliminary analysis
report should then form the basis for union/management consultation
in relation to the preventive action program itself.

(iii) Compensation

Workers with HSI will typically be in a position to utllize
Compensation payments once diagnosis has been established. Management
should clearly acknowledge the workers' right to access to
Compensation provisions and deal with their claims in a responsible
and objective manner., Information and advice about Cumpensalion
matters should be made readily available in the workplace,

Rapid processing of claims by the employmoent authority bs particularly
important given the potential for severe financial hardship lor
workers on low incomes who may have exhausted sick leave centillements,

Given the nature of the injuries and the length of the rehabilitation
process, the Commonwealth Employcest Compansation det should e
amended to facillitate payment for home help in addition Lo Lhe
current provision applying to help of a personul nature (i.e. buthing,
dressing ote,) and to provide for linancial assistance wilh necessary

special travel arrangements ilo and from work. In addilion, the level & duration

of weekly incapacity payménts is unrealistic and should be
significantly increased by Government action.

All forms of rehabilitation services, as well as those provided by
the Commonwealth Rehabilitation Service, should be c¢loarly recognised
under the Act. !

(iv) Prevention program

The on-going management prevention program should typically ianvlude
details of agreed strategies, actions, timetables and targets in
relation to all relevant aspects such us crgonomics, rate of work,

work routine, training, job design, post diagnosis actiom, redeployment
and rehabilitation, APSA's policy on these issues is detailed below.

*3 'A Safe and Hoalthy Job® APSA Policy on Screcon & Koeyboard
Environmonis

APSA Technical Criteria for Screcn & Koyboavd Environments

APSA Work Measurement Policy
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Ergonomi ¢s

As indicated above, APSA has produced delailod poticy statements on
the ergonomic aspects of Scrcen & Koeybourd Lnviroaments including
minimum acceptable standards for -equipment, workstatlons ete. These
documents have been widely distribuled amongst members nnd managemen t
and are available for the Branch and Foderal Offices ol Lo anfon.

Rate of Work

Management imposition of a particular rute ot work lor a tash i
able because il places unnecessiary sLress on the worker involsod, and
in cases where the rate is unreasonubloe may be o canse o1 dimage

to health e.g. repetition strain injury. A reusonsble vate of work
varies with the capacities of the worker concerned and the type of
work being done. It cannot be said that there is an absolute sufe
rate of work,

The rationale of work allocation must take thesc factors into account
and should be arrived at in consultation with the workers involved
through APSA, Where problems or disputes arisc, management should
initiate discussions with the union which must be provided with ali
the information necessury for a full ussessment ol the situntion,
¥ork Routine

The availubility of adequate rest Drouks is necossary (o avoid an
accunmulation of fatigue and strain which contributes to repetifion
strain injuries whore repotitive work is performel, :

Adequate rest broeaks must therefore be provided ltor and should be -
* developed in consultation with worker.s and Lho unjon,

* of at least a total of 15 minutes during cach hour additiona)
to personal health and meal breaks.

* maximised rather than minimised.

The purpose of these rest breaks is Lo relrosh Lhe museies and
tendons of the body and/or eyes thus Lhe breaks should not thvolve
other forms of work, These rost periods should #lso bave a
psychologicully reireshing elfect and the worker should therelore
be able to decide how the time is spent. Management must make it

clear that rest breaks take preccdence over work output considerations, .

Programmed exercises or prescribed/proseribed activities durlng rest
breaks must be optional and should not Lake up more an one third of
the rest breuks. Certain exercises und aclivily may be a beneficial
counter to the sedentary nature of the work, however these should only
be developed on the advice of u sui tably oxperienced oceupational
therapist, in consultation with APSA ‘und on Iy after a Lthorough
examination of a particular workplice and work tasks.

o=
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Training

In addition to providing a workplace which is m-r;:u!u.nun al lyl
accoptable, with fully ndjustable worksiat s, el 1.1-.,'.ulu or
properly designed equipment, the cmployer mi ."m““l L ”f 1;;:]“,
to the commencement of working in a new or ¢ ged jobr or o w :1
new lurniture or equipment, ull workers are Caaght how Lo work

in accordance withrccognisced orgonmmic principics el why this i imporiant,

1L I8 0f course mso pecessary (o r-miur:'- that "|:«:r|||||f|u~n>§ ar
nup-dates” of this information are regularly carried out.

5 B sL LO a4 new pusture.
It takes the body approximately 6 weeks to adjust to a n ¥ pos
This can cause discomfort to the operator and fol!uw-up training, ]
reassurance and support is necessary. Without this, many operators
will adjust the ergonomic furniture hack to the proportions they
were usoed to.

Training should covoer ~

* ergonomic principles assoeiated with echuirs, worksialions, pusture
ete.

*  ways of making necessary adjustments to furnitore and cguiement.

* points to regulurly horitor in Lhe workplace to enrure 1t renatns
ergonomically sound.

* ipformution on the potentinl hazards associalbod \v|l‘l|‘ the worlk
(sich ns repetition injuries, posturasl and crponomic pl'nhh-m:._'
chemicals or other hazards in the area) and preventive strategies
inctuding Lhe importance of a sale work rate and sadegunte resd
breaks.

* information on the management heulth m}d safety policy and slrategy
and the role of the union and workers in the strategy.

* information on health and safety tests und/ox" mcmil;gri.ng gy:?te_ms
and the procedures/entitlements associatoed with acceidentyinjury
reporting and compensation systens.

Job Design

Job design is o significanti but often neglectod aspect of Ilbl'
prevention, Despite attention Lo lactors such as ('l‘g(mumit.'h and )
rest breaks, the existence of jobs which are compriscq enti x:g!y of
one repetitive function, such as keying or sorting, will continue
to put workers at risk.

r redesign of jobs so that a range of dillevent funciions are
g::igngd shouldgthere%ore be considered. Beca\_xso of 1'!11‘: "‘.-unsl.ralnts
of existing classification structures and posilion clus ;IichIL‘I()n
standards, the work value implications of multi-skilling and the
need to take into accounl the interests ol workers in (_)1:her ardus who
may be directly or indireclly atfectod by vre-organisation and
reallocation of work it is particularly essentiol Lhug Jub desaign
proposals are the subject ol consultation with the union at the
cartlest developmental stage,
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Posi-dingnosis ac l;:l an

When a case of RSl is medically diagnoscd, managoemen! should asses.s
necessary action on the basis of medical advice on -

* the extent of the injury inu:]'udj,ng precisely ‘'which muscle gr i 5
are ottonted ¥ mEcle groupings

* the possible cause(s) of the injury
% the course of treatment recommended
* the lenglh of time needed for rehabilitation

the limitations placed on employment e Lerms of bosh tasks and
recommended duration of work.

The following specilic stops should bo taken -

* an inde{pendent assessment of the working environment, job desipgn,
fate of work and work rouline by suitably qualified agreod
personnel.

*

}:r;)visic{l)Agé'ALgo exgcx'ts' assessmoenls Lo Lhe employes and the
elevan ranch to assist in rehabilitation and g
of the ingurs. one andd moni toring

* implementation whore appropriate of changos uecossary Lo enablo
the worker to rdturn to their posiljion oL, ergonomic lmpruveﬁnents,
changes to work organisution and methods Cineluding rost hreaksy,

* implementation where appropriate of suitable vesraining and
redeployment strategies (sec below),

* institution of arrangements for continuing monitoring by health
professionals to asecortain Lhe offoct ivenoss of agrem] action,

* the granting of access to the workplace by health professionals
who_are treating the suffercr and who are intovestod in meking
their own assessmentis ol the sitankion,

* training of the worker in the applicatiog of ergonemie and
preventive pringiploes,

Redeployment . .

As the nature ol these injuries is related Lo overuse and
: 2 3 > and repetitive
i;::igtit Jsdg'ex;eru%i.y aicepted‘ that treatment, in the early stages,
S predominantly of rest and/or immobilisati 7 resgat; :
o sts predominant / sation and.the cessation
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Workers often present medical certificates recommending '1ight
duties', 'no kevboanrd work' cte ,oaml dhey are o copned e alhey
duties on an ad hoc buasis, There is Littly or no anvesLigution
of whether these duties are suitable and the onus is thereiore
placed on the sufferer to notily the inappropriasteness of the
position. This causes [riclion belween the people in the work
area, the sufferer and management due to a lack ol understanding
of the work limitations placed on the sufferer,

It has been common practice in Australian Government Lmployment
for RSI sufferers to be used to fill clerical shorifulls in

areas where there is a backlog of monotonous work. This is
unacceptable, as it places the sufferer in 2 high stress situstion,
due to the tedious and monotonous nature of work which docs not
atd in the offective rehabilitation of the suffercr and may 1o
fact aggravaLte Lhe injury.

Where it is decided that redeployment is the most desirable ol
the options which can be made available (consistent with the
doctor's rcehabilitation program) the following principles and
procedures should be applicd -

* There should be full consultation with the employce on options
and procedures prior to any decisions being Luken. lhis must
involve real consideration ol the employce in regurd to
employment and career options,

*  Redeployment will not under any civewnstance . anve v reduction
in salary, conditions or stalus,

+ pPolailed job desceripltions of prospectsve ponelron Shond
subsequently be provided to the employer, their Livaliug
* medical practitioner/s and the relevant Branch of the uniovn,

* Modifications to prospective positions to muke Lhem suitable in
the light of the nature of the injury and treatment should be
undertaken where necessary.

* A graduated return to work {c¢.g. Lwo days per week lor the
fivst month ole.) should bo wrrinpged where appeapr e ¥

*  Under no circumstances should an employue be presstiod 1o alter
their employment status Prom Pl beCines to paed i,

* Medical monitoring should continue throughout the redeployment
action.

* Management should ensure that feedback Irom the employev is
maximised and on-going, particularly with regard to job
satisfaction.

*  Full documentation uf the redeployment activities shuuald be
maintained.

* 31 1t is npot uncommon for iater stage sultorers Lo have o
rehabilitation program of 18 months to 2 yewrs; w graduated
return Lo worrk may lessen the risk of recurrence and the
anxiety amsoCinted with return to work after u prolonged absence.
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* In cases whereredeployment is unsuccessful, a written report

which fully documents the action taken should be made to the appropriate
authority with a view to instituting formal redeployment procedures under
applicable legislation (e.g. the CE(RR) Act where the organisation is
prescribed), regulations or specified redeployment processes, APSA will
oppose redeployment being instituted under these formal procedures in
cases where the redeployment strategy as outlined in this document have
not been followed or have not been completed.
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. TREATMENT AND REHABILITATION PRINCIPLES

Once a worker is medicully diagnosed as sulfering from ripetition
strain injury the appropriate course of treatment will depend on

the doctor's recommendations., It is important that a worker who

reports RSI symptoms is encouragaed to go Lo a doclor who is aware
of the range of occupational overusc injuries and who is prepared
to diagnose and treat them in the most direcet way.

An accurate diagnosis following a detailed anatomical examination
will note carefully the precise nature and location of the injury.
This is important because if only one or two specific locations
are injured it may be possible to deduce which aspect(s) of Lhe
Job caused the injury and because it provides an accurate reference
point for measuring vrehabilitation progress.

There is no requirement for a doctor's diagnosis of RS1 t
‘confirmed' by a Commonwealth/Government Medical Officer (CMO/AGMO).
In addition, experience suggests that CMO's/AGMO's may nct be
trained to deal adequately with RSI cases. The role of CMO/AGMO
should therefore be restricted to assessments of fitness for work
required under specific Regulations and/or Acts and assistance
to management in identifying limitations imposed by the injury.

It is the role of the worker's doctor to monitor the physical
progress of the injury and advise on the limitations this imposes.
1f a formal "confirmation'" examination is required in a disputed
case this should be carried out by a medical practitioner agreed
to by APSA.

In cases where the treating doctor can readily identily the cause
of RST, have the bazard oliminated and return the person Lo work
without loss of time, medical follow-up to ensurce Lhat the injury

" does not re-develop is essential, When the injury is more

extensive, acute or debilitating, specific remedial treatment should
commence.

The goal of the rehabilitation processes is to ensure Lhat the
worker eventually has a satisfying, full-time permanenl job which
can be performed within any limitations imposed by the injury,
Management commitment to this concept is essential.

It is important that the worker's conditions of cmployment are
guaranteed during rehabilitation., fThe cmployer hus been responsible
for the contraction of a preventable work-related injury and thus
has a legal and moral responsibility to minimise tLhe costs to. the
worker,

¥hile a number of options are possible they must be consistent with
the principle of maintaining the worker's employment status (i.e.
substantive level or in the casc of long-term Higher Duties, their
Acting level) through the full course of rehabilitation. Sufficient
staffing cover must be provided Lo cnable the use of additional
permanent full time staff to maintain necessary work output.
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ACTU HEALTH AND SAFETY POLICY

PREVENTION OF REPETITIVE STRAIN INJURY,

Repetitive steain injury (RSI)is the collective name given to muscle and tendon
injuries resulting from the continuous hand and body movements and static
rmuscle load demanded by numerous forms of repetitive work, RSI includes such
conditions as:

tenosynovitis

synovitis

carpal tunnel syndrome
bursitis

tendinitis and peritendinitis
épicondylitis’

ganglion

tension neck syndrome
Dupuytrens contracture,

* ok K ¥ ¥ X F K X

and other injuriés associated with repetitive over-use of hand, arm, neck and
shoulder muscles.

Aspects of repetitive work most strongly’ Jinked' with the development of RSI
include ¢

force, speed and direction of movement.
frequency of movement

total number of movements

work posture

rate of work

stressful working environments.

X ¥ ¥ ¥ ¥ ¥

RS} arises from :

poor workplace design
" poor tools and equipment. design
poor job design:
poor workplace administrative procedures
excesslve work rates.

* x ¥ X %

Personal factors, such as sex, ethnicity or age, are unimportant when compared
with these basic occupational factors involved'in RSL.

The only acceptablé policy is one based on prevention - which means tackling the
occupational causes of RSI at source, by modifying the workplace and work
pracesses’ to remove those causes or reduce their influence, and by excluding
them at the design stage. A policy of dealing with ‘RSI through medically
monitoring the workforce to identify those workers who are supposedly
"susceptible” to RSI and excluding them from employment; or 10 pick up the
victims. of RSI and “curing" them through surgical or physiotherapeutic
techniques, is unacceptable.
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Where cases of RS! are known to exist, a union strategy must begin with a ’

detailed survey to ascertain the true di it

. irensions of the problem, including the
vnu:nber and type of RSis occurring; and the work areas, process:.‘s, tasks, g\vork
rates, incentive:and team systems associated with them. ’

"
A full scale medical surve : i
3 y should: be demanded, to.be paid for by the employe
“Il'::leo ns(\;;\iey s;hould be carried out by a health professional acgeptable ':o ythrt;
pnionts) ::oatggé i:cd! me atc.ccrtd.ance‘f with a protocol which Is agreed.in advance.
erestimation of the problem, the prrtocof should if
that every effort should be made to fi y ' “are off work on
g ollow 3 :
compensation, or who have left the job, o m’embers whorare off work on

ﬁ,:u‘flloiﬁaie ergolr:'orir‘nc survey should be demanded, to-inquire into the factors in
the v ap dace which have given rise to the problems identified in the medical
urve g, nd to propose ergonomic solutions to these problems. Again this survey
should be carried out by a fully-qualified erg ist who Is acceptable to both
management: anq unions, and the survey should be conducted a'ccording to a
protocol which is agreed in advance. The survey should be carried out at
management expense. The report of the survey should be made available to the
unions at the same time as to t. The erg survey should

address itself to such factors as worl ce {1} sk design ar es of work
dd 1 k< kpla
p! design, task design and rat v

An education programme (drawn up joi

; p jointly between management and union) to
outline to workers the causes and prevention of RSI shoguld take priority in
workplaces with an-existing problem.

Early reporting of RSI symptoms. to union and management representatives. is

essential and must be encouraged. If an occupati

: aged. pational health nurse or physician is

atxvlfxlabble they too should be immediately notified. Special attention ':\e);ds to be
aken by unions to ensure workers reporting symptoins are not victimised. or in

any way disadvantaged by their reporting,

Workers injured through the course of em intai

3 njured u ployment should maintain the right to

1fob rehfbllxtatxon a'nd/or retraining, Rehabilitation and retraining progragmmes

OI; wor kei*.s suffering from RSI should be, jointly mounted by management and

\;:rons},\ ebql!ang the appropriate professional help as required.. Alternative work

musrcTe: ;nxga:exgzom:st r:jot’mcll;d: joﬁs requiring extensive use of the affected
dons, and should be allocated in consultati ith

member and their health advisers. ton with the union, the

Unions with. members suffering fi ,

ns wi g from RSI should ensure that they receiv if

and full financial compensation. Legal assist: Ght with respect
; 5 . ance should be s i

to claims for damages at Common L§w. e Sougit with respect

The preventive strategies to be ' i i
; s . pursued' by unions, if necessary in consultation
and with the advice of professional ergonomists, include : Y .

(i)  Modifications to the workplace, equi ‘organisati
: . pment, and - task organisa
according to sound ergonomic principles, (for e,xample, <:hangesg to b;:?t:
heights, seating,. machine design, tool design, number and frequency of
movements required-by the worker), contribute to the prevention of RSl It
is essential that workers be tralned to ensure that work is carried out
according to sound ergonomic principles. . T
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(il) Elimination of single-task jobs.
Boring and repetitive assembly work and process work, where the job has
been deskilled and specialised to the: i degree, is most frequently
associated with RSI, and the-elimination of such jobs. is fundamental to the
.eradication of RSk . .

(iii) Setting work rates.

Workets should be able to complete work at a rate that is comfortakle for
them and does not lead. to the devefopment of RSIs. Work allocation should
be set jointly by unions and management on the basls of ergonomic studies
and experience which reveal whether a given rate Is likely to cause RSl
problems or not. A cautious approach is essential in setting rates and
targets.where the work or job is new and there is no previous experience to
act as. a guide. Work rates should be set as job entry requirements only,
and'not be used to monitor or discipline workers, Electronic monitoring of
work rates, for example such as that ernployed amongst workers' using
sct;een-based equipment, Is unacceptable, both for normal work and for
determining work rates. Machine-paced work is to be discouraged.
Pressure exerted by line supervisors to reach quotas should be discouraged.
The long term goal of unions should be the elimination of externally set
work rates altogether.

{iv) Job rotation.
Workers should be rotated frequently away from repetitive work, to
alleviate boredom and to ensure that a variety of sets of muscles and
tendons Is used, Sufficient time should be glven to allow recuperation.

(v) Provision of rest breaks,
Where job variety and rotation does not exist the provision of rest breaks
which allow rest and movement away from the performance of the same
single task is vital. While the exact length and frequency of such breaks
will depend on the nature of the task, regular breaks of at feast 15 minutes
within every hour are required for repetitive work which does not involve
adequate variety and rotation.

(vi) Accustomisation.

Workers who are newly employed, or who are returning from an absence of
two weeks or more need to be allowed a period of adjustment to repetitive
work which allows their muscles and tendons to become accustomed to the
jeb demands. The adjustment period- should be negotiated by unions and
management,. but should last for a minitnum period of one working week.
This can be achieved by job rotation and rest breaks. Work rates should
only. be Increased gradually over the period of accustomisation.

(vil) Symptoms Reporting.
An appropriate line of communication between shop floor and management
must be established for reporting symptoms, free from victimisation.
Supervisors must be encouraged to co-aperate, and should. be involved in
shop floor training schemes. Schemes where: supervisors are judged solely
‘by-tine output must be eliminated:

In accordance with ACTU health and safety policy, affiliates should’ avoid
negotiating danger money for members required to perform repetitive tasks. In
accordance with this present policy, affiliates should place primary emphasis on
changing the workplace to remove the need for repetitive fvork. Affiliates'
attention is drawn to the strong association between incentive and bonus

schemes and the presence of RSI problems.
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Affiliates should ensure that employers who require members to perform
repetitive' work provide those members with a fujl training and induction
programme. This programmeé should. be agreed in advance with the union. The
training should include instruction in the causes and prevention' of RSI, in the
efficient use of-muscles, and in fecommended safe working practices.

All members required to perform. repetitive tasks should be presumed to be at
visk of developing RSI, whatever measures have been negotiated to make the
work and workplace safer. Therefore they should have access to a medical
monitoring, programme, provided at the employer's expense. These tnecical
checks should' be conducted by a mutuallv agreed medical practitioner at least
every two years, and include as a.minimum the tests:

. assessment of active and passive hand, wrist, forearm, shoulder and neck
movements; L

. isometric muscle contre‘action‘against resistance;

. muscle stretching;

. palpation for muscle tune, hardening and' tenderness;

. examining for the presence of local swelling, particularly around tendons

and their muscle and bone junctions;

. hand grip power measurement (using for example a Martins Vigorimeter),

conducted twice with 2 straight elbow and twice with the elbow flexed.

- The highest recorded value should be chosen as the measure of the
respective function; ‘

. other special test movements as required.

Results of all medical monitoring should be held as .confidential by the
practitioner, and their contents not be revealed to management or unions
without the explicit consent of the ifidividual concerned. Individual members
must always be given access to their own medical records.

Unions should encourage their members te report symptoms of RSI, and ensure
that they are protected from victimisation or ioss of wages by negotiating in
advance that they will be transferred to non-repetitive work at the same salary.
Unions should also ensure that such members are provided with ful.rehabilitation
and retraining facilities. : .
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PREFACE

This is the first in a serias of guldelines on' specific hazards and occupational diseases

;gcgeh:zs:sis taos ;ACTU and VTHC affiliates. Other guidelines in the series will cover

heat

dusts (asbestos, sand-blasting etc). :

noise

vibration (pneumatic tools, chain saws, commercial vehicles
ation | ; atc).

?:r:;-li%nizmg ia:'aiz:ha?on (lasers, UV, IR, 'MW and RF radiation) )
ZIng radiation {ores, radioisotopes, x-i 3

toxic chemicals pess xorays etc)

biological hazards.

stressful' working conditions

LI I I N R

The guidelines will also cover' trade union j
occusations] o fen mogCorer tTac policies and strategies to. defeat the major

back pain

dermatitis and skin problems
allergies, particularly asthma
cancer

heart disease

birth deformities

sterility

LI I B

Each of the guldelines will follow a similar format. There will b
outlining the significance of the hazard or disease, and indicating wh?chaﬁu;?oun:iuacxo:
special Interest in the subject. Then for hazards there will follow a brief technical
expxl.;mka'tiorf\ of the nature of the 'hazard; its major health effects; the possibilities
o al or envir l ing of the hazard in the workplace, and for
medical monitoring of people exposed to the hazard; the: Standards and regulations that
:pply to the hazard; a brief account of trade union action already taken to curb the
azard; a recommended workplace strategy to deal with the hazard; and finally a
;:commended ACTU and VTHC policy to be Implemented by all atfiliated unions. For
seases there will be a similar format, with the emphasis being placed on the

workplace factors known to cause the disease, and i
ot e actors kng y on what demands are appropriate to

Where possible, guidelines will be offered. in the f
clauses to be placed:in awards and. z:h:terminations.e ormulating of health and safety

Since this series of guidelines represent a new de

parture for the ACTL and VTHC, it i
10 be hoped that they will be subjected iew, and
practicn; sestinn i che workplace{ ted to wlidespread discussion, -critical review, and

Comments and suggested amendments from affiliated organi: i
anisations will .
Eventually the recommended policy for each hazard or d%sease, duly alm::d::; ’;OT;e

light of experience and comments recei
Executives for adoption as full policy. eivech will be put to the ACTU and VTHC

and diseases. They will be backed up by simplified hlets (to be published in a

It is intended that the set of guidelines will be published, h i et
material, as a manual for trade union officlals and health and safety del:ég;es:ppnnmg
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"Qver and above the evil effects of a sedentary life, the affliction in store for those
who do fine work, as a result of their craft, is myopia, a well-known affliction of the
eyes which obliges one to bring objects closer and closer to the eyes in order to see
them clearly, But it would help such workers very much if besides wearing spectacles
they would give up the habit of keeping the head constantly bent and the eyes fixed on
what they are making, if they would now and again drop their work and turn their eyes
elsewhere or snatch a respite of several hours from their task and rest their eyes by
looking at a number of different things." m
Ramazzini, Diseases of Occupation, {700

"Apparently, the interruptions (rest pauses of ten minutes) in close visual work
throughout the day were sufficient to prevent an accumulation of the tonus of the
ocular muscles. It is conceivable that the time required to dissipate muscular fatigue
may eventually prove to be an important datum in the field of ocular hygiene for
determining the duration of rest periods." ()

Luckiesh & Moss, American Journal of Ophthalmology, 1935

INTRODUCTION

The two quotations show that the problem of eyestrain, and the need for rest breaks in
close visual work, has been recognized for a long time. But with the widespread
Introduction of electronic visual display units and microfiche readers in the 1960's and
1970's, unions have had to wring this recognition from reluctant managements and a
reluctant medical profession, all over again. Yet the demand is justified historically,
scientifically and socially, and it remains the centrepiece of a trade union policy on
screen-based equipment.

According to-a Swedish IBM report released In 1979, today some 13 out of 100 Swedish
salaried workers daily sit at a VDU, and more than 25 in 100 {or 1 in 4) of the total
Swedish active workforce come daily into contact with computerized information.(3) If
the same conditions apply in Australia (and if they don't yet they soon will), this méans
that every day some 309,500 Australian workers sit at a VDU.(12) This'is a population
at risk greater than the combined ranks of miners. B

VDTs have b so entrenched In D offices now, that a journalist's
productivity Is measured in "screens per shift", A journalist at a highly computerised
agency like Australian Assoclated Press may turn out 40 'screens' per shift (about
6,000 words); a sub~editor may deal with 200 'screens' per shift.

Quite apart from the spread 6f computers and electronic display systems, thiere is an
equally strong tide In favour of miniaturisation of d Large organisations dre
finding it increasingly difficult to cope with their data storage and filing problems, and
have turned to microfilm for a solution. The resuiting plethora of microfiche and
microfilin readers (together with cameras etc. known as. micrographic equipment) is
increasingly being used continuously - by people for the analysis of computer-output-
on-microfilm (COM) for instance. Yet the readers and viewers available have tended
10 lag behind this emphasis, and tend to be so poorly designéd as to constitute a severe
visual hdzard if used for long periods. .

Computerisation and micrographics are (sometimes) wonderful things for an organis-
ation » but rarely have they brought joy to indjviduals. Screen-based equipment
séldom Improyes pedple’s working. conditions, and experience. shows that it can make
them considerably worse. ) o

The design of some of the video display terminals (VDTSs) in early computer systems
was.unbelievably bad, treating the operator as an unimportant adjunct.of a well-tuned
machine. . But as the trade unions started to become active on this issue, and began
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issuing guidetines to their'members e.g. ASTMS in the U.K. in 1978(4), the producers of
equipment quickly took note. It was not long before ASTMS was besieged by computer
comnpanies informing the union that their VOTs fully met union specifications!

This shift means that most VDTs on the market today are far superior to those found
as little as 5 years ago. Many terminals are now promoted as being ergonomicaily
sound. Problems of X-radiation, which have attracted a great deal of attention, are
diminished by the use of cathode ray tubes with lower vol ppli H r
problems with ulta-violet light and other forms of non-lonising radiation remain
unresolved. But many workers, indeed most workers, are forced to continue to use the
older poorly designed and poorly maintained machines.

Much new equipment is installed thoughtlessly into an itable office envi y
creating problems of glare and reflections; and frequently the introduction of new

h gy is p d by productivity deals and tighter work discipline making
typists and data-entry workers virtual prisoners of a machine. Those are the major
problems today with the health and safety of screen-based equipment.

Several unions. in Australia have taken major initiatives on this front. The white-collar
union ADSTE has had a policy for sometime, while. more recently the public sector
union APSA and the Federated Clerks have engaged in long negotiations with the
Public Service Board, and have achieved an.important breakthrough in the Tax Office.
Within Telecom, the APTU, ATEA and other unions have campaigned hard. on SBE.
Now unions are ensuring that all details of SBE operation are settled before
installation, as exemplified by the current policy of the Municipal Officers Assoclation
at the Country Ruads Board,

The print unions have pursued an active policy aver the intreduction of new technology
in printing. The railworkers' union ARU has recently achieved considerable gains for
clerical members working with screen-based equipment at VicRall. Many other unions
are pursuing similar policies. ’

Several excellent agreements have been negotiated, such as the guidelines for V

In the AMP Society, while b clseuners baae £ o e Tsaim e

own guidelines, notably the Public Service Board. The Federal Government has issued

guidelines on 'YDUs at Work' In its Working Environment Series, while the National

Health and Medical Research Council is putting the finishing hes to an O t-

icc’mal l;{ealth Guide on VDUs, and has already issued a Guide on Eye Tests for VDU
perators.

ft Is this intense. activity, on the part of unions, managements and the regulatory
auﬂ'\orlﬂe:, that prompts these ACTU and VTHC guidelines on screen-based
equipmen

¥HOC USES SCREEN-EASED EQUIPMENT?

Screen-based equipment' (SBE) refers to the new breed of Information. capturing,
processing, storing or retrieving machines that use a display screen as one of their
components. They can be electronic, when the images on the screen are produced
electronically (the screen is in fact a cathode ray tube), or they can‘be optical, when
the image is produced by a light source, mirrors, lenses, as in microfiche readers.

The use of VDUs is expanding rapldly. Firstly there are computer terminals and VDUs
appearing in office sy in banks, i offices, hospitals, for stocktaking and
sales, recording of contracts, handling of accounting data and many other uses. VDUs
are increasingly used in sclentific and technical work, and many engineers spend their
whole working lives at them as a result of computer-aided design. Printing and’
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typesetting have been fundamentally altered by the advent of computers and micro-
processcrs, and phototypesetters and VDT proofreaders spend their whole time at a
screen performing a visually demanding task.

The price of silicon chips used for storage and processing of eiectronic information
continues to fall, while their capacity increases, and this can only reinforce the trend
towards a social information system that is largely electronic, rather than paper-based
as at moment (filing cards, letters and memos, newspapers, bocks and magazines),

At the same time the process of optical miniaturisation of stored information is also
rapldly growing, Already several of the world's great libraries have microfilmed their
entire collections (e.g. the Library of Congress in Washington) and many newspapers
and journals are now simultaneocusly available in ordinary 'paper' and microform
versions. Large catalogues and registries that require frequent updating are now
normally produced in microform, such as motor industry parts catalogues. Users of
this equipment may find it trying, but they are rarely bound to it continuously. But
other developments are more threatening, The telephone authorities in Scandinavia
are transterring the central telephone directories to microform, and this will force
Directories Enquiries workers to use microfilm. viewers for the whole of the working
day. And the most significant development of all is the direct computer output on
microform (COM), introduced in the late 1960s to avoid problems of mounting piles of
computer print-out, The result for many office workers is constant work at a
microform viewer with this COM, scanning it for filing purpeses or to extract
information.

THE BASIC TECHNOLOGY OF SBE

The cathode ray tube or CRT is the basic element around which visual display
terminals are constructed. A CRT is an evacuated glass tube with an electron 'gun’ at
one end and a screen, coated with a light-emitting material called a. phosphor, at the
other. When a high electrical voltage - usually between 12 and 15 kilo volts is supplied
to the electron gun, a stream of electrons is produced. The stream. is focussed
magnetically and directed to any desired position on the face of the screen by
adjusting the strength of the electromagnetic field. When the beam strikes the
phosphor coating, energy is exchanged and the phosphor emits light. To the observer,
the impact Is seen as a speck of light. Characters and images ace built up by a process.
of extremely rapid scanning backwards and forwards across the screen by the electron
beam - exactly as in the production of images by a television set, The visual quality of
the display Is crucially dependent on the way the characters are built up, the type of
phosphor,” and' on the rate at. which the scanning beam returns to ‘refresh! the
character. A slow rate of return, for instance, leads to an annoying flicker in the
image.

The scanning control circuitry sweeps the electron beam across the: CRT screen in a
series of regularly spaced horizontal or vertical lines. The character Images are
written on the face of the sceeen by switching the beam 'on’ and 'off' very rapidly as it
travels through its scanning pattern..

The light emitting coating of the screen, called a phospher, is a crystalline compound -
normally a sulphide or fluoride, Different phosphors have different light emitting
efficiencies, decay rates and colour emission, and so they have a dicect bearing on the
quality of the image. :

Bach brand of VDT comes equipped -with circuitry or bullt-in program which
determines how the characters will be formed. Most machines today use a 7 x 4 dot
matix, or for superior delineation of taxt, a 9 x 14 matix. A few hours werk ata VDU
will convince anyone that the software which determines the shabe and legibility of
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the characters on the screen is a very important part of the basic technology of the
VvDT.

Another im?ortam part of the YDT is the keyboard, For the best part of 100 years the
typewriter keyboard has remained unchanged, with generations of typists tramned to
touch type on the familiar QWERTY layout. What is perhaps not so well known is that
this layout was designed in the 19th century by Remington to be as unergonomic as
possible - to slow the typist down to the speed at which the keys would not jam.

Today it. is understood that a more rational keyboard layout and design is possible - but
progress is hampered by the lack of standardisation. However some firms such as
Data-5aab in den are producing erg ically designed keyboards that fit
naturally under the hands.

Micrographic technology, by contrast, is an entirely optical technofogy - it invalves
only light, mirrors and lenses. Microimages are produce by two basic processes.
They can be taken one at a time on a strip of film, then stored on ree{s, or loaded into
cartridges, or cut into lengths and stored in a roll film jacket. Or micrafiche can be

produced, either directly from documents of from fllm strips. A fiche of A6 size (105

x 148 mm - about 4 x 6 inches) could.contain 98 or even up to 200 microimages indexed
at the bottom right hand cormer, Film: strips are produced using ordinary silver
emuision, but fiches are increasingly produced using cheaper diazo or vesicular film,
which give them those characteristic blue, brown or green appearances, Both these
films need to be exposed in ultraviolet light. Then diazofilm is developed in a solution
of ammonia, while vesicular fiim needs heat only {to expand tiny bubbles of nitrogen
gas that form the image).

1s there a difference between YOUs and YDTs?

In these guidelines, visual display units (VDUs) and visual display terminals (VDTs) are
terms used. interchangeably - they refer to machines which display information
electronically. Amazingly, some Australian employers. are insisting that there is a
difference between VDUs and VDTs, and that rates of pay for working them should be
ditferent! For example, in the newspaper industry, the Regional Dailles of Australia
Association and the Australian Provinclal Press Association are claiming that VDTs
are terminals which. are on-line, while VDUs. are terminals which stand alone. They
have adopted the position In negotiations with the Printing and Kindred Industries
Union (PKIU) that YDU operaters should have a lower rate of pay than VDT operators.
It needs to be stated categorically that this distinction is a figment of the imagination
of the newspaper proprietors; whether the information displayed on the screen is
generated directly at the keyboard (a stand-alone terminal) or Is transmitfed from
somewhere else (an on-line terminal) is entirely irrelevant to the operation of the
terminal,

HEALTH EFFECTS OF SCREEN BASED EQUIPMENT .

A conspiracy of silence surrounds the potential and proven adverse health effecis of

screen-based equipment, particularly’ electronic data entry and visual display

terminals. One body after another, such- as the Royal Australian College of
Ophthalmologists and the National Health and Medical Research Council, mouth the
refrain that 'there is no evidence of permanent visual or ocular damage resulting from
the use of VDT's. What this carefully worded statement means is that :.

1. the likely damage has not been investigated yet in any long-term study of YDT
operators; .
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2. suspected permanent effects, such as cataracts of the lens of the eye, have not
been ‘proven! or upheld in court proceedings (although it is worth noting that in
1981 the widow of a telephone technician working with microwave television

{:Ilay equipment in New York was awarded compensation for his death - see
elow);

3 a "’IOS! of non-ocglar effects, such as repetitive movement injuries, postural
fatigue, severe skin rashes (VDT sunburn') and possibly miscarriages and birth
deformities have all been associated with VDTs.

It is the same as in the field of toxic chemicals and cancer, where workers over the
years have been treated to a litany of assurances that chemical X is safe, that "we
have no knowledge of anyone dying from cancer when handling this material” - when a
follow-up study of people who have gone on to different work and subsequently died
may reveal that an alarming proportion of them died from cancer.

The principal health problems associated to date with work on screen-based equipment
are::

1. cataracts of the lens of the eye - arising from non-ionising radiation;

2. eyestrain and short-sightedness - arising from screen characteristics and the
visual environment;

3.  backache and muscle fatigure - arising from poorly designed workstation, poor-
working environment and stressful work design;

4. repetitive movement injuries of the fingers, hand, arm and shoulder ~ arising
from excessive keystroke rates;

5. depression and neurosis - arising from poor system and work design;

6. possible miscarriages and birth deformities and. face rashes - arising from
ionising radiation emission and electrical discharge.

{. Cataracts

A cataract Is a cloudy or opaque discolouration of the lens of the eye. It is
perceived. by the victim as a dimming of sight, and can proceed to complete
pundness. The extent of sight loss depends on the density of the cataract, and
its size. Cataracts can be congenital, that is present. from birth, or they can
davelop. through di pr {eg diabetes) or through trauma or simply
through the wear and tear of age (so-called 'senile cataract!), Cataracts are
irreversible, and the only 'treatment! is surgical removal of the clouded lens and
;I;:n correcting vision with contact lenses or bifocal spectacles or other optical
50

One of the most controversial traumas giving rise to cataracts is radiant energy
= as emitted from VDTs for instance, To date, at least. 16 cases of cataract have
been linked with the use of VDTs and related electronic display systems.

Dr. Milten Zaret, clinical associate professor of cphthalmology at New' York
University's Bellevue Medical Centre, has been the foremost exponent of radiant
energy cataract. He diagnosed the first case of VDT cataract in a US radar
technician in 1969,. as one of 42 cases of microwave cataract reported by Dr.
Zaret to the Annual Meeting of the Aerospace Medical Association in that year.
He was then involved as consultant to two sub-editors on the Naw York Times
who developed cataracts after working with VDTs for a year, in 1977, and was
retained by the men's union, the Nawspaper Guild of New York, in the celebrated
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P . . . . dy
arbitration proceedings that ensued. This case is reported in full as Case Stu
number 3 bglow. Dr% Zaret disclosed details of a further sevén t;asesvof VDT
cataract when speaking to a conference on the health hazards of VDUs at the
Loughborough University of Technology, England, in December 1980.(10) These
cases were:

(1) a 49 year old newspaper woman who developed radiant energy cataracts in
1979 after working with VDUs for 6 months.

a 53 year old female office worker who developed cataract in the right eye

@ in 198)'0 after working with VDUs for four years. She had had X-ray therapy
of her face for acne when she was 16 years old, According to Dr. Zaret,
this indicated that her recent exposure to VDU radiation was a contrib-
utory cause in bringing about her cataract, after the lens of her right eye
had been sensitised by the X-rays in her youth,

3 year old. male with only one eye and very severe myopia (short-
@ aig.a dnes) who developed a cataract in 1980 after working with VDUs
c:nstantly between 1977 and 1979 and intermittently thereafter;.

Id female office worker who developed incipient cataract in one
@ :y?ix{ela;sg after working with VDUs. for 3 years (15 months earlier she had
contracted a bizarre illness starting with partial loss of hearing in one
year, a singing in the ears, loss of balance, and loss of pupillary reactions,

for which no cause could be found);

() a 54 year old male air traffic controller who developed cataracts in 1976
after prolonged viewing of radarscopes from 1948 (and whose deteriorating
vision after 1967 resuited in. his 'losing' aircraft on the screen and causing
near collisions on several occasions);

(6) a 42 year old female computer programmer who developed an incipient
catara}tl:t in 1980 after working full-timé with a.VDU. for five years (she }lad
noticed a gradual difference in colour sense between her two eyes, which
was worse when she was working on the screen);

(7)  a 27 year old male air traffic controller who qeveloped incipient cataracts
in 1980 after having worked with radarscopes since 1969.

This last case was the subject of a vicious cover-up by his employers, the US
Federal Aviation Administration, who were clearly getting worried about the
number of microwave and VDT cataract cases turning up-in their employment.

The other cases of VDT cataract were reported by the president of the
Newspaper Guild of New York, Charles Perlik, in testimony before a US House of
Representatives sub-committee hearing in May 1981, The most recent case had
been a 25 year old wire-service employee who had no family history of early
cataracts and was not a diabetic.

Radiant energy encompasses sunlight, ultra-violet light, infra-red light, micro-
waves and rag{ofrequetgcy waves used for broadcasting by racio stations around
the world, These are- all parts of the electromagnetic radiation spectrum.
Electromagnetic radiation has been known to cause cataracts for over a cartury,
One of the best descriptions of the process by which this occurs was g'I.ven by lS.n'
Stewart Duke-Elder in a paper published in 1926, described as a "brilliantly
prescient manuscript” by Dr. Zaret at Loughborough in 1980:

The lens of the eye is made up of proteins strung out and contaihed within a

capsule. It's rather like the white of an egg ~ and everyone knows. what happens.
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to that when. the egg is heated. The protein coagulates, and turns opaque.
Roughly the same sort of thing happens when the lens of the eye is exposed to
excessive radiant energy - except that the effect is not through heating, butr
through other forms of energy exchange. Duke Elder described the process of
cataract formation as a first stage of denaturation followed by a second stage of
agglutination.  Since then there has been extensive investigation nto” the
biochemistry of cataract formation, much of it being carried out by Dr. Bob
Augusteyn and colleagues at the Department of Biochemistry at the University
of Melbourne,

The lens of the eye has no blood vessels and no nerves feeding it. This has the
trivial implication that the lens can be cut without pain and without loss of blood
~ but the serious implication that it cannot regenerate after being injured. That
is why the denaturation of the protein we cail a cataract is irreversible.,

Why then are cataracts linked with Video Display Terminals? Because VDTs are
known to emit electromagnetic radiation.

Some surveys of 'VDTs have revealed refatively high levels of radiofrequency
emission. (The current US standard is 10 milliwatts per square centimetre; there
is no standard in Australia.)

(1) Tests at two New York newspapers in 1979 found readings as high as 15
milliwatts and 40 milliwatts on the Teleram model 2277 VDT. This model
has since been modified to incorporate shielding (which was previously
claimned to be unnecesary).

(2)  Tests.at the Montreal Gazette in January 1981 found readings in excess of
20 milliwatts per square centimetre on the Sperry/Univac UTS 400 model
VDT. These figures were found in 15 out of 29 units tested, The
radiofrequencies detected were In the extremely low frequency range, not
covered by US or Canadian standards, It was also found that these energy
levels (strictly, power density levels) were reduced when a makeshift
aluminium foil shield was placed around the units -indicating that metal
cabinets are better than plastic from the point of view of shielding
electromagnetic radiation.

(3)  More recently the US Bureau of Radiological Health reported tests of VDTs
for RF emissions, and found consistently high readings from two models -
the Ontef and Teleram units. Because these readings were mostly in the
extremely low frequency range as well, they were dismissed as having little
biological relevance. :

Comment: Affiliates are advised that there is currently a great deal of concern
being expressed over the health effects of low levels of eletromagnetic
radiation,. emitted not just from VDTs but also from radiofrequency sealers and
heaters used in industry, from diathermy units, microwave transmitting stations,
as well as from such traditional sources as kilns and furnaces (glass-blowers’
cataract was recognised in the ni h century). This problem is becoming so
serious that Cuidelines on Electromagnetic Radiation will be issued for ACTU
and-YTHC atfiifates in the near future. In the meantime affiliates are advised. to
regard all parts of the EM spectrum as hazardous - including the extremely low
frequency radiowaves.emitted by VDTs,

Surveys conducted by the Bell Telephone Laboratories on a range of terminals,
and by the US National Institute for Occupational Safety and Health on
newspaper VDTS in San Francisco and Lexington (13) reveal significant levels of
radiation. emission. in' the near-ultraviolet region of the EM spectrum, NIOSH
found that eleven terminals emitted from 0.06 to 0.60 microwatts.per square
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(i)

centimetre. This is three or four orders of magnitude less than the current US
standard of 1000 microwatts per square centimetre for this region of the EM
spectrum - but as noted above the standards are subject to a great deal. of
controversy, and much' lower standards have long prevailed in the Soviet Union
and some eastern European countries.

A paper published in the June 1979 issue of Wellcome Trends in Ophthaimology
reported the cases of three dental workers, aged %8, 34 and 26, all of whom had

been exposed to low levels of ultra-violet radiation and who developed cataracts.
Dr. Zaret maintains that these dental workers must have been exposed to UV
emission levels comparable to those recorded by Beil Telephone Laboratories and
NIOSH. (See the forthcoming book by Tony Wells, VDTs:- Innocuous or Insidious
(14), for datails.)

The upshot of this evidence - the cataracts found by Zaret and others in a
significant number of VDT operators and which can not be explained by any other
causal mechanism than radiant energy, and the findings of detectable and
sometimes high readings of ultra-violet and radio frequency and microwave
frequency radiation being emitted by VDTs - is. that cataracts must be
considered a health risk of VDTs. This. is not to say that they are likely to be
common ~ although NIOSH in their 1980 California survey found that 1 in 100
VDT operators reported diagnosis or treatment of a cataract within the previous
5 years, whereas there were no cases amongst non-VDT operators. (6) But they
are a hazard, and affiliates with members exposed to VDT screens should be
aware of this,

Tests are quoted above which indicate that metal shielding around the body of
the terminal reduces EM radiation emission. Glass screens placed hetween the
terminal and the operator are also available, to abserb ultra-violet light. Some
émployers, when faced with a 'UV radiation scare', might offer employees
sunglasses, Needless to say these are not r ded -~ firstly b recent
tests have shown that even polarcid sunglasses are inefficient absorbers of
ultraviolet light, while some of the cheaper sunglasses actually increase the
amount of uitraviolet radiation getting to the eyes, and secondly because
provision of glasses is a means of putting the problem of radiation emission back
cnto employees, making them personally responsible for reducing their exposure
- whereas it should be the employer’s responsibility to reduce exposure jevels at
source.

Since cataracts must be considered a hazard of VDU use, affiliates are justified
in d ding ophthalmological or op ical eye inations for their
members, both before starting work on a VDU, and at regular intervals
thereafter, This is an important demand, and one that has not hitherto been
pursued by many unions. The ACTU has been advised that the demand is both
reasonable and realistic, given Australia's ophthalmological and op ical
resources. Eye examination should always include slit-lamp biomicroscopy of the
lens.

Visual problems

VDU. operation can be a more potent source of visual discomfort that conveat-
ional paper handling for a number of reasons.

There may be reflections on the screen from inappropriate room lighting or
from windows and these reflections are a potent source of annoyance.

. Normal lighting can become a source of glare when someone s working on
a dark screen.
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. Poar character design or flicker may lead to strain in trying to read the
text displayed on the screen.

In the case of microfiche readers, the situation can be even worse,
. The image may be blurred due to poor focussing control;

. The screen may be insufficiently illuminated, or ill
(with a "hot spot’ in the centre of the screen);

ted in patches

. The image may wobble, as when someone walks past the reader, or the
images flash past as you lock for the right frame on a fiche or film. Both
these characteristics give rise to a sensation akin to sea- sickness.

But even with the best VDT or microfiche reader, there will still be eyestrain
problems resulting from close visual work., The problems referred to above
merely exacerbate the strain.

'Eyestrain’ is a difficult thing to pin down. Since coming into widespread use
with the advent of VDUs, the term has been frequently derided by doctors as
being meaningless. 'Visual discomfort’ is a term that seems more acceptable.

At least two factors are involved in visual discomfort. One is a temporary strain
on the r les of the eyeball, known technically as asthenopia. This occurs
because our eyes have evolved to focus easily on. distant objects ‘at infinity’; in
this state the eyeball les are relaxed. When you focus on a near object, the
eyeballs have to be turned inwards, creating tension in the inner eyeball muscles.
1 pr'alonged‘ (say, for over | hour or 2 hours work) this tension gives rise to a
burning. sensation, headache, fatigue and ultimately double vision (when co-
ordination between. the two sets of muscles fails),

A large screen viewed from a distance is easier on the eye muscles than a smail
screen viewed up close.

The other factor Is temporary short-sightedness, known technically as

accommodative: spasm, and referred to by Ramazzini in 1700, but frequently
ridiculed as a figment of people's imagination by doctors.

Many attempts have been made to find objective criteria of visual fatigue,
employing for example measures of reading rate and comprehension, eye
tixations and regressi pupil dia blink rate, dark adaptation time, etc,
But a Swedish researcher and associate of the White Collar Union Federation of
Sweqen, Olov Ostberg, has shown that measurement of the refractive power of
the eye, using an ingenjous laser set-up, is currently the best index of fatigue.(7)

This work using laser optometry has row settled the question: there are
%ﬁctable effects on the accommodating power of the eye after working on a

These effects may be characterised as fatigue of the muscles that change the
shape of the lens in the eye. When viewing a distant object, the lens is thin, and.
the muscles relaxed; to view a near object, the ciliary muscles constrict and the
lens adopts a more- spherical shape.

But two other important factors need to be considered when discussing VDU
eyestrain, .

(1) The eyestrain may be a symptom of poor post;:re and aching muscles
elsewhere in the body e.g. stiff neck or shoulder or aching back. It is now
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generally accepted' that these postural problems lie behind many of the
early complaints of 'eyestrain' associated with VDUs. Hence eyestrain will
be reduced by paying due regard to the ergonomics . of the YDU workstation
- discussed below.

(2)  The eyestrain may be a symptom of an uncorrected visual defect which has.
only become apparent as a result of working on a YDU. Unfcrtunately,
defective vision is common, even among young adults, and tends to become
the rule rather than the exception after the age of 40 years. Neither does
the wearing of glasses necessarily mean that poor sight has been corrected,
A study quoted in the YDT Manual(16) found that from. a sample of 500
clerical and -administrative workers, 50% had defective vision and 37% of
the spectacle-wearers needed a new prescription; 69% of the non-spectacle
wearers required positive correction.

Hence it is Important that VDU operators have eyesight tests provided by the
employer befoce starting work, and at regular intervals thereafter. This is to
pick out those individuals who have developed a visual defect that needs
correction (i.e, they need a pair of glasses) ‘or whose glasses need a new
prescription because their eyes have further deteriorated.

There is no assumption in this that the visual defects are caused by the VDU -but
working at a visually demanding task with an uncorrected visual defect is sure to
lead to ‘eyestrain’ and certainly to neck and shoulder pain as you peer at the
screen to make out the fuzzy characters.

The Royal Australian College of Ophthalmologists has considered the question. of
eyesight tests for VDU operators, and has advised the NH & MRC that: "There Is
no particular need for VDU operators to have eyesight tests any more often, than,
or differing from, other clerical workers." This echoes a similar position adopted
by the Employment Medical Advisory.Service (EMAS) in the UK in 1980. Those:
opinions can only be dismissed as excessively conservative, and not based on any
real understanding of the visual demands of prolonged VDU waork.

To repeat: eyesight tests are not a protection against poor lighting or other
environmental or pestural factors in causing eyestraln, nor are they based on an:
assumption that the VDU is damaging your eyes, They are simply a prudent
means of ensuring that anyone who is requirad to perform the visually demanding
work of operating screen-based equipment should have any visual defects
corrected. Because the employer sets the visually demanding work, the
employer should be required to.pay for the eyesight tests.

Note: Virtually ail .visual defects. can be corrected by suitable_spectacles, so
eyesight tests should not be used to 'screen’ out' 'unsuitable' VDU operators,
particularly people over 40. With properly corrected defects, a short-sighted,
long-sighted or any other sighted person is perfectly capable of operating a. VDU,

Advisory Group, and this p ge h p r
Australia by the: NH & MRC in Occupational Health Guide ... Eyetests for VDT
operators. This package of tests is endorsed as being a suitable pre-employment
and regular screening package to check eyesight.

A package of eyetests has been put together by a group In the UK called the VDT
2s been adi d and d

Note however, that this package does not include any direct examination of the

eye. by an opthalmologist or optometrist.  This direct examination is
recommended to all affiliates as an indication: of possible cataract formation.
The testing of eyesight (which is basically the concern of the employer to ensure
efficiency) shoui,a ot be confused with the examination of the eyes (which is
basically a health issue of interest to the owner of the eyes),
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Note too that. many union members will be justified in demanding that the
employer provide spectacles for YDU work that are prescribed as a result of
eyetests, Most spectacles are prescribed for near point and distant vision, and
Ehe normal viewing distance for a VDU falls in between these, The VDT Manual
p-217) notes that: "If they (people with a visual defect) require special
prescriptions specifically for VDT work then it seems reasonable that they should
be provided by the employer.” This opinion is endorsed.

Finally it should I::e‘noted that none of the above work (the study of asthenopia of
the eyeball and the dative spasm induced by close work at a
YDU) nor even the. regular monitoring of operators’ sight by means of a package
of tests, answers the question: Do VDUs have a long-term effect on the eyes?

The answer to this question is not. known, and can only be discovered by settin,
up suitable long-term studies. To date, neither the NH & MRC nor any ¥:ompan§
has been willing to fund such a study in Australia. In the meantime the APTU
and eight other trade unions have sought the assistance of Professor Fred
Hollows to conduct a study of the. effect of YDTs on people's eyes, (15)

The need for such studies is stressed in the VDT Manual (p.216) and in the NIOSH

;;fl-‘etahraigléepcgsl og‘y' 'l?SI, e‘\jvhere the phras(e the naptural history :f Vg‘l'
pathology” is used - meaning, the (unkni i

damages the eye over time, & own) process by which a VDT

Until such studies are carried out, it is only prudent to ensure that members
not required to work full-time on a VDU, but should be provided with other wzﬁ
tha't takes them right away from the screen for at Jeast half their working time.
This demand for variety of employment is based firmly on the absence of hard
data as to how YDUs affect eyes in the long run - and could be relaxed if data
;tr%rut:dﬁc:srsning in showing that fears of possible long-term effects are in fact

To summarise, there are 3 key demands associated wi i i
o ar,e: y iated with the visual strain of VDU

* ::iiultar breal;sh(‘of 1? m}nutes per hour for concentrated VDU work, and 15
utes per 2 hours for less strenuous work) to allow :
mscics o v the eyeball and ocular

» :ha:m;y of. t?sks, st]:ch that nz more than half of working time is spent on
reen to minimise in advance any long-term probl i
emerge in the future; y g problems that might

* regular eyesight tests at employer's expense, to ensure that anyone with a
visual defect can have it corrected by glasses suitable for VDU work.

Postural and work problems

A poorly designed VDU workstation can easily result in p
J poor posture., The VDT
Manual mak‘es the.pom.t that good workplace design is noﬁoa luxury, but a
y safeguard ag; d fort and ill-health,

Some of the health implications of poor desi i

gn of workstation and resulting
p[noztrl.ll::f problems are muscle gver-loading syndrome and repetitive movement
Dlures. |

A survey of data processing operators in the Tax Office in Melbo:
X . urne h;
;z;}aelrend&an alarming level of repetition injuries and other occupational heal:
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The survey was undertaken by the Acting Medical Services Adviser to, ghe
Commonwealth Health Department, Dr. Alan Cumpston, as part of a joint
management/union review,

Dr. Cumpston examined al! 108 DPOs in the Tax Office, and found that 18 of
them had or were suffering from repetition strain injury, and a further 22 showed
evidence of muscular strain in the neck, shoulder, elbow or wrist and hand - i.e.
40 people, or 37% of the workforee, had observable occupational injuries, A
further 46 women reported effects on their arms or necks as a resuit of data
processing work.

In fact Dr. Cumpston found only 22 DPOs who had no work-related symptoms.

The survey justifies opposition by the DPOs, members of the Australian Public
Service Association (APSA) and Federated Clerks Union (Tax Office), to manage-
ment demands to increase their productivity, as measured by keystrokes per
hour. The DPOs imposed a ban on performing more than 10,000 keystrokes per
hour (which is the standard required for entry into the grade of DPO). At the
time of the management demands, a quarter of the DPOs were off on
compensation for repetition and related injuries.

Following the imposition of bans, Tax Office management agreed to the joint
survey and a review of the whole question of workloads, productivity, keystrcke
counting and keystroke rates.

The dispute over productivity levels continues.. (See case history below.)

This is not an isolated survey. Many others have been published in' the literature,
One particularly good study was conducted by the Department of Hyglene and
Applied Physiology at the Swiss Federal Institute of Technology, Zurich, and
report.in 1981.(3) ’

This study looked at four workplaces: one with data-entry VDTs, one with
conversational VDTS, one typing poof, and a control group of traditional office
work. The sample comprised nearly 300 workers, about three quarters of whom
were women, At the data entry terminals, work spsed was high (12,000 - 17,000
strokes per hour) and full-time with right hand; the operators’ gaze was directed
mainly on documents which were lying on the table. (This is a situation which
matches well with the Melbourne Tax Office prior to the bans on achieving the
keystrokes per hour target). At the conversational terminals the work was
involved with carrying out paying transactions for banks; operators workad with
both hands, with their heads turned to the screen half the time, and to
documents lying on the table for the other half.

Acute pains in arms, neck and shoulders were felt daily by the data entry VDT
group, and in the lower back by the conversational VDT group, whereas the
control group was virtually free of these. Amongst the data entry group,

dical ination revealed tendomyotic pressure pains in shoulders.and neckin
38% of operators; painfully limited head movability in 30%; and pains in

isometric contractions of the forearm in 32%. Similarly high levels were found’

in.the typing pool, and rather less in the conversational VDT work area.

These results were then matched against an analysis of the work areas. One

common requirement of a VDT work station is an area to rest the hands and arms

-and simple analysis revealed that at conversational terminals where the table

was large, the hands and arms were frequently rested, thus reducing fatigue.
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Operators at workplaces with movable terminals preferred visual distances of 45
to 80 cm., However, the longer the visual distance, the more the upper arms are
lifted and the more marked the stretching of the arms becomes - and the greater
is the importance of an arm-resting area. The lower the table and keyboard
heights above floor, the more frequently were pains felt in shoulder, neck and
arms. (This is a surprising, finding, at odds with most of the recommendations of
ergonomics. The author explains it on the basis that all documents were on the
table, A document holder brings the line of sight up and improves the posture of
head and neck).

A further study has recently been completed by the Australian Bank Employees
Union, which ¢ issioned an erg ic survey gst its s working in
the computer entry section of the ANZ Data Centre, Melbourne. The report on
this survey, completed by Mr, C. F. Teniswood of the Swinburne Institute of
Technelogy, was completed in June 1981 and is currently under discussion
between the ANZ Banking Group and the ABEU.

The Teniswood report found alarming levels of occupational injuries amongst
ABEU members. The computer entry department has a staff of 141 persons,
with around 90 statf being involved in. keying tasks at one time or other, The
computer entry workstations comprise six Honeywell VDUs and forty-eight
Honeywell 716 keyboard stations. Each keyboard is fixed in position, and
operated largely with the right hand, Trainees are expected to achieve a target
keystroke rate of 10,000 strokes per hour at the conclusion of their training.
Continued improvement thereafter is expected, with a target of 13,000 key-
strokes per hour after 3 months, and 16,000 keystrokes per hour after 6 months.
These targets were set as a result of a "productivity-improvement” study carried
out by PA consultants in 1980. A group system of work was also introduced after
this study; operators were allocated to groups In each shift, and the groups were
encouraged to compete with each. other,

There have been twenty cases of compensable 'tenosynovitis' amongst these
operators since June 1977, Eight of these cases had less than one year's service.
Even more horrifying, Teniswood found that 19 staff were injured at the time of
his survey -that is 2] per cent of all operators, or 1 person injured in 5, These
Injuries are generally located in the right hand and arm, the right shoulder, and
the surrounding neck region. Few injuries to the left arm have been. reported..
The injuries are categorized as tendinitis-tenosynovitis and muscle tenderness,
Three operators have undergone the ordeal of carpal tunnel surgery - but without
improvement in their condition. All injuries occurred after at least 6 months at
wor‘;: te. after the é-months target of 16,000 keystrokes per hour had been
reached,

Other effects

Persistent reports link VDTs with other health effects, and pending more
complete investigations these effects cannot be dismissed..

in the past four years, there have been at least saven reported clusters of
miscarriages and children born with deformities amongst women working with
VDTs in Australia, the US and Canada.

» In February 1978 it was announced that four women had suffered
miscarriages after working with VOTs at a city branch of the Bank of
Adelaide.  The South Australian Health Commission carried out tests and
announced that the machines were safe, This survey was followed up by a
survey of VDTs for x-ray emission by the Australian Radiation Laboratory.
ARL issued a special information bulletin in 1978 stating that no detectable
x-ray emissions had been found,
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Four out of seven pregnant VDT operators in the classified advertising
department of the Toronto Star gave birth to children with deformities
between May 1979 and May 1980. The deformities were a club foot, 3 cleft

palate, an underdeveloped eye, and multiple heart abnormalities. The:

Ontario Ministry of Labor checked all 296 terminals at the Star at the
request of the Southern Ontario Newspaper Guild, According to the
Ministry's report, no power densities greater than 0.05 mW/em? were

detected in the microwave range. The Star investigation is continuing, and'

the Guild is negotiating for the option of non-VDT work for pregnant
women.

There,were 7 miscarriages and 3 cases of severe birth defects out of 15
pregnancies between October 1979 and October 1980 at a Defence Logistics
Agency regional contracting office in Marjetta, near Atlanta, Georgia,
USA. An investigation by the US Army Environmental Hyglene Agency in
February 1981 could not find a cause for this cluster : it termed the birth
defects an "unusual statistical event'. All of the women concerned had
worked on VDTs, from full time to a few minutes a week,

There were 7 miscarriages and a premature infant death out of 12
pregnancies between May 1979 and June 1980 amongst women working at
the Sears, Roebuck mail order house’s computer centre at Dallas, Texas.
An investigation by the Abortion Surveillance Branch of the US federal
health. agency, the Center for Disease Control, could not identify a
common factor explaining the 8 adverse outcomes. Two of.the women In
the computer centre worked full-time on terminals.

Qver the two years between February 1579 and February 193], seven out of
13 preg ploy at Air Canada's check-in counter at Dorval Airport
miscarried,  The women's union, the Canadian Alr Line Employees'
Assoclation (CALEA) surveyed the women-at Dorval, Montreal, early in
1981, and requested radiation tests. These were turned down by the
Department of Health and Welfare and Labor Canada, but at the union's
insistence the Canadian Standards Association eventually checked for x-
rays and found non detectable jonizing radiation being emitted from the 26
VDTs tested.

In 1980-8!, a total of 10 out of 19 pregnant women: werking in the Ontario.
Ministry of the Attorney-General in the Old City Hall, Toronto, Canada,
had miscarriages. Four of the pregnant women worked in an office with
two VDTs. This cluster of cases has received national television coverage
in Canada, and is the subject of an investigation by the Ontarjo Ministry of
Health and.by the Ministry of Labor checking the YDTs for radiation leaks.

During the last three years, 7 out of 8 pregnancies among workers at the
solicitor-general's office in Ottawa, Canada, have ended abrormally, Four
wormen have miscarried, two babies have been' born with respiratory
diseases, and one was born two months. prematurely, Al seven women.
worked on VDTs. The eighth woman who gave birth to a heaithy baby did
not work on a YDT. The union representing the women, the Public Service
Alllance of Canada, has requested an independent inquiry into this cluster.

These clusters of miscarriages and birth deformities and other adverse:
reproductive outcomes do not prove anything, -~ but they certainly signal a
cause for concern, and point to ’Ee need for :.

D more accurate monitoring of repro&uctive outcomes of VDT workers;
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2)  the need for VDT manufacturers to make zero radiation emission one
of their design criteriay and for unions to insist on radiation emission
ratings from VDT suppliers prior to purchase.

Other puzzling health effects reported amongst VDT users include frcial
rashes; or 'VDT sunburn’, reported in Norway and the U.K.

Doctors in Norway notified the Directorate of Labour Inspectorate of about 35
cases of facial rashes during 1979 and 1980 (9). After dermatological evaluation
16 of these were found to be related to their working conditions at VDT
workstations. Lighting conditions at work were excluded as a source of the
'sunburn’, Replacement of carpets with ‘anti-static’ floor covering led to
improvements in-some of the cases.

CASE STUDIES OF TRADE UNION ACTION ON SBE

Screen-based equipment provides an instructive example of the way trade unions can
influence decisively the direction of technological change by intervening at the right
time and in the right way. Whereas unions have great difficulty in tackling a noisy
workplace, for exampie, where all the noisy machines are installed and management is
reluctant to spend anything to alter the situation, they can exert influence when it is a
question of buying a new machine, and at that point can impose their own noise
standards (based on sound scientific advice) and contribute to making the future
workplace less noisy.

With SBE, it is virtually always a case of the introduction of new technology, and in
this situation the unions have maximum leverage. It was noted above that as soon as
unions in the UK started to promulgate their own standards for terminal and
warkstation design in the late 70s, the manufacturers responded with alacrity, and
were only too happy to promote their products as meeting trade union specitications.

Australian unions have been no less successful in stamping their imprint on the pace
and direction of technological change. Three case studies will be examined here. One,
involving the APSA and FCU at the Tax Office, has almost been resolved with fuil
satisfaction of union demands. The second, involving several unions and Telecom, is
still the subject of dispute.

The third concerns the actions of the US union, the Newspaper Guild of New York, in
defence of its members at the New York Times when they developed cataracts.

1. Federated Clerks' Union and_Australian Public_Service Association : Data
Processing areas in the Australian Taxation Office.

Grievances amongst the data processing operators (DPOs) in the various Australian
Tax Offices goes back at least to 1979, when an occupational health and safety survey
reviewed dissatisfactions, and noted that a number of DPOs were filing compensation
claims for repetition Injuries such as tenosynovitis.

Productivity targets for DPOs ware set by management, and keystroke numbers were
‘weighted" to produce oversl! target figures. The DPOs claimed that their workload
was actually being increased as management. reduced the 'weights' attached to their
work. Finally the DPOs met in July 1981 and resolved thats

{.  DPOs would work. to a target of 10,000 actual keytstrokes an hour;

2. All operators would sign on with the same operator number;
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3. DPOs would not work with seasonal or part-time staff;
4,  DPOs would not work overtime.
This action prompted the setting up of a joint management/union review. The DPOs

then lifted their overtime ban, but reimposed it in October when the joint review had
failed to reach an agreement.

As part of the review, Dr. Alan Cumg Acting Medical Services Adviser to the
Commonweaith Health Department, was called in by management to survey the. extent
of repetition injuries in the Melbourne Taxation Office. Dr. Richard Taylor, research
associate in the Department of Social and Pr ive Medicine at M h University,
was called in by the unions. As it turned out, Dr. Cumpston's report was so damning
that it was adopted by the unions as well. As noted above, Dr. Cumpston found that of
108 DPOs, 18 had frank repetition strain Injuries, and a further 22 showed evidence of
muscular strain in the neck, shoulder, elbow, wrist or hand. A total of 40 women, or
37% of the workforce, had observable occupational injuries.

Dr. Cumpston recommended that 12,000 actual keystrokes an hour should be an
absolute ceiling.

Also as part of the review, the unions (FCU and APSA) conducted an ergoromic
analysis of the Tax Office. A total of 34 operators {chosen randomly) were
interviewed at their workstations on 11 August, 1981, using an APSA checklist. This
review resulted in the formulation of 17 ¢ dations to improve the ergonomics.
of the Tax Oifice.

The joint review team finally issued its report In November, with. 27 specific
recommmendations concerning:. .

. physical layout and organisation of the Tax Office;

. keying performance-{a maximum of 12,000 keystrokes.per hour);

. keying time;

. work allocation/rotation of duties;

. promotion, higher duties and proficiency allowance;

. DPO statistics (weighted character and productivity indexes to be.abolished, and
ggzir)nyg performance to be reported on only In terms of actual characters per

. workers compensation (what 'light. duties' DPOs with diagnosed repetition injurles
are to be assigned); .

. ergonomic matters.

3

All the rec dati were pted by the C for T: ion, with the

exception that a weighting system. for producing productivity indices was still insisted

on {but based on'positive rather than negative weights).

However the implementation of many of the recommendations is taking time, and is

subject to Government. interference. Until the workplace is actually.changed in
T

accordance with the erg of the working party, the DPOs are
maintaining their ban oa keying more than 10,000 strokes per hour. The position of the
FCU and APSA is that a rate of 11,000 keystrokes per hour will be acceptable when
the workplace has been made to conform to ergonomic requirements.
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The FCU is considering bringing a « law comp tion action against the
Taxation Office.

The lessonq of this dispute are clear. The DPOs, members of the FCU and APSA, have
taken a principled stand in favour of an improvement in their working conditions,
based on-the appalling levels of injury uncovered by Dr, Cumpston. There has been no
mention of trading improvements in conditions for a 'disability allowance'.

One of the most important spin-offs of this dispute has been the prompting it has given
to the Public Service Board to issue its own management guidelines on screen-based
equipment {reviewed below),

Full copies of the Tax-Office reports:

1. Dr. Cumpston's report;.

2.  FCU/APSA ergonomic review;

3. Joint management/union Tax Office review,

are available from the FCU, the APSA, and the ACTU/VTHC Occupational Health and
Safety Unit.

2, Screen-based equipment at Telecom

Telecom Is Australia’s largest employer, and a large user of visual display terminals.
It is therefore essential that the unions have an important influence over the manner
in which VDTs are to be used in Telecom. This issue Is the subject of current dispute.

The Telecom unions, comprising the APTU, ATEA, ACOA, ATPOA, ADSTE, POA, UPT
and APSA formed themselves into a Joint Telecom Unions Working Party in 1930,

iol!owi.ng Telecom's publication of draft Occupational Health Safeglz and. Ergonomic
Guidelines on VDTs. The TUWP objected 1o several points in the 1elecom uidelines,

and held that important areas were omitted. A redrafted version of the Guidelines

was submitted, and di ions held in S ber 1981,

P

The main areas of disagreement were ¢

* The TUWP did not accept Telecom's eye and eyesight testing programme,
which did not go beyond. the requirements of the NH&MRC Occupational
Health Guide Eye Tests for VDU Operators. The TUWP made the counter-
proposal that no further VDTS 5505'& Be Installed until an alternative eye
testing programme emerged from completion of a study by Professor Fred
Hollows (15).

*  Telecom made no proposals on rest breaks, and the TUWP recommended
breaks of 15 minutes avery hour, .

* In the ab of proposals from Tel , the TUWP has proposed an
ongoing programme of research on optimal working conditions for screen-
based’ equipment, to be the subject of consuitation between Telecom and
the unicns through a National Consultative Team,

* The TUWP recommended that VDTs installed should comply with the most
rigorous of known world dards for ionising and ionising radiation,
and that there should be a programme of ongoing monitoring and. research.
on radiation emissions. '
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- In the absence of proposals from: Telecom, the TUWP recommended that
new screen-based equipment operators should have a training programme
that included full information on the health aspects of SBE, such as the
design of the equipment and the total workplace environment; the full
ran§e of adjustments available on office furniture; the importance of a
healthy posture while working; and the nature and purpose of the eyesight
testing programme.

These disagreements have not been resolved, and there have been no further talks
between Telecom and TUWP on this issue. Telecom has gone ahead unilaterally and
installed new terminals and YDTs without having reached agr with the unions.
The unions have objected to this, and the ATEA, for example, has applied work bans
within: Telecom in NSW and Queensland over the issues of work organization,
ergonomics and the working environment, and eye examinations.

In the meantime the Trade Union Working Party has been carrying ouz its own
Jinvestigations into the potential and known hazards of VDTs (and in particular into the
effects of non-fonising radiation). Three projects have been announced in 1982, These
are:

1) The APTU in co-operation with the ATPOA has been researching the
effects of non-ionising' radiation' on ser based equip P Se
This wark now released In a document YDUS and Hi-health -~ The Evidence
(15), reports increasing health problems for operators as. time passes and
provides substantial medical and scientific evidence on the possibility of
cataracts. -

2) The APTU as a follow up to the findings of the report asked ophthal-
mologist Professor F. Hollows to conduct a study of the eyes of screen-
based equipment operators. This study, using a different and more
comprehensive series of tests, Is drawing participants from ATPOA, AJA,
ACOA, APSA, APTU. Professor Hollows’ study is the first epidemiological
ophthalmologlcal study of its kind in Australia, and involves three groups of
people In a double blind study. Results can be expected later this year,

3) The APTU, ATEA, ACOA, ATPOA, ADSTE, POA, CBOA, UPT, APSA have
all co-operatively funded an independent scientific investigation carried
out at Swinburne Institute of Technology into the "Potential Health Effects

of Electr: gnetic Radk Emissions from YDUs", This study takes a
critical look at all previous studies, and is particularly critical of the
NIOSH studies which totally di d x-ray radiation as a potential

problem, X-ray radiation has now been detected well above background
levels in two separate overseas studies,

The: Telecom Unions Working Party began negotiating with Telecom and. the Australian
Radiation Laboratory in May to conduct full measurements on a number of VDUs.

In: May 1982 the TUWP revi d' the sf fon within Tel , and adopted a position
which ¢
"ACCEPTS the concluding remarks of the Swinburne study into the
pcg;ntlal health hazacds of electro-magnetic radiation from
s,
NOTES the reservations stated concerning the present incomplete state

of knowledge of the biological hazards arising from electro-
magnetic radiation.
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RECALLS that many safety standards and maximum exposure rates for
various biologically harmful radiations have historically been
reduced as evidence accumulates from the deleterious health
experience of occupationally exposed groups.

EXPRESSES concern about the lack of uniform standards in some areas of
the electro-magnetic spectrum, their non-existence in others,
the inadequacy and inavailability of tools to measure radiations.

The standards where they exist relate only to single, properly
functioning screen<based equipment. There is some evidence
that malfunctioning machines may be emitting much. higher
levels than is currently considered safe.

CALLS - upon Telecom Australia to test all screen-based equipment for
radiation both In the ionising and non-ionising range in the
following Instances - before and after installation, before and
after repair and annuaily.

FURTHER CALLS  on Telecom to introduce full ophthalmological testing of all
persons required to operate VDTs prior to exposure and at
regular 12-monthly intervals.

FEINALLY CALLS upon the Standards Association of Australia to develop with
Australian industry sensitive detecting equipment and safety
dards which absolutely safeguard the user of screen-based

equipment.”

3.  Cataracts at the New York Times.

This section is based on material from the forthcoming book VDTs: Innccuous or
Insidious? by Tony Wells, and on the Opinion and Award of the Arbitrator in the 1977
dispute between the New York Times an% the Newspaper Guild of New York.

The New York Times converted to computerised type-setting, involving the use of
VDTs for all writing, editing, sub-editing and layout work, in 1975 and 1976. By 1977,
two sub-editors, Samuel Weiss and John Woodford, both in their early 30s, had been
diagnosed as having cataracts in the lenses of their eyes. They were referred to Dr.
Milton. Zaret, clinical associate Professor of Ophthalmology at New York University's
Bellevue Medical Centre. Zaret has been studying the effects of radiant energy on the
human eye since 1952, and ' has become a scourge of the medical and sclentific
establishment.. Zaret saw Weiss and Woodford in February 1977, and diagnosed
incipient radiant energy cataracts in both men. The signature of radiant energy
cataract, according to Zaret, is that it appears on the posterior capsule of the lens.
The Times referred the men to its own' 1 phthalmologist, who concurred that
the men Had cataracts, but found that the cause was 'a mystery' in the case of Weiss,
while in that of Woodford. 'it might very well be a congenital problem' aithough the
cataracts might be '‘compatible with possible radiati el

P

At this point the t}ade union, the Newspaper Guild of New York, intervened on behalf
of Weiss and Woodford, and demanded an investigation of The Times by the Nationa!
Institute of Occupational Safety and Health (NIOSH). Weiss and Woodford were
relieved of VDT duties pending the of this investigation. NIOSH promptly
carried out radiation emission tests on the VDTs - the Telco Model 40, the Harris
1500A and the Incoterm SPF 10/20 - and a physician reviewed the men's medical
records, NIOSH measured ultraviolet (UV), visible, infra-red (IR) and radiofrequency
(RF) emissi no of Xw-radiation were performed because NIOSH
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claimed' that previous surveys at The Times had failed to reveal detectable levels,.and
pravious NIOSH studies of similar VDTs had been performed. NIOSH found that very
little UV can be emitted by VDTs but detected no infra-red or visible radiation. For
radiofrequency radiation, either none was detected, or it was below the current safety
standard, NIOSH concluded: ".. based on the above measurements, the current
standards, and present knowledge of biological eifects, the VDTs surveyed (and units
similar to them) do not appear o present an occupational ocular radiation hazard",

In addition, NIOSH physician Dr. Jacqueline Messite, reviewed the men's medical
records and found that their cataracts weres "compatible with those reported from
exposure to radiant energy, but they are also compatible with those seen congenitally,
or those associated with other etiologies ... Since the environmental investigation did
not disclose any significant radiant energy emanating from the VDT Units, the etiology
of the ca ¢ I determined”,

To put it mildly, this NIOSH report, delivered in May 1977, did not help the union's or
the men's case. However their reaction provides an' object lesson for all trade
unionists. They combed the report, with the aid of Dr. Zaret, who was now engaged as
a consultant by the union, and found that it was full of loopholes, What appeared to be
a strong denial of their case was in fact a flimsy piece of whitewashing, Zaret
attacked the study on the basis that it was carried out with inadequate testing devices
(the measurement of electromagnetic radiation is fraught with difficuities); that

i from malfunctioning i were not measured (and such malfunctions
were very common in the' Times' composing room); that emissions from nen-phosphor
components, such as electrical oscillating circuits, were not measured;. and' that the
sources of significant levels of radiation in parts of the building were not identified,
Zaret also took issue with the medical conclusion,

The union refused to grant validity to the NIOSH study and referred the dispute to
arbitration. At an initial meeting before the arbitrator, Maurice Benewitz, it was
agreed that-the union would propose a set of tests meant to determine as scientifically
as possible whether radiofrequency emissions from the VDTs posed a health hazard. In
this way the Guild took the Initiative. Zaret proposed a methodology covering
measurement of ionizing radiation and all parts of the non-ionizing electromagnetic
spectrum ~ but' after objections from the Times, insisted only on measurement of the
key radiofrequency and microwave frequency parts of the spectrum. Measurements at
the site of the operator's head, and with the machine in various operating modes, were
spelt out (these points are taken up- in the: Workplace strategy section on radiation
:hmis{’sg)_rn). The Times successfully objected to any tests that would cause damage to
- 5.

Medical and_engineering consultants acceptable to both sides were appointed by the
arbitrator. The engineering consultants provided the services of an industrial hygiene
firm, R. & B. Enterprises, which presented a. plan, for measurement of RE and MW
radiation emissions in line with the Guild's r ions,.in August 1977. The plan.
invalved exh ipulation of the VDT controls to find 'worst case’ combinations
leading to maxi emissions. At each of these combinations, complete spectral
scans were to be performed in the relevant frequency range.

The. tests were performed in August, and a. final report was made available: to: the
arbitrator 5 weeks later. He in tum passed it on to a medical pane} consisting of 3
men acceptable to both sides:

. Dr. David Coggan, Consultant at the National Eye Institute;

. Dr, Paul Henkind, Chairman of the Department of Ophthalmology at the Albert
Einstein School of Medicine and at the Montefiore Hospital;

. Dr. Marvin Sears, Chairman of the Department of Ophthalmology at the Yale
University School of Medicine..
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to the Arbitrator, all three medical consultants agreed that at microwave
gt‘:;?;dsiggm in the R, & B, 'report, the 'very high probability is that cataracts cou{d
not have been caused' by the Times' VDTs. However ali the consulfa.nts Preface.d their
remarks with precautionary statements to the eftect.that. medicine is an inexact
science, and one of the consuitants felt that the situation was so. fraught wxl:h
uncertainty that ‘certain continuing precautions should be taken with regard to the
VDT equipment and by individuals assigned to VDTs'. These were that:

L. The Times should carry out regular monitoring of RF and MW emission levels, to
ensure that they do not rise significantly above those recorded by R, & B,

2.  The fact that indlviduals work with VDTs should be reported in their personal
medical histories. This would be useful in case further exposure to MW radiation
were being considered, such as through diathermy treatment.

itrator pted these and directed that ‘l"he' Times should carry
Iﬁ: :;:m:- monitoring, and t:;t any evl'dence of higher emission levels should be
rechecked i diately by more sophisticated equip If the higher levels are
confirmed, The Times must take corrective action and inform the Guild fully of what

was found and what was done.

The arbitrator delivered his judgment, finding that The Times' VDTs did not pose a
sa!eety hazard for employees,‘{n Ig=ebruary 1973, He left open the possibility of Weiss
and Woodford sesking a further judgment in their own cases. The Times regarded this
judgment as a victory, and directed the two men back to work on VDTs. Eventually
Woodford resigned and moved to Detroit, but Weiss has.remalned at The Times. His
vision has since deteriorated, according to Zaret's testimony before a US House of
Representatives' sub-committee in mid-1981.. .

ince then the issue has not stood still. In March 1980 Zaret wrote to the Executive

3icifpresident‘ of the Newspaper Guild telling him of further avidence that VDTs leak
radiofrequency radiation. This was found in a survey conduc}ed at Neyzsday, a
hewspaper based in Long Island, New York, In July 1979. Radiation as high as 15
milliwatts per square centimetre - five milliwatts above the US standard - was
detected leaking from the top of two Teleram 2277 terminals, Zaret stated:

"Although I still believe it is possible to correct what is wrong with VDTS,
nevenhsless, 1 no longer have any confidence that this will be done either
properly or in timely fashion. Meanwhile, there is now wh.at appears t0 me to be.
a clear and present danger to your members who are working with VDTs."

Early in 1981 the Newspaper Guild, in. co-operation with the Mount Sinai School of
Med}'cine in: New York ngtg (home o’f Dr. Irving Selikotf, of asbestos fame), announced
an extensive study into the heaith effects of VDTs, This study will be co-ordinated
with one being conducted by the Workers' Institut]e‘ for ‘Sjgety an’?hl'-le;lgx S(fund:gug;
- 1 al effects of non-ionizing, radiation. is inai
l::e AFL. cp)t into t'_’eﬁene:,_ | etfec eical g F o 1o '3 srvey
uestionnaire for VDT operators, and possibly full-scale medical examinations. e
gtudy is expected to covgr 2,000 :workers, both VDT operators and. non-operators 1o act
as controls. It will look at individuals' past radiation exposure and their medical
records. However the funding for this valuable study is uncertain,

Copies of the 1977 Opinion and Award in this case are available from the: ACTU/VTHC
Occupational Health and Safety Unit.
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REGULATIONS, STANDARDS AND MANAGEMENT GUIDELINES ON SBE

The current upsurge in the use of SBE has alerted trade unions throughout the world to
the potential and actual hazards assoclated with the new technology, and this in turn
has prompted attention from regulatory and standards authorities, as well as from
management organisations.

The first country to adopt national directives on VDU work was Sweden, with its
publication of the 1978 Directive on Reading of Display Screens. The main points of
the Swedish VDU Directives are as follows:

1. Ambient lighting must be suitably adapted. Special importance must be attached
to lighting conditions at workplace where reading of display screens occurs
regularly, Generally the illumination required is lower than in ordinary office
work, In workplaces where work is continuously conducted at display screens, an
illumination of between 200 and 300 lux may be suitable.

Note: Lower illumination levels may be appropriate in certain working environ-
ments of a special nature (e.g. in monitoring air traffic control).

2, When ambient lighting is subdued as per point (1), supplementary lighting must be
provided for other working areas near the display screens. Supplementary
lighting must be adj ble and fitted with glare control arrangements.

3.  Excessive differences of luminance if the field of vision produces what is termed
contrast glare. The workplace should therefore be organized in such a way that
the background of. the display screen is of suitable luminance and the employee's
field of vision does rot inciude a window or any other glaring luminances. Bright
reflections in the display screen are to be avoided,

& The visual distance to the display screen and the angle of Inclination of the
display screen should be individually adjustable with due regard. being paid to
other ergonomic requirements. In the case of employ who wear sp fes, it

is important that the optical carrection is well adapted to the visual disease, and

vice versa.

Note: Ordinary spectacles for private use are often unadapted to the visual

distance occurring in display screen work. Traditional biofocal lenses are

unsuitable in many cases, because they often entail a' strenuous work posture
when used for display screen reading..

5. If an employee has a refractive error and incurs visual discomfort in cennection
with display screen work when using spectacles intended for normal purposes, the
display screen must be moved to a position where the. discomiort is eliminated.
If this is not possible, the employer is to provide the employee with special
spectacles which have been tested for display screen work.

6.  If eye fatigue or visual discomfort tends to develop, the work must be organised
in such a way that the employee: can intermittently be given periods of rest or
work involving more conventional visual requir

All of these points are endorsed and adopted in the ACTU guidelines offered below.

In Australla, there are no regulations or any other legal instrument covering the use of
screen-based equipment, at either Federal or State level. Hi the Q ional
Health Committee of the National Health and Medical Research Council (NH & MRC)
has had the question under review, and an Occupational Health Guide on the Use of
YDUs is curréntly under revision after being issued for consultation in 1981, An

Occupational Health Guide on Vision and Eyesight Tests for VDT Operators has been

available since 1980.
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The NH & MRC Occupational Health Guides have no legal validity, but are seen as
carrying the authority of the Commonwealth Department of Health.

No advice on the use of SBE by Commonwealth Government employees is offered by
the series: Codes of Practice on Occupationai Safety and Health in Commonwealth
Government Employment. This is an omission which should be remedied,

Amazingly enough, there are no Australian Ssandard; A:n V?Us ‘:Ir I:crete.n-bazzg

uipment. There is a standard on Guide to the Design of Microform Workstations
236631981), and a general standard on Ergonomics in _Factory and Office Work (AS.
1837-1976) but this covers all factory ané‘ office work and :Ee specific problems of
SBE are not mentioned. Nor are there any international standards, from either the
International Standards Organisation, or from the International Electrotechnical
Commission. The 1SO Technical Committee on ‘Ergonomics' is currently preparing a
standard on 'Visual perception in information processing', but this is a very general
topic.

The plethora of trade union specifications for SBE should be seen in the context of this
pl b of guld: from the accredited standards authorities.

The Commonwealth Government's Department of Science and Technology has issued a
volume VDUs at Work in its Occupational Safety and Health - Working Environment
Series (No. [3 1981), This makes recommendations on:

- workstation;
- visual environment;
- other environmental factors.

Again this publication ¢arries no legal weight, but is issued with the authority of the

Department of Science and Technology. However it offers few specific. recommend-.

ations. One of these is that:

- In- areas exclusively used for VDU operation of the data enquiry type, an
illuminance value of 200 lux will be sufficient .

The US authorities have also been slow to develop standards or regulations applyipg. to:
SBE. All that seems to have appeared to date is a NIOSH Research Report, containing
5 pages of general recommendations. These cover:

radiation testing;

workplace design features;

illumination (500-600 lux suggested); (Comment: These levels are far too high).
glare control;

wark-rest regimens;

visual testing.

On work-rest regimen, the NIOSH report recommends:

1. A 15 minute work-rest break should be taken after two hours of continuous VDT
worl for operators under moderate visual demands and/or moderate work load.

2.. A 15 minute work-rest break should be taken after one hour of continuous VDT
work for operations under high visual demands, high workload and/or those

. engaged In repetitive work tasks.
Unfortunately, NIOSH does not define what is meant by 'high' and 'moderate’ workload.

Finally, a- ber of 2 t guidelines on SBE have been issued. Of these, the
VDT Manual is by far the best and most useful. Commissioned by the International
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Research Association for Newspaper Technology, and: first published in 1979, this is
the most comprehensive account available of the technology of VDTS seen from the
vantage point of its effect on the users. The Manual covers:

. VDT basics (CRT display, keyboard, radiation etc.);

. light, vision and optical characteristics of VDTs;

. ergonomic requirements for VDTs;

. ergonomic requirements for YDTs workplaces;

. health, safety and crganizational aspects of working with VDTs;

and gives an ergonomic checklist for VDTs and VDT workplaces. The Manual's value

lies in its comprehensiveness, and in its reference to controlled studies to back up each

recommendation. Many of the VDT Manual recommendations are picked up in the

ACTU guidelines given below.

In Australia, the Technology Research Unit of the NSW Covernment has produced a

Guide to the p_:urchase and establishment of word processing systems in the NSW Public
ervice. The Guide, publishes August 1981 covers:

. selection and purchase of equipment;

. selection and training of staff;

. work organisation;

. health testing,

and includes recommended standards for VDU design and keyboard design.

On the question of rest periods, the Guide stresses thats "It Is important that operators.

are able and are encouraged to- take short breaks from VDU work through the day, in

addition to regular lunch-time and morning and afterncon tea breaks.”

In another significant development, the Public Service Board has recently sent a
memorandum to- all departments, statutory authorities and staff organisations, setting

down guidelines on the Operation of visual display units (VDUs) and other screen-based
equipment.,

This memorandum is the outcome of lengthy negotiations between the Board and the
APSA, in which stop-work action by ACT Branch members played a part.

The PSB Memorandum begins:

"Approaches from Departments. and staff associations have indicated concern by
both management and' staff about possible hazards iated with the sustained
operation of VDUs and other screen-based equipment. Departments will bé
aware of the document prepared by the APSA (l1) sesting out its views on a
number of asp of screen-based equir operation. The purpose of this
circular is to provide Information on sources of specialist advice on matters
likely to affect the health and safety of operators, and to convey the- Board's
views on certain issues of concern to management and staff,"

The Memo proceeds to discuss the three key areas of eyesight testing, rights to rest
breaks, and proper working environment standards. On eyesight tests, the Board
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adopts the guidelines issued by the National Health and Medical Research Council,
namely that VDU operators should have eyesight tests:

. on commencement of work with VDUs;

at two yearly intervals after the age of 40;
. whenever indjcated by the onset of symptoms.

On rest breaks, the Board acknowledges that: "t is inevitable that sustained
concentration will produce fatigue, Sound and sensible management would suggest
that where possible, screen based tasks should be organized in such a fashion, that

spells from concentrated activity at the display screen are available throughoﬁt the
working day."

On- working environment standards the Board recognises that proper attention needs to
be given to furniture and equipment design, layout, lighting and other physical and
social aspects of the work-place where screen-based equipment is used. In particular,
the Board states that noise levels should be as low as possible, preferably 55 dBA for
areas of high mental concentration, and 65 dBA for routine task areas,

The WA Departmant of Health and Medical Services has issued an (un-dated) guide on
Visual Display Units. On 'rest periods’, the Guide notes that: "Operators whe work
contfﬁucus;y With a YDU will find that it is desirable to rest their eyes after 1-2 hours
of visual concentration.” No bibliography is given, nor sources cited.

A particularly bad management guideline was produced by the Federal Department of
Housing and Construction, in its Departmental Policy on Safe Use of SBE, Issued as a
consultative document in May 1981, This guide contained a pertunctory section on the
general health hazards of VDUs; a section on visual fatigue that' lumped together quite
different causes of fatigue, and used US military phrases like ‘task aversion'; a section
on requirements to combat visual fatigue which agaln lumps together disparate sources
of fatigue and' bypasses' any' meaningful guidance by referring to, e.g. 'adequate
ilumination’y a section on eyetests that at least reproduces NH & MRC
recommendations; and sections on purchase of SBE and working environment which are
insufficiently detailed to offer any real assistance; and a final section on rest periods
which is vague in the extreme. No mention was made of the need to prevent rapid
movement injuries, nor of the undesirability of attaching productivity targets to work
with SBE.

A revised dratt of this departmental policy is expected in the near future.

A TRADE UNION STRATEGY AND CHECK LIST FOR YDU WORK

t.  INTRODUCTION OF NEW TECHNOLOGY

VDUs are never introduced into an office, workshop or laboratory on their own, but as
part of a sy -a D ised office ing sy , a records system,
computer-aided design etc. Similarly microfiche readers are Intrcduced as part of a
comprehensive miniaturization system.

The first point to consider is the overall effect of the introduction of the new
technology on employment levels, job- content, work satisfaction and work control, as
well as on the health and safety of the membership.
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Affiliates' attention is drawn to ACTU policy on hnological change, adopted in
1979. This policy spells out that the ACTU is: "opposed to technological change which
increases the mental and physical pressures on workers, and to production changes
which demand more rigid requiraments from the workers. Technological change should
be aimed at improving the quality of work and the work environment.”

The ACTU decrees that: "Unions should seek to challenge traditional managerial
attitudes and prerogatives regarding consultation, rotice and the right of termination,
by seeking through award prescription or by agreement, obligations on employees to
consult and negotiate from the contemplative stages on the various issues arising from
technological change.” .

In accordance with. this policy, Unions should seek to have as many aspects of the
operation of the screen-based equipment agreed prior to its introduction, as possible.
These aspects would include:

. variety of jobs for SBE operators;

. training of people using SBE;

. work breaks for SBE operators;

. refusal to negotiate 'danger money' for working with SBE.

Of these issues, the problems of job variety and 'rest breaks' are the most important.
Too many employers have been allowed to introduce new screen-based systems which
make half the workforce redundant and enslave the rest to a grinding screen-bound
existence with ail the medical problems entailed that.are discussed above..

Many ‘Australian unions already have a policy on this Issue, such as the APSA:
‘Members who operate SBE for continuous periods in-excess of I hour per day are to be
entitled to a rest break of at least. |0 minutes duration over a. period of 2 hours.. Such
breaks ar(el;o bé In addition to those taken as a normal practice for meal or health
reasens,"(11)..

Many unions, such as those in Austria and the UK, have campaligned to make 4 hours
the maximum. that anyone should work.on a screen in a day.

Clearly, the policies on mix of jobs and rest breaks are related, and this is why they
have to be settled prior to the introduction of the new technology..

Points to note:

L. Whenever possible, the introduction of YDUs should. not be accompanied by the
creation of a job gory 'VDU Op ‘. Jobs Involving the use of VDUs
should be spread around as much as possible. No-one should be required to spend
more thah half their working time on SBE, i ’ )

2. Anyone who Is required to use a VDU as part of their job should receive basic
training In its operation, as well as an introduction to the health: aspects of
werking on SBE, covering the reasons for' eyesight. tests and' for regular breaks.
Follow-up training should be provided asiand when required.

3.  Close work on SBE, whether a terminal or reader, involves the muscies of the
eyeball and the ciliary muscles inside the eye, in continuous contraction and'
regular breaks are required to. allow them. to recover: If the category 'VDU
operator’ has been created, then work on the screen can be assumed to be.
continuous and heavy, and a rest break of 15 minutes after every hour can be
demanded, If however the VDU work is just one of saveral tasks, then a break
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after two hours is required - and this need not be a 'rest’ break but a change of
duties. Of course, normal rest breaks for meals and tea or coffee u{ould still
apply, and a period of 5-10 minutes quick rest after I hour would be desirable.

The point is that it is far better to have 2 mix of jobs, only some of which
require work on the screen, than to have a series of breaks away from a screen-
based job.

4, Intoduction of SBE. to the workplace requires negqtiz.itions over' a range of
working conditions, work locads etc.  The negotiations shou_ld never be
circumvented by agreeing to a few extra cents per hour for working with SBE.
This Is In accordance with ACTU policy on occupational health and safety, which
states In para 7{il} that "specitic policies to be adopted by unions should: include
as a first priority the elimination of workplace hazards or dangers and the
refusal to accept payment for adopting hazardous or dangerous working
practices,”

2, SELECTION OF EQUIPMENT

Early trade union guides on. the use and selection of SBE had a great deal to say on the
visual ch istics.of the équir 2

B height and width of characters;

. intercharacter and line spacing;

. screen size and luminance;

. image stability and flicker;

. display format;

. :}Isplay coding;

. contrast control;

. colour of display

and the characteristics of the keyboard; such as keyforce, keytravel, and keyspacing.
Hince s o alvendy done st sret omgts i uch pedes 2 the VDT Hanal and moe
of the original specifications have now been incorporated MW_’equlpment.

Besides, concentration on these numerical values has sometimes deflected attention
from the basic ergonomic issues.

Hence the following general recommendations are offered. These are ergonomic
criteria: they refer to the need for design of equipment to meet human requirements.

The main points to note ares:
1. The image on the screen should be clear-and stable.

2. It should be possible to distinguish easily b similar ch s, such as '0'
and zero, C and G, I'anid 1 etc.

3, Contrast control should be available.
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4.

3.

7.

8.
9.

13.

On microfiche readers, focus ithi
Soutd coriche read sp:: Locu lf:l:‘t?:g‘. should be within easy reach, and the screen

Microfiche readers should have matt screen finish to refl

The keyboard should be detachable fro|

m the screen; and i
By 1985,_most. keyboards should be in conformity ywith :ﬁ: a"segaé::rg;s‘s xgl"e\‘.
standard imposing a 30 mm thickness Limit.

The YOT shouid have a. fan to dissipate heat, but the combined noise of the fan
3 P
which hum’ should be rejected.

Impact printers should be separated from keystroking areas and sound-proofed.

Desks on which SBE Is placed should be matt-finished, icient
X and of suff
hold the screen, dstachable keyboard, and docmnents’ <:omtorta.blxy‘?e“lft)essilf;= ;:

w
b:mxxs which offer no room to rest hands or arms should most emphatically

Desk height should be between 620 and 750 m i
of dhernt m, and provide leg area that is free
et egnég?;gi.s at least 700 mm deep, and at least 300 mm wide to permit

If the documents are suitable, document holders sh i
the text up 1o a height where the Fwith e hes  clined fomenng
203’ prad s frongt L wher opera’;o fn be read with the head inclined forwacd at

Chairs should be stable (preferabi : ustab;
y with a 3 polnt bass) with
height, seat angle, backrest height and backrest angle. Thv; fro:‘:’ edge‘! :tsg?et

seat should' be i !
ity padded to avoid cutting into the thighs. Gas-powered chdirs are

The whole screen-based work
assume an optimum working;cs:::ri:‘.n should be set wp 1o allow the operator to

«  headinclined forward to an angle of 20%
. spine slightly arched and forward, leaning when seen from the side;
. upper arms vertical;

. no twisting of the head and trunk;

. thighs approximately horizontal;
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. Micromesh filters. These cover the screen with 2 mesh or network of tubes.
Although they may reduce screen reflections, they suffer the drawback that they
cut out screen images when viewed from some angles, and reduce the brightness
of images.

. Etching the screen glass surface. The drawback here is that light from the
images will be scattered, and again legibility will be reduced.

. Spray-on anti-reflection coatings. Again light is scattered by the coating, and
character sharpness is reduced ~ to the extent that they sometimes have a 'halo’

. Vapour deposited screen. coatings. This is technically superior to a spray-on
method, but is more costly.

Thin film layers. Again this is technically superior but costly. It can only be
applied to a glass panel which has then to be bonded to the screen. The filter is
highly sensitive to dust and finger touch.

Tube shields. This is a viewing shield placed around the screen, rather like the
shields that early photo-graphers wrapped themselves in to keep out the light.
Used in an office they create obvious prob of easy ibility to screen
images.

All the filters suffer from drawbacks, and it cannot be stressed too highly that the way
to deal with reflections is not to fiddle with the screen, but to alter the environment -
change the lighting,.or block the windows, or shift the position.of the VDU.

Another 'solution' to the problem of glare is for the VDU operator to wear dark
glassesi This is seriously pr d by some pani Needless to say it is not
recommended - it is an extreme example of fitti?g the worker to the workplace,
rather than the other way round.

Points to note:

1. The location of the SBE must be such that the screens and bench surfaces are not
affected by glare andfor excessive light. from windows or overhead luminaires.
There should be no sources of glare, such as unshielded lights or windows, in the
operator's fleld of vision.

2. The appropriate level of illumination for SBE is 150 - 300 lux.

3.  Electrical cables should be located so as not to cross the work area, nor create a
safety hazard.

4. Operators of SBE should be provided with an uncluttered and uniform view to
rest the eyes, &.g. a curtained wall ( a window as recommended by NH & MRC
would be a source of glare, unless it is to the side of the operator).

5.  Reflections and glare on the screen are normally an environmental problem, and
can be solved by suitably modifying the environment e.g. by curtaining windows,
and placing gratings across lights. Modifying the machine by placing filters in
front of it, or modifying the operator by the use of sun-glasses, is not the way to
solve the. problem.

6.  Local desk lighting to view source documents should be available as an option.
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5.

WORK DESIGN

It was noted above, in the discussion of postural health effects and rapid movement
injuries, and in the case studze:‘:‘fl tgue APSA/FCU. dispute in the Tax Office, that work

design cruciaily affects the

and well being of VDU operators. This is nowhere

more evident than in the area of setting productivity targets. Such targets. are a
source of stress and grief throughout industry, but particularly so in keyboard and
screen work where machine pacing can exact a severe health tofl,

Points to note:

1.

2.

6.

Electronic SBE should never be allowed to pace or monitor the user. Some
equipment offers this facility, and all such equipmient should be rejected. Even
if management claim that its intrcduction is benign, and merely offers workers
feed-back on their average keystroke rates and error rates, one can never
exclude the possibility that this information. may be used as evidence in cases of
discipline or dismissal, «

The carrot that may be used is an i ive payment sy , with: b for
extra keystroking rates or lower error rates. Such payment systems should be
emphatically rejected, for they can create unbearable stress in an operator who
for one reason or another is falling behind.

If 2 minimal keystroke rate is.set as a standard of entry to a particular grade, as .

is the case for data entry operators i the public service, then this standard
should be checked on special machines at the time of entry only, Operators asa
group of individuals should not be monitored to see that they regularly achieve.
the entrance qualification.

MEDICAL AND OPTICAL MONITORING

To prevent visual fatigue caused by uncorrected visual defects, and to monitor for
inciplent cataracts, all people required to work with SBE. should have regular
monitoring of their eyes and eyesight! This monitoring should be done by optometrists

(formerly called opticians) or by oph

ye ‘%  These are

P gists (e
professional people who have certain standards of competency to live up.to.

Points to note:

L

2.

3.

All people required to work with SBE as part of their job should be provided with.
a full ophthalmological (eye and sight} or optometrical examination prior to
starting.

Follow-up eye' examinations using slit-lamp bicmicroscopy should be provided at,
least. every two years to' k for cataracts.

Follow-up sight checks should be provided at least every 2 years. The package of
tests should conform to those specified by the NH & MRC In. Occupational,
Health Guide oni Vision and Eyesight Tests for VOT operators, viz.:

. distance visual acuity;

. near visual acuity;

. oculo-motor co-ordination;. o

. coloyr vision (where colour is part of the YDT)
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4,

5.

6.

7.

{Note: that the NH & MRC Guide stipulates that tests should be repeated.every 2
years only for those over 40, but this-is rejecteéd as too conservative)

tests should be conducted at the workplace by a fully qualified
St:rceningn‘ or ophthalmologist (as distinct from the NH&MRC code, para 10,
which only requires that the person be supervised).

Visual defects revealed by screening tests do not necessarily mean that the
person is visually unsuited for VDT operation and under no circumstances should
the screening tests alofie be used as criteria for selection.

Costs of screening tests, professional consultation and the provision of any
corrective glassas necessary for VDT operation should be borne by the employer.

To check that posture and workload are satisfactory, i.e. that no repetition

injuries are being sustained, regular medical cliecks should be provided for people
who spend over 25% of their time working on SBE.
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1.

2,

RECOMMENDED ACTU/YTHC HEALTH AND SAFETY POLICY:

Screen-based equipment. ~ electronic, video dis la i i
;ktglzvt’y'dunits b:ilt arpunctifcamode ray tubes, an .mxyafffﬁﬂa\f?eﬁﬁs‘f'}s“c&ﬁ?é
idespread use in offices, shops, banks, workshops, desi ]

other worlgplaces.' Its introduction is larg’ely in r:fpc'mse 53 cm?n:g:\neﬁ? ::c)i'
[:ureaucranc requirements, rather than in response to workers' needs; experience
indicates that the equipment rarely improves people's working conditions, and
can make them considerably worse. In accordance with ACTU po!ic’y on
technolo;nc?l change, the introduction of screen-based equipment shodld not be
opposed in itself. Affiliates should rather seek to impose. their own standards
and criteria to ensure that scre based equip is Introduced in such a way
that it does not increasg mental or physical pressures on workers, If possible, it
should improve the quality of work and the work environment.. ’

Screen-based equipment poses several risks to health, amongst which are:.
(1)  cataracts of the eyes - arising from leakage of non-ionizing radiation;

(2)  eyestrain and short-sightedness - arising fr
the visual environment;g g from screen characteristics and

(3) backache and muscle fatigue - arising from poorly desi i
k - esigned k: .
poor working environment and stressfuf work dgslgng 8 Vorkstation,

(4)  repetitive movement injuri i
> juries of the fingers, hand, ar -
arising from excessive keystroke rates; gers » arm and shaulder

(5)  depression and neurosls ~arising from poor system and werk design;

(6) other health problems such as face rashes arising fi i
3 5 : rom electrical disch:
::;i epr‘ﬁ:;liﬂe miscarriages and birth deformitiesgthought to be linked :;g:_,
ons.

No satisfactory long-term follow-up study of operators of scresn-based i}
‘rinenf has been performed, and so statements to the effect that the equi;gmuejg;
uoes not or cannot damage, e.g, eyes or eyesight; are without foundation. In the
light of disastrous experiences associated with Introduction of new technologies
in the past, affiliates should regard screen-based equipment as a likely cause of
severe health effects until it is shown to be safe.

The possilby detrimental effects of working with screen-based equipme:
P ; = nt can, by
;ll?g:ls::- by ensuring that such work is organized. according e?o tphe foll:\nvmz

(1) The Intraduction of YDTs should not, be acco i
1 ] mpanied by the creation of
job category 'VDT operator’, Jobs involving the use of VDTs and' othe?
screen-based. equipment should be spread around as much as possible, No-
:cn:e es:wld be required to spend more than haif their working time on a.

(2)  Anyone required to use screen-based equi ir j
o R 0 equipment as part of their job should
receive basic training, on paid time, to become profl}dent in its iperation,
as well as an induction into the likely hazards.of the equipment, so that the
reasons for rgg.ular eye and eyesight tests, for example, are understood.
Follow-up training should be provided as and when required.
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(3) Close work on screen-based equipment, whether an electronic terminal or a
microform reader, involves the muscles of the eyeball and the ciliary
muscles inside the eye, in censtant contractions and regular breaks are
required to allow them to recover.

(4)  Electronic screen-based equipment should ordinarily never be aflowed to
pace or monitor the operator, such as for instance by logging errors or
keystroke rates. Exceptions would arise for instance when job applicants
are sitting proficiency tests.

(5) By implication, incentive payment systems linking bonus rates to the
number of keys stroked per hour or the number of errors committed should
be emphatically rejected.

(6) Screen-based equipment should be introduced on a small scale and always
subject to-ergonomic audit. Terminals should be grouped in. small numbers;
{arge-rooms filled with rows of terminals should be rejected.

International and national standards associations and' the regulatory authorities
have. failed to set standards or criteria which should be met by screen-based
equipment. if workers' health is to be protected. Under these conditions, it is
imperative that affiliates impose their own standards, and a. set of such
standards, covering machine hardware, software, workstations and work environ-
ment, is given in an appendix to this policy. Due to the fast-changing nature of
this technology, it is important that trade union standards keep abreast, or ahead
of,; the technology.

Manufacturers' and suppliers' specifications should report whether machines
satisfy ACTU/VTHC criteria.

When an organisation: introduces new technology' that incorporates screen-based
equipment, atfiliatas should ensure that their members do- not start work on that

equipment until there has been:
t once installed;

(1) afull erg i of the

(2)  a full environmental assessment of the working conditions;
(3)  a medical assessment of anyone likely to use the equipment.

All etforts should be made before work starts to ensure. that the workplace has
been brought into line with the needs of the workers - rather than allowing the
workers to be modified through the wearing of glare-shielding glasses or other
protective equipment.

An. ergonomic assessment should be carried out by an ergonomic consultant who
is acceptable to both management and unions. The consultant’s terms. of
reference should includes

(1) checking that suppliers' specifications are in fact met;

(23 checking that the workstation meets the ergonomic criteria spelt out in the
appendix of this policyy

(3)  checking that the work design meets sound ergonomic criteria.

An environmental assessment should be carried cut by an industrial hygiene
consultant who is acceptable to both management and unions. The consultant's
terms of reference should include:
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(1) checking that the lighting meets the criteria spelt out in the appendix t&
this policy (concentrating in particular on eliminating reflections and
saurces of glare);

(2) checking that noise, heat, ionizing and non-ionizing radiation' emission.
meet the criteria spelt cut in the appendix to this policy.

A vision and eye assessment should be carried out by an optometrist or
ophthalmologist who is acceptable to both g and unions. The medical
assessment should include eye and eyesight examinations, as well as a general
medical check.

(1} Eye examinations must include slit lamp biomicroscope examination of the
lens to check for incipient or congenital cataracts.

(2> Eyesight examinations should conform to the package of tests as given in

the NH & MRC Occupational Health Guide on Vision and Eyesight tests for
VDT Operators. 4

(3)  Eyesight defects revealed by these tests do not necessarily mean. that the
person Is visually unsuited for VDT operation, for their sight can be
corrected by properly prescribed glasses or contact lenses.  Under no
circumstances should the screening tests alone be used as criteria for
employment.

(3) People ajready wearing glasses may have out-of-date. prescn;iptions, or be
wearing bifocals which are unsuitable for VDT work. They should be
provided with proper prescriptlons ag if their vision were uncorrected.

(5)  Costs of screening tests, professional consultants and corrective glasses or
lenses suitable for VDT work should all be borne by the employer, as they
are an essential pre-requisite for VDT and screen work.

Once screen-based eq‘uipment is installed, there should be regular checks on the
equif t, working envir ,. and people involved, to ensure that major
health problems do not arise.

(1)  The equipment should receive regular maintenance and cleaning.

(2)  The working environment should be monitored regularly for noise levels,
heat and humidity conditlons, and to check for lonizing and non-ionizing
radiation emissions. :

(3)  Results of all environmental monitoring should be made available to' the
members involved and their union.

(4} Medical checks should be provided at least every two years: for people who
spend upwards of 25 per cent of their working time on screen-based
equipment. This check should follow the same format as the pre-
employment examination, and cover eye examination, eyesight tests, and a
general medical examination to check for repetitive movement injuries or
postural fatigue.

(5)  Medical records will be held as confidential and their contents will not be
ravealed to management or unions without the explicit consent of the
individual concerned. Individuals will aiways have access to their own
medical records.
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In accordance with the ACTU policy on occupational health and safety, affiliates
are urged to regard as first priority the elimination of hazards or dangers
assoclated with screen-based equipment, and to refuse to accept payment for
adopting hazardous or unsafe working practices.

293,



1.

APPENDIX

RECOMMENDED ACTU/VTHC SCREEN-BASED EQUIPMENT CRITERIA

Machine Hardware Criteria

(1) Screen

2)

(a)  The image should be clear and stable.

(b)  Characters should preferably be yallow against a dark green background, or

green against a dark background.

(c)  Characters.should be clearly distinguishable from each other, such that,

character width should be up to 80 per cent of upper case character

height;

. the space between characters should be between 20 and 50 per cent

of character height;
. row spacing should be at least equal to character height.

(d)  There should be rolling and non-rolling display format.

(e)  The dot matrix for characters should be at least 7x9, ar preferably 9x14..

(f)  Screen phosphors should be refreshed at least 50 or 60 times per second to

control flicker.
(g) The screen should be glare-resistant,
(h)  On microfiche readers, there should be no lighting 'hot spots'.
(i) Microfiche readers should have matt screen finishes..
Keyboard
(a)  The keyboard should be detachable from the screen.

(b)  Keyboard should be slim, and preferably no thicker than 3 or 4 &m.

(¢) The keyboard layout should be similar to that of typewriters, with special
function keys conveniently grouped and marked, to conform with [SO 3243

(for alphanumeric keyboards) and 1SO 3791 {for numeric keyboards).

(d)  Keys should provide audible and tactile feedback, with' volume control

provided.

(e)  Key caps should be concave (i.e. dished) and have a matt. finish.

(f)  The keyboard surround should be matt finished, and be fitted with a wide

palm-rest along its near edge.

{g)  The keyboard should be sioped; preferably at around 12° to the horizontal.
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(3) Terminal
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The terminal should have a base that allows it to be tilted and rotated for
maximum comfort.

The casework around the screen should not be cluttered with controls.

Casing should be metal or metal foil lined, to prevent emission of non-
ionizing radiation.

There should be a fan to dissipate heat, but its operation should be silent.
The machine should not 'hum' when  turned on.

The wiring and electronics should conform to Australian safety standards.
Noise power rating of machine in use should be less than 60 dBA.

Ionizing radiation level at operator's position should not be detectable.
Non-ionizing radiation level at operator position should be 10 times lower
;l:g\).current‘ US standards within any frequency range (UY, IR, RF, MW

Cables and leads should be secured and concealed.

Machine Software

(1) Programs for machine operation should be outlined in suppliers'
specifications.

(2) Prompts, error ges and other diagnostics should be clear, concise and
framed in good English.

(3) System crashes through operator error should be made impossible.

(4)  Input and stored data should be protected from system crashes and machine
failures.

(5) if several terminals share a common line or single: computer, they should be
able to operate independently.

(6) Programs recording operator characteristics, such as error rates and
keystroke rates, are unacceptable.

Workstation.

(1) Work surfaces should be of sufficient size to hold screen, keyboard, source
documents, working paper and -still leave room to rest the hands and arms.

(2) Work surfaces should be matt finished.

(3) Desk height should be between 720 and 750 mm, and provide leg area that
is free of obstruction, i.e. at least 700 mm deep and at least 800 mm wide.

(4) If the documents are suitable {(e.g. A4 sheets} document holders should be

provided which bring the text up to just below eye level and in front of the
operator.

295,



(%
(1

p-4

(2

3)

(5) Chairs should he stable (preferably with a 5-point base) and provide
maximum support without inhibiting the operator.

(6} Chairs should have adjustable seat height, seat angle, backrest height,
armrest height and backrest angle.

(7)  Chairs should be padded underneath. the thighs, and should be upholstered in
a fabri¢ that breathes (i.e. not plastic).

(8)  The whole screen-based workstation should be such as to allow the operator:
to assume an optimum working posture:

#  head.inclined forward at.an angle of 20°
*  spine slightly arched and leaning forward
*  upper arms vertical

*  head and trunk not twisted

* thighs approximately horizontal

*  lower leg approximately vertical.

* Work environment

Lighting
(a) The ambient lluminance should be between 150 and 300 lux,
(b} There should be no raflections from screen, keyboard or working surface.

(c) There should be no sources.of glare in the operator's fleld of vision, such as
uncurtained windows or intense lights.

(a) Luminaﬁres should be fitted with prismatic or grid-type glare shields.
(e} The operator's field of view should be uncluttered and restful on the eyes.

Room climate

The workroorm should be air-conditioned, with temperature maintained between
2! and. 23 degrees. Celcius, and celative humidity between 45 and 55 per cent.
(Filters and humidifiers in the air conditioning system should be regularly
checked'to ensure that they do not become a breeding ground for bacteria, and
lead to diseases such as 'humidifer fever'.)
Noise levels
(a) Noise levels should be kept below,

. 55 dBA in areas requiring concentration

. 65 dBA in areas not requiring concentration.

(b) Impact printers should be insulated and separated from-keyboard aréas.
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GUIDE TO FURTHER READING AND DISCUSSION

The. best introduction to the whole subject is provided by the VDT Manual, now

published by Wiley as Visual Display Terminals: a manual covering ergonomics.
workplace design, health and safety and task organisatjon (1980). (Ig)

The strength of the Manual lies In its excellent technical presentation of VDTs,
and its ergonomic checklists for VOTs and VDT workplaces - but it shies away
from making recommendations on some of the social issues like mixing tasks and
taking work breaks. A copy of the Manual is available for consultation in the
Unit, but atfiliates likely o get involved with SBE issues are urged to purchase a
copy for themselves.

Tony Wells, of the Australian Journalists Association, has recently written an
excellent account of the intreduction of VDTs into the newspaper industry in
Australia, He provides a very readable summary of the debate over the emission
of non-jonizing radiation from VDTs and its possible effects on health. This book
is shortly to be published by the AJA Under the titles VYDTs ~ Innocuous or
Insidious? (14)

The Australian Postal and Telecommunications Union recently published a
provocative tocument entitled VDUs and ill-health: the evidence (15). This
document reviews the evidence on emission of non-ionizing radiation from VDUs
and.its effects on people's eyes,

Useful background on- ergonomics and VDUSs is provided by the Proceedings of a
conference on this subject held in Melbourne and then Sydney in September,
1979, hosted: by The Ergonomics Soclety of Australian and New Zealand, The
Conference Proceedings are edited by Barbara McPhee and Alan Howie, and are
available from the Ergonomics Society, or from Dr. McPhee at the Commone
wealth institute of Health, University of Sydney,

Further useful background Is provided by the proceedings of the Loughborough
conferences on health hazards of VDUs, | and 2, held in December 1980 and
March 1981, Contributions to these conferences were discussed above (8,9),

‘The Canadian Centre for Occupational Health and Safety, at Hamilton, Ontario,
has.published a useful guide to. the burgeoning literatute on VDTs, called VOTs:

a selected biography (September 981).
This burgeoning literature has now spawned academic journals as well. Of

interest is a new journal Behaviour and Information Teclinology, whose: first issue
was published in Jan-March 1982, by Taylor and Francis, London, This journal is
edited by Tom Stewart, one of the co-authors of the VDT Manual.
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NOTE TO AFFILIATES

These guidelines are produced in response o numerous requests from unions already
Zrapoling with probiems of werking with SBE, or sngaged in negotiations over the
introduction of new technology.

The guidejines are not immutable, and will be revised in future as circumsiances
require.

All unions, whether Federal or State cifices, which hav# ;.iir‘ea:‘v issued noficies or
negotiated agraements on SBE, are urgad to forward these policied v Jdyadmants, to
the ACTU/VTHC Occupational Health and Safety Unit.

All unicns about 1o embark on negotiations over the introduction of SBE, are urged to
centact. the Unit for specific advice and documentary help.
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ABS MARUAL OF PERSONNEL MANAGEMENT
SECTION 18
OCCUPATIONAL SAFETY AND HEALTH

PART A - GUIDELINES FOR THE CONTROL AND MANAGEMENT
OF REPETITIVE STRAIN INJURY (RSI)

18.1 AIM

18.1.1 These guidelines aim to :

i) provide a general strategy for identifying and
minimising the effect of RSI in the ABS;

ii) describe measures to alleviate the effects of the
injury when. it has occurred;

iid) outline the responsibilities of all parties
involved.

18.1.2 a) The guidelines are intended at this point to
apply to all keyboard operators whose job designation falls
within the general employment categories of Typist, Data
Processing Operator and Accounting Machinists, and to
clerical staff who use keyboard equipment as part of their
duties,

b) It is anticipated the guidelines may also be
applied in a general sense to staff engaged from time to
time in fast, repetitive clerical fuhnctions. 1f this is
found not to be so then revised guidelines will be issued.

c) There are areas where the guidelines cannot be
exact.. In such areas an attempt has been made to outline
current thinking by professional people, or limits which
apply elsewhere as background to the taking of decisions
which remain the responsibility of the local supervisor and
his/her senior officers. In a number of instances the
guidelines reflect practices which had been thought ocut and
adopted by ABS supervisors in response to the growing
incidence of RSI.

d) Throughout the guidelines emphasis is placed on the
need for consultation between the keyboard operater,
supervisor and management on all issues related to the
prevention/minimisation and management of RSI.
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18.2 REPETIPIVE STRAIN INJURY (RSI)

18,2.1 RSI covers a wide range of injuries associated with
the overuse of muscles and tendons which generally occur in

the fingers, hand, arm, shoulder and/or neck. Such injuries

are also referred to as Rapid Movement Injury (RMI) and the

terms are interchangeable.

18.2.2 symptoms may include pain, swelling, weakness
and/or numbness in the affected area (see para 18.3.2
below),

18.2.3 The mnst commonly diagnosed injuries are Teno-
synovitis and Carpal Tunnel Syndrome, but include Tendonitis,
Ganglion and strain injuries of the shoulder and neck.

Bone Tendon Muscle
Figure l: Tenosynovitis . Synovial Sheath

An inflamation of the
tendons. and their sheaths.
The sheaths which surround
the tendons provide lubrica-
tion for them to move, Under
certain conditions this H
fluid becomes granulated Teno Synov itis
and clogged resulting in {inflammation)
painful swelling.

Tendon itis
(inflammation of the Tendon)

Figure 2: Carpal Tunnel Syndrome

Nerve

Caused by compression of
the median nerve in the
carpal tunnél of the wrist,
Reduces manipulative
skills. Often associated
with hand weakness,
numbness or pain. In a
majority of cases the
compression results from

Tendon

Most of the carpal
tonnel is made ,up of
several bhones in the
wrists which form a

swelling associated with Tendons groove, The groove is
tenosynovitis.. covered by a fibrous,
Median Nerve ligamentous structure
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18.3 EARLY RECOGNITION OF SYMPTOMS

18.3.1 It is essential that early symptoms. be recognised by
the officer and immediately reported to the officer’s
Supervisor. At first these symptoms may seem trivial, but if
recognised early and acted on further development of the
injury can be prevented and no permanent damage will result.
If the symptoms are ignored permanent damage may occur.

18.3.2 Symptoms include:
i) excessive muscle fatigue and soreness;

ii)y pain, swelling, numbness and/or tingling of the
hand, wrist or forearm;

iii) pain or weakness in the muscles of the arms
shoulders or neck;

iy) crackling sound (crepitus), creaking sensation in
affected area when moved.

18.3.3 It i{s important that keyboard operators, supervisors
and managers understand the personal consequences in terms of
pain, incapacitation and decreasing opportunities for
successful redeployment if they work on regardless until the
condition becomes fully embedded. It is equally important
that keyboard supervisors at all levels understand the loss
in terms of productivity and increased staffing overheads and
administration costs if symptoms are played down or ignored.

18.3.4 Avoidance or minimisation of RSI requires close
consultation and a high level of confidence to exist between
keyboard operators, supervisors and management.

18.4 RECOVERY FROM RSI

18.4.1  havailable studies and the opinions of professional
people active in this field conclude that once injuries such
as tenosynovitis become firmly established full recovery with
a successful return to former duties is rare.

18.4.2 ABS experience to date suggests that transfer of
RSI sufferers to clerical duties is only partially
successful unless carefully managed over the initial months.
Duties such as those involving the use of a calculator,
photocopier, stapler or simply filing papers can cause
distress and lead to further recurrences. Supervisors
agreeing to take RSI sufferers on transfer need to be aware
of this and organisc work accordingly.

306.

18.4.3 oOperations for such injuries as Tenosynovitis and
Carpal Tunnel Syndrome are rarely succegsful in the view of
the patient and expert opinion recommends against such action
without the consensus of medical practitioners experienced in
the treatment of RSY. The more advanced the injury is, the
harder it is to treat. Remedies may include rest, plastic
splints (plaster ones are too heavy), ice packs, stretching
and isometrics. Heat treatment should never be used as it
only aggravates inflammation already present.

18.4.4 However, rest of the affected area is seen as the
most important factor for recovery. It is important that
both the injured officer and the supervisor recognise this
and immediate action is taken to provide appropriate and
alternative duties.

18.5 MINIMISATION OF OCCURRENCES

18.5.1 Professional studies list the areas detailed below
in paragraphs 18.6 to 18.1f where specific guidelines need to
be applied to minimise RSI occurrences among keyboard
operators. A major source for the following is "Approved
Occupational Health Guide Repetition Strain Injuries®,
National Health and Medical Research Council, Commonwealth
Department of Health, June 1982, .

18.6 GENERAL ENVIRONMENT

18,6.1 General work environment - the physical and social
aspects of the work place;

i) Layout, airconditioning and noise factors;

ii) Correct dimensions and positioning to match
individual operator - no undue twisting of neck or trunk
required;

iiiy Provides physical comfort - no restriction on normal
blood circulation;

iv) Promotes good posture,
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Figure 3: posture l\\
I i

T~ ° +—Document holder
\ ~r2y
\ - Centre
Y = _ of
Y Screen
4
689~ S vDU
85¢ mm ‘ Working

Plane (home row)

Note:

Allow maximum Ereedom of movement,

Elbows close to side.

Backrest small enough to allow freedom of movement.

The 'home row' of keys (ASDFGLKJH) should not exceed 3fmm from
the top of the keyboard support surface.

Chair with 5 star base, self locking castors, pneumatic height
adjustment, cloth padded seats and have the ability to be
adjusted while sitting.

Seat profile should reduce pressure on intervertebral discs and
require little static muscular effort.

v) Incorporates adjustable manuscript holder so documents
can be placed at optimum viewing distances and angles;

vi) Detailed specifications for design of workstation
furniture and equipment are the subject of a number of technical
papers which can be obtained from Management Control Section;

vii) Accommodation and furniture standards are the
responsibility of Management Services Branch and any queries
should be directed in tlie first instance to the Director, Finance
and General Services in Central Office, or the Administrative
Officer in State Offices.
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18.7 JOB DESIGN

i Avoid prolonged work in the same position and reduce
physically stressful movements;

iiy Incorporate where possible work or job rotation
involving a variety of different tasks to avoid over-
specialisation of work, and to rest muscle groups and avoid
fatigue and strain;

iiiy Avoid workload peaks which require prolonged periods
at a high keystroke rate (see paras 18.8.1-4 and 18.21.2
below)

iv) Avoid extremes of Jjoint movement of arm, hand, neck
and trunk. !
18.8 KEYSTROKE RATES

18.8.1 CONTINUOUS keyboard operation at excessively high
key stroke rates may expose operators to RSI.

18.8.2 To set appropriate ranges of keystrokes per hour
requires consideration of a wide variety of factors, eg age
of machine, type of work, whether one or two hands are used
etc.

18.8.3 supervisors and keyboard operatore should consult,
as needed, on appropriate keystroke ranges for the work being
done taking into consideration local factors. The keystroke
range adopted should allcw operators to work at a
comfortable, natural rhythm rather than any sustained forced
pace. If agreement is difficult to reach, the local ABS
Occupational Health and Safety Committee should be contacted
for assistance.

18.8.4 Difficulties are encountered in trying to summarise
opinion on safe keystroke rates and the following is provided
AS BACKGROUND ONLY to consultations: between supervisors and
keyboard operators:

(i) For simpler transactions, work in the Australian
Taxation Office is allocated on the basis of 11 gg# key
strokes per hour, which is reduced as the type of transaction
becomes more complex,with the most complex transaction
assesged at 5 PgPF keystrokes per hour. Work is allocated on
the basis that each operator will spen@ 5.25 hrs each day
operating the keyboard., The Acting Arbitrator in
Determination No 327 of 1983 (26 Aug "83) attached an
Agreement between the parties which in the relevant part read
as follows :
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;Ma:li;mpha:d Minimum Rates. g

n e light of the medical and other .

presentéd’ in the case, the parties supggigggce
rescisglpn of the maximum rate of 12,P84 kph
E;e:e_:&b\ed by order of the Arbitrator and confirmed
ra:e there should be no prescribed minimum keystroke

(ii) Br Alan Cumpston, Medical .
i Services Adviser
gfggpzﬁéo::‘l;igsa:!f:héaegpaﬁtmentiof Health, who was ;ssociiced
h processing in the Aust
Office 'recommendk the following mgx}.mum keys:rg;éj‘.::tg:’.‘auon

old Ma;:hines -~
New Machines - . -ig:ggg Jl:g:
Absolute' Maximum Rate -12,898 kph

18.8.5 The key consideration is

that the pa
forced, but rather one that allows work to gecgo‘:sl:o:édanot be
pace/rhythm that ig comfortable to the operator,

.

18.9 REST BREAKS

18.9.1‘ There are two definitions of rest breaks:

ii) A complete rest from an i
. . Y work actiwity. Th
gig;né:iggnzgﬁiﬁ: ;g tge particular job. alllowg no r;iief
m, yboard operation i ) 2 Sraat:
duties (iop pas keyboa pv ration in the form of altérnative

‘

18.9.2 - Rest breaks Or pauses ar

e recognisead .
part of effective work and have been. shcg)wn to :zt:aiz:;essary
;ncregse total productivity. They are ebsential in reducidg
SI risks where staff are involved in long periods of
CONTINUOUS KEYBOARD OPERATION, " ‘ )

18.9.3  The benefits of rest breaks i ief

9 nefits = 8 include relief o
fat;.gue and any réstriction of circulation ‘due t;e'lf.ogé nuscle
Zer ods of sitting and increases in mental ang physical
p::;'::e?:'toﬂa'ff;me consideration in taking ‘régular rest

S . ow re tion " gy &
Fluia (sec paoaiSy E gggg:?.xon of the synovial lubricating
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18.9.4 It can be misleading to lay down fixed or formal
rest pauses as length and frequency depend on the individual,
the task, environment, equipment, amount of task rotation
already built into the job; ete. The individual is
considered the best judge and decisions by Supervisors as to
the frequency, manner and duration of rest breaks f£rom
continuous keyboard operation will normally be more
acceptable to staff if they have the opportunity to
participate in the decision process.,

18.9.5 While the issue of rest breaks lies between the
Supervisor and Operator, staff should not operate keyboards
continuously at a high keystroke rate over any period beyond
one hour without regular rest pauses. It is also essential
that rest breaks are regularly spaced throughout the working
day. 1In no circumstances are they a credit to be
accumulated.

18.9.6 The following is offered AS GENERAL BACKGROUND ONLY
to provide supervisors and their staff with some feel for
what may be appropriate in terms of the length and duration
of rest breaks from CONTINUOUS KEYBOARD OPRPERATION:

(i) US National Institute for Occupational Safety and
Health (NIOSH) in a 1981 report recommends 15 minute rest
breaks. after one hour for operators engaged in repetitive
tasks;

(ii) APSA policy is for a minimum of 15 minutes rest
break SPREAD over a period of one hour;

(iil) ACTU/Victorian Trades Hall Council (VTHC)
Occupational Health and Safety Unit recommends {(as future
policy) regular breaks of at least 15 minutes every hour for
repetitive work which does not involve adequate variety and
rotation of tasks;

(iv) In relation to data entry work in the Australian
Taxation Office, the Acting Public Service Arbitrator in
Determination No 327 of 1983 (26 Aug. 1983) made the
following point:

"... There is no doubt that regular breaks are
necessary from keying duties and ..... on balance
consider that the ten minutes break after each hour
of work, together with the meal, tea, personal
breaks and those occasioned by the nature of the
work itself provide adequate rest from key board
duties, ...",
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18,14 OVERTIMB

18.18.1 supervisors and keyboard staff need to be aware of
the added risk of RSI by extending the hours of keyboard
operation beyond normal daily working hours ie there is a
strong case for overtime to be limited to weekends.

18.16.2 The Arbitrator in the interim order in respect of
data preparation officers in the Australian Tax Office
directed that overtime not be worked in the evenings. This is
interpreted to mean the normal working day beyond £lextime
limits should not be extended by a requirement to work
evening overtime., This limitation at present applies only to
the Australian Taxation Office.

18.19.3 Given the associated risks of extending normal hours -

Supervisors should apply strict tests of essentiality before
requiring keyboard operators to work evening overtime. Under
no circumstances should keyboard staff who have had some
history of RSI or possible RSI be required to work overtime
beyond normal daily hours.

18.11 COMPENSATION

18.11.1 Repetitive strain injuries arising from keyboard
operations are subject to normal compensation procedures,
which, despite the best intentions of all parties, can be
protracted.

18.11.2 case studies (by external organisations), supported
by similar studies in relation to ABS keyboard operators,
suggest the morale and cooperation of the injured officer may
decline rapidly as:

i) differing medical opinions and further referrals to
specialists are encountered;

ii) income drops to compensation levels or payment of
salary is delayed by procedural requirements; and

iii) associated financial and social pressures erode the
self image. ('Accident Victim Syndrome*)
18.11.3 The supervisor can assist by:

i) minimising delays in transmission to the Personnel
Section of medical certificates, sick leave applications etc;
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1ii) the officer understands the high risk of .
re-occurrence of RSI in seeking to recover former speeds in a
short period,

18.13 WELFARE - CENTRAL OFFICE

18.13.1 1Information, counselling and support services to ABS
officers suffering from rapid movement injuries are available
on a confidential basis from the Welfare Officer (3a5g6,
Phone 52 6739).

18.13.2 staff encountering difficdlties as a result of RSI
should not hesitate to contact and discuss problems with
Welfare Staff.

18.13.3 similarly, Supervisors should have a clear
pexception of the welfare services available and should geek
to involve the Welfare Officer when considered appropriate.

18.13.4 The Central Office of the ABS has a Self-Help Group
for past and current sufferers of RSI and the group discusses
amongst other things, rehabilitation, social, professional
and personal problems. The Capital Territory Health.
Commission runs a similar program.

18.13,.5 Guidelines on the introduction and use of an "Energy
Break" Program for ABS officers is available from the Welfare

Section.

18.13.6 Officers requiring further information should
contact the Welfare Officer.

18.14 WELFARE - STATE OFFICES

18.14.1 1In each State an officer has as part of his/her
duties responsibility for providing confidential staff
welfare services.

18.14.2 oOfficers seeking welfare services as described above
will find their Welfare Officer listed in the local telephone

directory.

18.14,.3 sState Office Welfare Officers should ensure they
maintain close liaison with Central Office Welfare Staff on
further developments in this field.
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18.15 GENERAL RESPONSIBILITIES

18.15.1 The issues covered under the headings in paras 18.16
to 18,21 below are not exhaustive. They are meant to be read
in conjunction with all other areas of the guidelines.

18.16 OPERATORS
18.16.1 Keyboard operators should:

i) be aware of correct posture and be conscious of
retaining correct posture throughout the working day;

ii) understand the value of maintaining a generally good
level of physical fitness in minimising RS risk;

iii) advise Supervisor immediately of any injury received
(work or otherwise eg sport or car accident) which may affect
ability to undertake normal keyboard duties or which may be
aggravated by undertaking normal keyboard duties;

iv) report to Supervisor any equipment, furniture or
workstation fault which inhibits correct posture or proper
keyboard operation;

v) know how to recognise the early symptoms of RSI.
Report such symptoms to Supervisor immediately. A sore neck
or wrist is not an unusual event and a sensible approach to
proper treatment by resting the affected area for a short
while (1-2 days) will usually see the problem quickly clear.
To press on regardless will only aggravate the situation and
will increase the risk of RSI. Operators with RSI symptoms
should not take pain killers in order to keep working.

18.16.2 If symptoms do not disappear with rest (alternative
duties which rest the area affected), advise your Supervisor
and consult your doctor. Similarly, medical advice should be
sought if the symptoms do disappear with rest but. recur on
resumption of work,

18.16.3 Operators consulting their general practitioner
should not feel shy about querying him/her on his/her
knowledge of repetitive strain injury and obtaining a
referral to a specialist if appropriate.
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18.17 SUPERVISORS : .

18.17.1 Supervisors of staff involved in rapid, repetitive
tasks have the key role in minimising RSX occurrences. Their
responsibilities are highlighted throughout. these guidelines.
Some specific responsibilities include, but are not
restricted to, the following:

i) the need for a high level of awareness of RSI;
consult and maintain close liaison with specialists in
support groups (eg Training, Welfare, their local state ABS
Occupational Health and Safety Committee) on what contributes
to its occurrence, work practices or procedures etc necessary
to minimise occurrences, the importance of recognising early
symptoms, identifying staff at risk and acting immediately to
ensure symptoms are not aggravated; .

iiy the proper instruction of all staff in the causes of
RSI and in the methods for avoiding it. New staff seeking
higher proficiency rating and staff returning after an
absence of some months are particularly vulnerable to RSI and
need to be closely monitored; (refer para 18.9.2 below).

iii) the need to instruct keyboard staff in correct
posture and adjustment of furniture to suit each officer;

iv) the resolution of problems with furniture or
equipment which inhibit correct posture or proper keyboard
operation; )

v a requirement to liaise with' keyboard gtaff on
appropriate rest pauses; the availability and suitability of
“energy breaks" (for details contact ABS Welfare Officer);
and ensure staff do. not operate keyboards without regular
rest pauses.

18.17.2 Supervisors need to ensure the development of
adequate early warning systems. in short to medium term future
workloads to agsist in smoothing out workload peaks (see also
para 18.18.2). All possible cases of RSI should be reported
to Personnel Section and the Supervisor should liaise with
all parties involved to ensure appropriate action is taken to
avoid anhy aggravation of the injury.

18.17.3 Supervisors of outposted keyboard staff need to
monitor their workloads fairly closely. The rapport and job
involvement developed in outposted situations can mean
sustained pressure for quick turnaround of work requiring
keying rates that place such staff at considerable risk. It
is essential Supervisors liaise with users of outposted
keyboard operators. to ensure they understand the requirements
set down in these Guidelines.
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18.18 TRAINING RESPONSIBILITIES (COMPUTER SERVICES
AND MANAGEMENT SERVICES)

18.18.1 Training areas need to review existing training
pgggrams and incorporate in future programs sessions which
will:

i) improve the general awareness of all officers on
work related injuries and the commonsense practices needed to
reduce the risk of such injuries;

ii) provide specific detailed training on the avoidance
of work related injury for officers who will spend a
reasonable amount of their time on keyboard duties;

iii) provide appropriate traifing for supervisors of
staff who are largely employed on keyboards. This should
include training in counselling and in the supervisor's

special role in occupational safety and health.

1a.1§.2 In regard to RSI the following aspects should be
considered in the review and development of courses and
sessiong:

i) emphasis on the prevention of RSI due to poor
success rate in rehabilitation and return to normal keyboard
operations of RSI sufferers, including an outline of the
biological aspects of RSI injury;

i?) importance of good posture, the risks associated
with poor posture and the techniques of muscle relaxation;

iii) consideration of keystroke rates and importance of
rest pauses;

iv) operation, adjustment and minor maintenance

of equipment and furniture (eg clean screens, correct. chair
adjustment, correct table and keyboard placement, correct
placement of gource document, good lighting);

v) importance of speedy fault reporting;

vi} importance of early reporting of RSI or probable RSI
symptoms and the process for reporting and referring cases of
injury.

18.18.3 The aBS training progams in this area and the need
for‘updating and reinforcement of the programs should be
reviewad by reports to the ABS National Policy Committee on
Occupational Safety and Health, -
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18.19 PERSONNEL MANAGEMENT SECTION
18.19.1 Personnel Management procedures should:
i) encourage staff to report RSI symptoms immediately;.

ii) reguire regular review of compensation and
invalidity procedures to ensure quick, expert advice is
available on compensation issues and RSI sufferers are not
subjected to unnecessary stress and any hardship resulting
from delays is minimised. This should include issue of
guidelines to State Offices;

iii) emphasise need to quickly transfer RSI or possible
RSI sufferers to other duties which allow the affected area
to be rested until situation is clarified;

iv) include maintenance of specific records on RSI to:

facilitate monitoring of occurrences by location,
type,length of duration etc:

test effectiveness of preventative and
rehabilitative measures;

provide appropriate feedback to ABS management, line
management and ABS Occupational Health and Safety
Committees.

18.19,2 Records maintained by Personnel Management should
include an ‘*accident' report to management on each new case
aimed at identifying the particular factors most likely to
have led to the onset of RSI symptoms and any remedial action
taken or proposed. A summary of these reports should be sent
regularly to the Occupational Health and Safety Committee in
the particular Office.

18.2¢ FINANCE AND GENERAL SERVICES

18.2¢.1 The goal in all purchases of office furniture and
equigment should be to improve the ergonomic suitability of
such items in the ABS with a view to reducing RSI

occurrences.

18.2f.2 %o minimise risk to keyboard operators of RSI,
Finagce and General Services need to act immediately on a
rectifying any reported damage to furniture and equipment an
maintain regular inspections of furniture and equipment in

keyboard areas.
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18.2¢.3 Pinance delegations for the purchase ofs

I'n

i, office equipment incorporating a keyboard operation;
and

ii) workstation furniture for keyboard ope;:ators;‘

should only be exercised where the selection process has
involved a proper consideration of ergonomic factors, A
manifacdturer's claims of good ergonomic design need to he
proven and cheaper prices should not be of greater importance
than good ergonomic design when selecting furniture and
eguipment for purchase.

18.28.4 If the items to be bought represent a major
purchase, or are to be included in major ongoing replacement
program, the decision to purchase must be preceded by
professional advice on their ergonomic suitability. Though
external consultants may be required, this advice may be
available within the aps, Help in obtaining professional
assistance on ergonomic issues can be provided by Management.
Control Section, Central Office.

18.20.5 A decision to proceed with proposed purchases
contrary to such advice, should not be taken without the
agreement of the ABS Natiopal Policy Committee on
QOccupatidnal Safety and Health.

18.28.6 Pprinting of data entry forms. Finance delegatiops.
should not be exercised to approve the placement of orders
for forms to be used for bulk data entry input unless the
design of the form has been endorsed as suitable by an

of ficér rominated by CSD/CSB Management, .

18.21 ABS MANAGERS

18.21.1 Managers need to maintain close liaison with
keyboard supervisors to minimise situations which can put
operators at risk eg:

i) Late advice of significant workload with urgent
processing deadlines;

ii) Changes to work schedules without appropriate
consultation;

iii) Poor forms design,
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18.21.2 In designing statistical collection forms to
minimise respondent/user problems, managers need to consult
with data entry supervisors on such issues as readability,
balance, colour contrast and flow for keying purposes., All
forms should be tested by data entry supervisors and the
final design endorsed by an officer nominated by CSD/CSB
management before forms are printed.

18.21.3 1If unexpectéd workload peaks occur, the following
options should be considered in consultation with keyboard
supervisors

revising the deadline
deferring other work

setting lower verification rates for some data
entry work

weekend (not evening) overtime
transfer of work to another ABS site.

It is important to ensure that keystroke rates do not put
keyboardpoperators at risk (see paras 18,6.1-5). If these b
options are unsatisfactory then Management Services should be
consulted for alternatives in processing the workload. At
the moment this appears limited to additional full time or
part time ceiling and the recruitment of temporary staff, but
may come to include contracting of some work to outside
agencies.

.21, Management and all staff engaged on systems
égvziogment nged to be aware of ergonomic considerations and
their impact on data entry work when assessing design options
during system development. CSD Operations and Software
Branch must be fully consulted before a design option is

approved.
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Department of Defence

 DEPARTMENTAL CIRCULPR MBMORBNDIM No. 92/84

1 AUGUST' 1984

DEPARTMENTAL WORD PROCESSING AND TYPING RESOURCES -
EFPECTS OF REPETITION STRAIN INJURIES - ALLEVIATION OF WORKLOAD

1. The word processing and typing workloads in the department have
increased considerably in the last few years, due partly to increases in staff
numbers, project teams, working parties and the like.

2. Whilst the introduction of word processing technology has provided
increased productivity, the increasing workloads, together with recruitment
shortfalls and the continuing requirement to provide steno-secretarial relief
from reduced numbers of manual typists have placed an inordinate strain on the
Departmant’s word processing and typing pool resources.

3. In addition to limited equipment and approved staffing levels, output,
particularly in word processing centres, has become further constrained by the
effects of repetition strain injuriea. The groWing incidence of confirmed and
suspected repetition strain and other work-related injuries has reached
sarious levels in WP centres and typing pools, with a high proportion of staff’
being on sick leave, working reduced keyboard hours or redeployed to other
duties. The prevalenca of repetition strain injuries has necessitated an
almost complete abandonment of' overtime thereby leading to a further loss in
£lexibility and output.

4o To the extent possible with available fundas, the department is
proceeding with the acquisition of additional word processing equipment to
enhance the existing word processing service. Wherever possible known
preventive measures against repetition strain injuries in terms of ergonomics,

work envi and enfi . hourly rest breaks have been introduced. The
foasibility of & lizing word p /typing capability in an office
envi, with perh a multi-skilled work group is also under

active vonsideration.

S. Madical evidence is that high keystroke rates for extended periods are
a contributoxry causs of vrepetition strain injuries amongst keyboard
operdtors. Accordingly, the high incidence of injuries being experienced
within the word processing/typing service now calls for firm remedial measures
to be instituted by management with the ing and on of
authors as follows:

ae Word processing and manual typists are to take hourly breaks of 10
ainutes duration away from keyboard operation; duties, work typs and
content of each typist iz to be varied on a regular basis throughout
the day by the supervisor wherever possible.

b. Overtime is not to be worked, except in exceptional circumstances.
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Word processing/typing supervisors are to give first priority to the
most important Departmental correspondence, etc  destined for
authorities outside the Department and in commands and units or Eo
higher executives such as the Secretary, COPS, Chiefs .of Staff and
Deputy Secretaries.

Whilst the existing problems and work saturation lsvels persist no worsd
p ng/typing can be made available to undertake new
major workioads, eg work/reports of project groups or resulting from
new initiatives or equipment acquisitions, etc. Consideration will
need to be given to contracting out such major workloads to private
bureau services. Funds will need to be sought for this purpose.

No material will be rakeyed when it is already available in a form that
can be used' satisfactorily to provide the document required by the
customer and acceptable to the recipient.

Authors are to make maximum use of handwritten minutes for inter-and

intra=Division/Branch corr . ipt compilation should
also be employad in the case of forms completion, 1lists, printed
proforma letters. that need only minor additions, minor corrections to
internal pond: and relating to officially
recognized recrestion activities, eg notice of meetings and related
minutes. Unlesas correspondence is going outside the Department,

typographical errors. and. other minor corrections should be amended in

manusoript.

Authors are requested to keep their requests for typed drafts to an
absolute minimum. Manuscript drafts should be written in a lagible
presentation using ball-point or fountain pen not pencil. Drafts
written with pencil or felt tip pens will not be accepted. Manuscript
drafts should be checked before submisaion for word processing or
typing, to reduce staff errors and poor grammatical construction.

Authors are requested to pay particular attention to deadlines

requested. Deadlin it they are to be met, need to be realistic and
achievable. In the case of large jobs, the work should be submitted to
word processing centres/typing pools progressivaly.

Steno-secretarial support will not be provided for periocds less than 2

weeks. Temporary relief for Steno-secretary Grade IT positions: are to

ba provided by steno-secretaries in the division concerned, as with
short term relief for clerical. positions. Divisional and Branch' heads
are to ansure that steno-secretaries assist, to the maximum extent
possible, with the typing workloads in their functional areas.
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4 t ith every effort to
6. Word p /typing g will continue w.
make the best use of available resources in order to meet the competing
requil of . , 1f the word processing/typing service is to
cope with essential demands whilst experlencing the present difficulties, the
support and ion of t and authors in the implementation of

the measures outlined herein is essential.

R.B. Finnegin
First Assistant Secretary
Industrial

REFERENCE: DM84/15687

DISTRIBUTION: (Canberra Only) SOL 6, 7, 8

CONTARCT OFFXCERS: Miss M.B. Wetherall 65 2386 (B-1-14}
Departmental Typist Controller

Mr G.M. Smith 65 4007 (B=3-24)
Acting Director Departmental Publications
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DEPARTMENT OF EDUCATTION AND YOUTH AFFAIRS
e T st AR XUULH AVFATRS

POLICIES ON —OE;BRATION .O‘P VISUAL. VDISVPLA!‘ UNITS

Retraining . . .

1. There will be no discrimination against staff because
of an inability to use VDUs due to health problems,
e.g. eyesight disorder, RSI, epilepsy, .etc. Any such
staff member will be retrained for career advancement
purposes in another area, unless the staff member is
certified unfit by a medical doctor. This policy may
require review if the incidence of RSI etc. becomes
such that the Department is unable to place staff and
still carry out its functions.

_Quotas

2. There will be no individual quotas, keystroke rates
or any other measures applied to VDU work. (It will
:be necessary to record aggregate data -and.aggregate
throughput of work to determine establishment and equipment
requirements. )

Rest Breaks

3. Staff operating VDUs will be required to take a 10
minute rest break after one hour's continuous operation
of VDUs. Keyboard staff will be clearly advised
as to the purpose of the relief period and that it
is in their own interest to use it effectively, e.g.
by the performance. of quite different .duties or by
a brief period of specially designed exercise.,

Eyesight Tests

4. The matter is under review between the PSB and staff
associations. In the meantime, staff required to work
consistently with VDUs will be referred to the CMO
for eyesight tests. The test will be as prescribed
by the Department of Health Memoranda 78/12701 of 19.4.82
and 17.12.82, -

5. Follow-up-.sight checks will be conducted in accordance
with Department of Health Memoranda 78/12701 of 19.4.82
and 17.12.82, . . -

6. Results of -eyesight tests will be released to individual
staff -members. .- PR oy -
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7. BAll eye tests will be conducted during office hours.
staff are considered to be on duty while away from
the office for such tests and examinations.

8., The Department will bear the costs of tests arranged
by the Department.

9, The Department will not meet the cost of corrective
glasses (refer PSB Memo 81/418 of 23.10.81.); but the
Department is seeking further clarification on this
matter.

Repetitive Strain Injury

10. The Department will refer staff to the CMO immediately
when there is evidence of the onset of RSI symptoms.

Pregnant Staff

11. where the operation of VDUs causes concern to a pregnant
staff member, the Department will make every endeavour
to redeploy the staff member without loss of any entitlements
for the period of time involved.

Office Eguipment

12. The Department will progressively provide a correctly
designed desk and gas powered chair for each VDU station
as funds become available.

13. The Department has established a consultative mechanism
which ensures that staff associations are consulted
regarding standards for VDUs.

14. Adjustable document holders and footrests will be
provided on demand.

Work Environment

15. VDU workstations will be positioned to minimise
glare from natural light sources.

16. The level of artificial illumination at VDU workplaces
will be adjusted to meet approved standards in
consultation with staff.

17. Local desk lighting (task lighting) to view source

documents will be provided on request as an option
to VDU operators.
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18, Glare reduction screens will be provided on request DEPARIMENT OF PMPLOYMENT AND INDUSTRIAL RELATIONS
as an option to VDU operators.

19. Noise levels will be maintained at or below 55 PERSONNED AND ESTABLISHVENTS POLICY GUIDELINES Number 14
Db(A) in areas where work involves high levels Reference C84/666
of concentration, and 65 Db(A) in othexr areas. Date May 1984

20. Impact printers will be sound insulated.
21. BAs far as possible the VDU workplace will be free
of static electricity.

22. The Department will negotiate with Department
of Administrative Services to ensure maintenance . F
of appropriate temperature, humidity and airflow ALLSTA
in dedicated ADP input areas.

Training
23. The Department intends to conduct awareness training

for VDU operators, e.g. avoidance of RSI, the
need to take rest periods, warm-up exerxcises.

REPETITION STRAIN INJURY

This guideline aims to provide an interim strategy for the prevention of repetition strain
injury (RS} in the Department, for the identification of symptoms as early as possible and
for the handling of cases in an appropriate way. It is directed at any staff engaged from
time to time on fast, repetitive work and more specifically at keyboard staff and their

25, Keyboard training will be provided. supervisors..

24. The Department will provide training for staff
in ergonomic aspects, e.g. posture, adjustment
of special desks and chairs.

The guidetine Is interim because repetition strain injury is a subject area currently under
examination by medical authorities and by agencies concerned with occupational heaith and
safety. in addition, a number of aspects are the subject of ongoing negotiatlons atnational

level with staff associations. The results of medi h and of deval in
national and Service-wide agreements and procedures may require some future refmemant
of this guideline,
Definition of RSI

Repetition strain injury {RSI) is the collective name. given to muscle and tendon injuries
resuiting from the continuous hand and body movements and static muscle load demanded
by numerous forms of repetitivework. Such injuries are also referred to as Rapid Movement
Injury {RM1) and the terms are interchangeable,

A repetition injury can occur in any muscle/tendon area usad for fast, repetitive work such
as keyboard operation, rapld repetitive clerical tasks like writing, stamping, sorting, operating
hand duplicators and collating. In the clerical area keyboard and clerical workers performing
rapid repetitive tasks find the injuries occur mainly in the fingers, hand, wrists and shoulder
area and/or neck,

A large number of specific In]uries hava been amclated with rapld repetitive movements
which require some gth, either ined' p or rep i pressure.
The mast common injuries are:
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tendonitis (in various tendons)
Peritendonitis

Tenosynovitis

Tension neck syndrome

Carpal Tunnel Syndrome
Ganglion

Muscle strain, or sprain
Eplcondylitis (teanis or golfer's elbow)

Aspects of repetitive work most strongly linked with
development of RSI include: v ehe

force, speed and direction of movement
frequency of movement

total number of movements

work posture

rate of work

stressful working environments.

RSI can arise from poor Wworkplace design, poor fob design
inadequate tools and equipment, 1napprop;'.la.ce administ;rgti'.ve
procedures and excessive workrates.

RECOGNITION OF SYMBTCMS

Repetitive strain injuries can be cured 1f action is takel

early stage. Once the condition has become chroniec dauzxagre1 ::'yage
done which may lead to permanent disability. It is essential
that when early symptoms are recognised by the officer they are
inmediately reported to the aofficerp's Supervisor: Medical advice
should be sought, whenever possible, from & medical practitioner
who i3 competent {n the dlagnosis and treatment of RSI.

Symptoms of RSI may include:
. excessive muscle fatigue, soreness or stiffness:

. pein, swelling, numbness and/or tingling of'
Pal el s /. gling of' the hand, wrist

. s:é; or weakness in the muscles of the arms, shoulder op

. weakened grip:

. ¢rackling sound (crepitus), creaking sensation in affected
area when moved

At first the pain, swelling or numbness may occur only
occasionally while doing the repetitive work, however if
?Eevent‘.ve actlon 1s not taken then the conditlon worsens so that
=% may persist while doing other (non repetitive) movements or,
even whils not using the injured pvart at all., The symptoms of

& repetitive injury may become worse zs the day or week of work
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progresses and fzel better in the morning or beginning of the
weelk after the rest from repetitive work over the night or
w#eekend.

3taff should not be .reticent about reporting injuries in their
initial stages and supervisors and co-werkers need to appreciate
that such problems are genuine and worthy of appropriate
responsa.

Management 2t all levels should encourage staff to report
injuries and allay any fears that staff will be disadvantaged
because of their injury.

Procedurss for handling cases should be well understood so that
injured staff can be adequately advised of the likely outcome
of reporting an injury.

PREVENTION OF RSI

Job Design
Work ahould be designed to avoid or reduce:

. prolonged work in the same position and physically stressful
movements

. workload peaks which.require prolonged periods 2t a high
keystroke rate

. extremes of jJoint movement in the hand, wrist, arm, neck and
trunk

. mental stress

The Department wishes to encourage officers to make suggestions
about improvements to job design and -environmental factors which
affect their health. Supervisors should discuss any such
proposals with Department management.

Features of the general work environment or design of the job
that might produce RSI should be drawn to the attention of
supervisors. Where possible job rotations involving a variety
of different tasks should be used to avold over specialisation
of work and to rest muscle groups. The assistance of the
Department's Working Eanvironment Branch should be sought
regarding the analysis of problems and development of
recommendations for improvements. Experiment in job rotation
should take place in consultation with affected staff and staff
associations. N

A suggested checklist for the use of supervisors and staff is

attacned, This c¢hescklist 1s derived frcm the publication "VDU's
at Wori" published in 1983 by the Working Enviroament Branch.
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Rest Breaks and Task Relief

Rest breaks or pauses are essential in reducing RSI risks where
staff are involved in long periods of continuous keyboard
operation or in performing other repetitious movements.

The benefits of rest breaks include relief of muscle fatigue,
improved circulation after long periods of sitting, and increases
in mental and physical wellbeing, Regular pauses in particular
allow rejuvenation of the lubricating fluid that surrounds
tendons.

A regular change in work or task such as a mix of duties or job
rotation may provide breaks from continous keyboard operation.
An example 1s the typist who 18 also telephone receptionist and
assists in general office duties, or the employment officer, who
accesses computer information in the course of assisting a Job
seeker.

Where a change in duties is not achievable a complete rest from
continuous keyboard operation is vital.

In these cases local management should arrange for the provision
of rest breaks in addition to normal lunch and tea breaks and
normal health breaks. The frequency and duration of breaks
depend on a number of factors including the task, the environment
and the equipment. As a general guilde where sustained keying is
invelved and the opportunity to- perform a mix of other tasks is
not available rest breaks may be up to 10 minutes in duration
and oceur after one hour's work.

The question of the fresquency and duration of rest breaks 1s the
subject of on-going negotiations between starf associations,
Departments and the Public Service Board, Staff assoclations are
of the view that where sustained keying is involved rest breaks
should occur within every hour and be of 15 minutes duration,

Pending any results of further negotiations between management

and staff assoclations the Department will implement arrangements
for rest breaks as described above.

Design of Furniture and Equipment
Furniture and equipment should be designed to minimise bad

posture, undue neck or trunk twisting ete. and be adjustable to
the physical needs of individual cperators.
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A gocd work station relationship is illustrated by the following
diagran.

SOURCE: VDUs at Work Working Environment
Series No. 13, Working Environment Branech,
DEIR AGPS 1983

The provision and maintenance of ergonomically designed furniture
and aquipment is the presponsibility of Management Services areas
in Cantral Office and Reglions or CES Resources Branch, as
appropriate. Decisions on the type of furniture and equipirent

to be provided will be taken in consultation with the user area
taking into account the specific nature of the task performed.
Should equipment be found faulty or be difflcult to use by the
operator it should be repaired or replaced without delay.
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Keys<roke Rates
DEXSRQRC Janes

The rate a% which kavboard work is performed will vary depending
on the age/-yve of machine, type of work, whether one or two
nands ares used and so on.

A reasonable rate of work varies wi<h the capacities and
experience of the worker concerned and the type of work being
done. Staff should be able +o cotiplete work at a rate tha% is
comfortable o them and does not iead %o the development of
RSI's. The basis of work allocation mus% take these faczors inko
account and should be arrived a% in consultation with <he staff
involved.

Work rates should be set as job entry requirements only and
should not be used to monitor or discipline workers. Statistical
workload information provided by electronic systems will no® be
used to monitor or determine work rates.

Accustomisation

Staff who are newly employed, or who are returning from an
absence of two weeks or more need to be allowed a pericd of
adjustment to repetitive work which allows their nuscles and
tendons to become agcustomed to +he job demands. The adjustment
period should be for a minimum of one working week. This can be
achieved by job rotation and rest breaks. Work rakes should only
be increased gradually over the period of accustomisation.

Overtime

Supervisors and keyboard staff need %o be aware of *he added
risks of RSI by extending the hours of Keyboard operation (or
other work involving repetitious movements) beyond normal daily
working hours.

Given the associated risk of extending normal hours supervisors
should apply strict tests of essentiality before requesting
keyboard operators to work overtinme. .

IDENTIFICATION AND DIAGNOSIS OF RSI

Staff who suspect they may be suffering from RSI should notify
their supervisors promptly and seek advice from their own medical
practitioners. Staff associations will be advised on a regularn
basis of RSI cases.

In each case, supervisors should immediately inform through their
Branch Head the First Assistant Secretary (Management Services) .
in Central Office or the Assistant Director (Management Services).
in Regional Offices. A written repor+ should follow detailing
the circumstances of the case, including -if available,
informa%ion on the diagnosis of =he medical practitioner. The
supervisor's report to include, where appropriate,
recommendazions for changes to work practices %o aveid the

recurrence of similar problems. !
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Where an officer's doctor diagnoses RSI and recommends sick 1e9ve
or al«ernative duties, immediate apprcpria&e.actiqn will bi taken
by the"Manaqement Services area in consulta+tion with =he officer
and supervisors involved.

Where alternative duties are recommended an e;aminaﬁion of the
tasks involved will be underzaken by a qualified . .
ergonomist/physiotherapist wherever available to de?erm;ne whas
duties are appropriate. Duties will be discussed with the
injured worker and <he supervisor of the area concerned and any
placement will be menitored in order to avoid recut:ense ef the
symptoms. Injured staff will be advised of their rights %o seef
compensation for the injury and provided with appropriate repor+
forms and information on how to make a claim.

: d
Where sick leave in excess of 13 weeks is advised staff shoul
be informed that they may be subject to the provisions of the
CE(RR) Act and adviseé of the procedures which apply under that
legislazion.

AGGRAVATION OF INJURIES

tion strain injury, whether caused by work related or aon-
525:tielated activitges{ may become aggravated by repe:;t%ve
tasks performed in the workplace e.g. RSI caused from typing may
be aggravated by writing. If staff experience symptoms whilse
performing any duties associated with their normal positions or
whilst redeployed to alternative duties, they should notify:their
supervisors. Further medical advice may need to be sought.

TEMPORARY REDEPLOYMENT

Where the officer's doctor diagnoses RSI and recommends
alternative duties, the officer will be referred to the
Commonwealth Medical Officer.

z to work
Where medical opinicn states that an officer may return
but must avoid certain duties, every effort will be made %o
provide alternative work, in consultation with the officer
concerned.

3 i here
Medical advice on temporary redeployment should contain, w!
practicable, specific reference to duties which can or cannot
be performed and information on a time pericd after which the
temporary arrangements may be reviewed.

PERMANENT REDEPLOYMENT .

While the overall objective of the Department, as demovs;rated
by the contents of this guideline, is to prevent repe:;:icnﬂ
strain injury there may be cases where repe:itive onkJ suck 2s
sustained kevboard operation, can no longer be under-asen: uc.xcn
will when be taken %¢ efisct the permanenw redep{oym?nt of %he
officer %o a position with duties which can be efficiently ané
safely performed.
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Retraining may be necessary to facilitate redeploynment and where

this 13 the case the officer will continue to be paid at his/nen

substantive level for the duration of the pretraining progranm.
The aiz is to redeploy effacted officers to positions at their
substantive level or equivalent so that they are not financially
disadvantaged.

Officers will be given priority in redeployment at their
substantive or financially equivalent level, dowevar, where
promotion is involved they will still be required to compete, with
all other applicants.

The provisions of the CE(RR) Act may be used 1f all possible
avenues of redeployment within the Department have been exhausted
and after affected officers have received adequate counselling.

STAFF TRAINING PROGRAM

In order to achieve the aims of this guideline {n ralation to the
prevention, early identification and reporting and effective
handling of RSI cases, a Departmental training program will be
implemented for all staff, in consultation with staff
assoclations,

The program will include information on the causes of RSI, the
efficient use of muscles and recommended safe working practices,
It will also cover the roles of management and co-workers in.the
development of supportive working environments, to help pravent
RSI, to ensure that staff at all levels have a full understanding
of the problem and to ensure staff suffering RSI receive
appropriate treatment and assistance.

For further information

. VbUs at Work -~ Working Envirconment Senvices No.l3
~ Working Environment Branch, DEIR AGPS 1983

(Contains comprehensive bibliegraphy)
. National Health and Medical Research Council -
Occupational Health Guide : Repetition Strain Injuries,
NH & MRC, Canberra 1982

. Working Party paper oﬁ Repetition Strain Injuries - .
Publie Service Board, September 1983

. Visual Display Units - A Cakir, D J Hart and T P'M Stewart,
J Wiley and Son, London 1980
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SUGGESTED CHECKI IST FOR VDU WORKPLACES

This checklist does not indicate the importance of a partxcu1§r
element of the overall design. This will depend upon the particular
individual requirements of the installation, and a simple YES/NO typ?
answer 'is often not adequate. The ‘weighting', i.e. ‘the importance',
of a particular element must be considered.

ANTHROPOMETRIC
FACTORS

Arxre all items of equipment and job aids which
must be manually operated within normal arm
reach of the operator, requiring only minor
movement of the trunk?

Is there sufficient room to accommodate the
operator's legs, to proyide knee-space and
thigh clearance.

Is the leg area wide enough to permit comfortab
leg movement when getting out of the chair?

Is a footrest which will support the whole
foot provided for use, if desired, by operator?

Is the chair stable? Does it have roller
castors to facilitate movement? Are they
appropriate for the floor suxface?

1s the seat height easily adjustable?

Is the height of théfbackrest easily adjustable

Is there guidance available to the individual

- operators to help them achieve optimum

adjustment of their chairs?

Is the angle of the backrest ea§ilyl
adjustable (thus varying the effective seat
depth) ?

Is the angle of gaze to the screen in phe
range 10° - 30° below the horizontal when
the chair is correctly adjusted?

Is the angle of the forearm to the upper arm
greater than or egqual to 90°2

Is the angle of the lower leg to the upper
leg greater than or egual to $0°?

Is the chair designed so that there is no
pressure deforming the muscles and othgr
soft tissue on the underside of the thighs
and buttocks which could restrict circulation
to the legs?
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THE DISPLAY SCREEN

TASK FACTORS

Does the work station design ensure that
there is no undue twisting of the neck or
trunk of the body?

1s an adjustable copyholder provided so

that documents can be placed at the optimum
viewing distances and angles? 1s a cogyholder
needed oxr appropriate?

Are all characters in sharp focus and
resolution?

Is the &isplay easily legible?

Is there absence of flicker, jitter or
shimmer?

Is there a program for the regqular cleaning
and maintenance of the visual display units?
Is a cleaning kit supplied?

Is brightness adjustable on the display screen?
Does the display screen have a matt surface?

Are there adequate work surfaces for large
documents, completed work or for writing?

Are the work surfaces suitably located with
respect to the operator who will work the
unit?

Are the locations of other items of office
equipment planned for, so that they are
easily accessible?

Does the job provide adequate variety?
e.g. relief from repetitive keying.

Is the task planned sc that the operator

has the opportunity for relief from the task
occasionally?
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DEPARTMENT OF HOME AFFAIRS AND ENVIRONMENT
MINUTE

Qriginating
Office:
Ref:

e
DEPARTMENTAL CIRCULAR N0:4 73X

DISTRIBUTION: ALL STAFF

Repetitive Strain Injury

All staff will be aware of the very high incidence
of repetitive strain injury (RSI) in the Department. At
present, there are at least 20 diagnosed cases, including
keyboard and clerical staff,

2. The attached report was recently prepared by the
Typist Controller, who is currently on sick leave suffering
from RSI, and gives an indication of the activity being
initiated to alleviate the incidence of RSI in the Department.

3, The problem is one that is shared by the entire
Department. and if it is not addressed in a realistic and
effective manner, keyboard resources could disappear
altogether. . .

4. While attention to such matters as rest breaks,
exercises, ergonomic furniture, redesign of traditional
keyboard operators' duties, gradual reintroduction of full-
time keyboard duties upon return from leave of RSI sufferers
and occupational health aspects generally should reduce the
incidence of RSI much more is needed. It is now accepted
that other factors such as reduction of stress, positive
attitudes 6f line officers to keyboard staff and the
presence of a suppdrtive atmosphere also.play a iarge

part in reducing the incidence of RSI. All staff can
‘assist in reducing Stress and lighteriing the typing work~
load if they: .

. write reports, minutes and Ministerial responses
concisely;

. use handwritten minutes and notes for file
whenever possible;

. clear drafts of as many papers as possible
before sending them to be typed;

. make minor amendments to typed finals by
hand wherever possible:

. write as legibly as possible;
. thank keyboaxd‘s§§§§ for tasks well done;
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. respect keyboard operators need for rest
breaks and exercise and do not interrupt
these breaks or make deprecatory comments;

. do not impose unrealistic deadlines for
typing or word precessing;

. ensure that keyboard staff are not expected
to resolve competing priorities for their
gervices,

5. Without the assistance of all staff
‘ on
the typing services might cease to operate at allfhis natter

P.JWY Galvin
Secretary

‘{b July 1984
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CURRENT POSITION WITHIN DEFARTMENT

There are at p 14 diag

4 R8I cases in the Department.

Eight of these are WPOs, 4 are Steno Secretary Grade 18, 1 is a
Typist Supervisor and 1 a Clerk who has been working on a

puter, See attached list,

Oné WPO and the Typist Supervisor have been off for periods in
excess of four months and it appears likely that redeployment is

the only option left open to them,

one of the Steno Secretaries

has besn redeployed within the Department.

Excluding the clerk, the other RSI sufferers are endeavouring to
return to full time duties after an initial complete rest from
work and then gradually being Feintroduced to keyboard duties.

RECOMMENDED ACTION TC BE TAKEN BY DEPARTHENT TO ALLEVIATE

INCIDENCE OF RSY

ACTION TAKEN

Rest Breaks

Reyboard staff to take a break
whenever they feel the need
i.e. when hands, arms, neck
and back become tired oxr

sore., Staff should ideally
leave their workstation when
taking thie break.

Eurniture

An individual assessment of
the WP and typing pool
vorkstations. was carried out
by a union rep who has been
assessing and assisting other

Government Departments on ways

to alleviate RSI. Two of the
recommendations were the
purchase of gas f£illed chairs
and adjustable dasks.

There are at present 40 gas
filled chairs on order for

- keyboard staff. These chairs

allow complete adjustability
for individual operators.
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RECOMMENDED ACTION

steno Socretaries whose duties
are mainly keyboard,
encouraged and allowed to take
rest breaks.

All keyboard staff to do the
exercises currently being done
within the typing pools.
pamphlets are available to all
keyboard staff for this
purpose,.

Adjustable desks are also
essential, Decisions on the
type of furniture should bs
made without delay and
subsequent provision as soon
as possible in the new
f£inancial year.

Ergonomic consultants are
available to assist the
pepartment on furniture most
sulted to our needs.



Re-integration of keyboard
Sta

Two WPOS are currently being
given certain duties to
perform in Office Services on.
a job sharing basis i,e. one
on keyboard and one working in
Office Services.,

Management Consultancy have
drafted a paper canvassing
other duties operators may be
able to perform while
gradually easing back into
full time keyboard work.

Staff Fraining Program

NIL.

Keyboard staff returning to
duty after leavas should; always
be dually rei duced to
full time keyboard duties,
The Department must therefore
determine what other duties
are suitable so that keyboard
staff are not left in a state
of limbo on return to work.
Advice can be obtained from
various sources e.g.
occupational therapists,
union,

staff, in particular keyboard
staff, must be educated on the
prevention and early
identification of RSI. Staff
also need to be educated on
the proper use of ergonomic
furniture,

Seminars are conducted by CTHC
and various other
organisations (e.g. Employment
and Industrial Relations,
Union, occupational
therapists). videos are also
available to use .in
conjunction with these
seminars.

Seminars. should also be
conducted to cover the role of
management and co-workers in
the development of supportive
working environments, to help
prevent RSI, to ensure full
understanding by all staff at
all levels and to ensure staff
suffering RSI receive.
appropriate treatment and
assisgtance,

Other Aspects

There are known cases of WPOs
developing cataracts after
prolonged exposure to VDU
screens. Eye tests should,
therefore, be conducted at six
monthly intervals.

Word Processing equipment
should also be regularly
tested for radioactive
levels.. Apparently the older
the equipment the higher the
radicactive level,

Due to the problems in
recruiting relief staff to
back up in the pools the
remaining staff are under
constant and demanding
pressures. The same amount of
work is still required to be
done but with less staff to
cope with ‘the demand.
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All operators of VDU equipment
have eye tests regularly, the
£irst to be undertaken as soon
as possible,

Radiation levels in the Word
Processing area be checked
regularly. The company
providing the equipment should
be able to do this.

I have recommended that an
advertisement be placed in the
local paper for p Ty
keyboard relief so, depending
on rasponse, relief is
.available to the Department on
short notice.
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Department of Housing and Construction

Minute

ALL STAFF

REPETITION STRAIN INJURY (RSI)

The purpose of this minute is to inform all staff about
repetition strain injury, {its effect on Central Office
operations) and the steps that are being taken to reduce
its incidence and provide assistance +o those staff who
are at risk.

Repetition strain injury, or occupational overuse disorder,

is a painful condition affecting the soft tissues of the neck,
shou‘lderu and arms. It can result from repetitive movements
and/or stressful fixed postures. Keyboard cperators may
become susceptible to RSI as a result of excessive or. improper
use of keyboards; using screen based equipment with
inappropriate furniture; adopting incorrect work methods

and practices, and working without adequate job training.

'The condition is difficult to diagnose but is onl:

if diagnosed and treated in its egrly stages. Atypx::::ible
20 keyboard operators, including typists and steno-secretaries,
represénting 27% of the Central Office keyboard resources,
have had RSI diagnosed. The consequences of this resource
shortage on backlogs and work/flow are obvious and result

in increased turnaround time for document preparation

and more pressure on remaining keyboard staff. )

It is evident that there is no simple or eas ’

y solution to
the problem. A number of approaches have been initiated
including:

1. A concerted affort over recent months to increase.
recruitment in the keyboard area in order to reduce
pressure on remaining keyboard staff.

2. All work gtations with word
: processors have been
provided with ergonomically designed furniture.

3. Senior officers have been briefed by medi 3
1
physiotherapy specialists on RSI. of cat and

4. Typists and steno-secretaries have receiv
ed. speciali
advice on RSI; its causes and how to reduce gts atiec
incidence.
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5. A safety Directive (4-5D1l4) on the safe use of °
screen-based equipment and a draft Safety Information
Sheet {M~SI205) on.prevention of RSI have been issued.

6. Arrangements are being finalised to engage occupational
and health specialists to assist in on the job training,
advice on workstation layout and design and redeployment
and rehabilitation of staff.

All staff, particularly those who utilise our keyboard
services, can assist by familiarising themselves with the
problem and adopting a sympathetic and realistic approach
to assisting in its prevention. In particular staff can
assist by:

1. Being realistic in your requirements for typing
gervices by including typing time in your overall
document production time.

2. Not placing unecessary deadlines on Keyboard staff.

3. Respecting the requirement for keyboard operators to
take regular breaks from keying. Keyboard operators
should not operate keyboards continuously over any
period beyond one hour without a regular rest pause.
Operators are reguired to take a 10, minute break £from
keying after every hour on the keyboard and in most
instances they will take their rest break at their
normal workstation:

- a rest room has been established on the 3rd
floor, DHC where keyboard staff can with a
degree of privacy, undertake exercises
designed to assist in the prevention of RSI.

4, Trying to produce the final draft first time instead of
relying on keyboard resources to type multiple
revisions.

5. Submitting all internal minutes and notes for file, where
possible in neat handwriting.

A copy of the Safety Information Sheet "Guidelines for
the Prevention of Repetition Strain Injury‘ is attached.
Additional information on RSI can be obtained from

Mr David Nettle, Inspector (Safety) on telephone: 477326.

~ 7
%/f&lw%ﬂmv%q
STEPHEN. PALYWODA ’

Assistant Secretary

Industrial Relations and Administration

13 August 1984
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SAFETY INFORMATION SHEET

’

M-SI 205

GUIDELINES FOR THE PREVENTION OF REPETITION STRAIN [NJURIES

DATE OF ISSUE MAY 1984

SUPERSEDES This is the First Issue
References Central 0ffice File No. H81/2892
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4.0 Prevention
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GUIDELINES FOR THE PREVENTION OF REPETITION STRAIN IMJURIES

1.0 INTRODUCTION

The performance of many repetitive tasks causes costly but preventable
losses of time from work and occasions much discomfort and inefficiency even
when thare is no loss of time. In small assembly and bench work activities,
packaging, data processing, typing; machine accounting, stamping, checking,
sorting, etc. the constant repetition of movement imposes a cumuiative work
load which can cause pain and weakness, and impaired function of the muscles
and other soft tissues.

ATl Manual work requires a combination of voluntary and. involuntary musculiar
movements. Muscles are known to function best and to be least 1ikely to
strain when the joints are operating at about the mid point of their normal
range of movement,

These Guidelines should be read in conjunction with Safety Directive M-S0114
uSafe Use of Screen Based Equipment”.

2.0 CAUSES. OF REPETITION STRAIN INJURY (RSI)

Rapid repetition of movement and the muscular power to carry out that
movement. ara basic causes howaver other factors which could cause RSI are:-

. inefficient work methods;

. movements of hands, arms. or trunk which cause the joints to deviate
repeatedly and for long: periods from their normal functions;

. muscles required to hold loads for long periods;

. prolonged rapetitive tasks in too short a period of time.

3.0 SYMPTOMS OF REPETITION STRAIN INJURIES

REPETITIVE STRAIN INJURY (RSL) covers a wide range of injuries associated
with the overuse of muscles and tendons which generally occur in the
Fingers, hand, arm, shoulder and/or neck. The most commonly diagnesed
injuries are Tenosynovitis and Carpal Tunnel Syndrome, but include
Tendonitis, Ganglion, Synovitis Bursitis, Quervain's disease, Epicondytitis,
“ll'egn;lj Elbow and various other shoulder, neck, back, arm and wrist strain
njuries,

It is essential that early symptoms be recognised by the sufferer and
immediately reportad to their Supervisor. At first these symptoms may seem
trivial, but {f recognised early and acted on further development of the
injury can be prevented and no permanent damage will result. If the
symptoms are ignnred permanent damage may occur.. Symptoms' includes

. excessive muscle fatigue and soreness;

. pain, swelling, numoness and/or tingling of the hand, wrist or forsarm;
. pain or weakness i'n the muscles of the arms, shoulders or necky

. crackling sound, with creaking sensation in arfected araa when moved.
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It 1s important that all employees understand the 3
personal’ consequances in
terms of pain, incapacitation and decreasing opportunities for sgccessfu;
:;geployment if they work on regardless unti} the. condition bacomes fully
o edded., It is equally important that supervisors at all levels understand
2 loss in terms of productivity and increased staffing overheads and
administration costs 1f symptoms are played down. or ignored.

Avoidance or- minimisation of RSI requires close consultati
: on and
level of confidence to exist betwaen emloyees, supervisors and m:ngggent.

4.0 PREVENTION

To prevent repetition strain injuries it is necessary to caref
investigate each workplace and consider the followi% poirt;.l:st:e urly

Oesign of Equipment used

Layout of Workplace

Rate at which the work 1s performed
Posture of Worker

Design of the task to be performed.

Any one or all of these may need to be corrected to prevent th

occurring, the medical point of view being' that prevgntion is :ggs;g{:rzgs
prompt action is taken, Policies must be written which will enable
preventative and curative measures to be taken.

Prevention will necessarily include the following measures: -~

-  Supply of adjustable chairs, dask )
ooratong pojustable cha » desks and document heiders for all keyboard

T Carriaont by supervieets o ek ing cettads.  Tis mst be
specialist training to carry out this function.) need

- Instruct supervisors and workers of causes of and ways to prevent RSI

- Enforce required rast periods and changes of tasks

= Curtail all overtime worked on repetitive tasks

= Zarly reporting of muscle pain or weakness

- Rot
wgrgf):ion of workers with R.S.I. to alternative safe work {e.g. clerical

Regular madical checks for all persans with aven hintad RSI.

348,

Page 4 of 7 M-SI 208
5.0 GENERAL RESPONSIBILITIES .

5.1 EMPLOYEES'
A1l employees should:-

« be aware of corract posture and te conscious of retaining correct
posture throughout the working day;

. understand the value of mafntaining a genarally good level of physical
fitness 1n minimising RSI risk;

. advise Supervisor immediately of any injury received (work or otherwise
e.g. sport or car accident) which may affect ability to undertake norma)
duties or which may be aggravated by undertaking normal duties;

. report to Supervisor any equipment, furniture or workstation fault which
inhibits correct posture or proper performance of normal duties;

« . know how to recognise the early symptoms of RSI. Report such symptoms
to Supervisor immediately. A sore neck or wrist is not an unusuai event

and a sensible approach to proper treatment by resting the affected area

fér a short while (1-2 days) will usually see the problem quickly
clear. To press on ragardless will only aggravate the situation and
will increase the risk of RSI. Employees with RSI symptoms should not
take pain killers in order to keep working.

If symptoms do not disappear with rest ({.e. alternative duties which' rest
the area affacted), advise your Supervisor and consult your doctor.
Similarly, medical advice should be sought {f the symptoms do disappear with
rest but recur on resumption of work.

Employees consuiting their general practitioner should not feel shy about
queryfag him on his knawledge of repetitive strain injury and obtaining a
referral to a spectalist, if appropriate,

52 SWERVISRS
A1l Supervisors should observe the following:-
« the need for a high level of awaraness of RSI;

. to consylt and maintain close l{aisan with specialists 1in support groups
on what contributes to its occurrence;

. encourage work practices or procedures necessary to minimise occurrencas;

realise tfia importance of recognising early symptoms and identifying
staff at risk and acting immediately to ensure symptoms are not
aggravated;

.« the proger instruction of all staff in the causas of RSl and in the
methods for avoiding it. New staff seeking higher proficiency rating
and starf raturning arter an ansance of some months are-particularly
vulneraple to RSI and need to be closely monitored;
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. the need to instruct em Toyeas in oorre;:t posture and' ensure adjustment
of furniture and equipment to suit each person;

+  the resolution of probiems. with furniture and/or equipment which inhibit
correct posture or proper performance of normal duties;

« 2 requirement to liaise with emp loyses on

ppropriate rest p

A1l possible cases of asp shauld be reported to t
Supervisor. They should then Viaise with all pa
3ppropriate action 1s taken to avoid any aygrav

he Safety Officer and the
rties. involved to. ensure
ation of the. injury.

Supervisors with Sutposted emnloyees need to monitor their workloads closaly
as it is not unknown for sustained press :

sure to be placed on such émployees
for quick turnaround of work which will unknowingly place them at
unnecessary risk.

5.3 MANAGEMENT.

Management procedures should:-

+  encourage employaas to repart RSI symptoms immediataly;

+  emphasisa need to quickly transfer RSI or possible RSI. sufferers to

other duties which aliow the affected muscles ete to be rested until the
situation is clarified;

« include maintenance of specific records on RSI to:

= facilitate mo

nitoring of occurrences. by location, type, fength of
duration etc; i

test effectivaness of breventative and rehabilitatiye measures;

= Provide appropriate feedback to senior maf
and the Departmentail Safety Committees..'

Records kept should includé an accident report to management on-each naw

case. This is aiimed at déatifying the particylar factors most. likely to

have led to the onset of RSI symptoms and allows Safety Officers to carry

out preventative action. A summary of these reports should be presented to

gglilgvels of Safaty Committees throughout the department for appropriate
on., -

t; line management

6.0 KEYBOARD OPERATORS
6.1 Keystroke Ratas.

CONTINUOUS keyboarg operation at excessively high key stroke ratas may
expose operators to RSI, !

70 set appropriate keystrokes ranges fer hour requiras consigeration of g
wide variety of factors which vary batween lgcations e.g. age of machine,
type of work, whether ane or twg hands are used stc.

350..

Page 6 of 7 MeSI 205

Supervisors and keyboard operators should consulg, as need‘?g,r::i:gpq:g:-{ate

e tor The kaystrake rangs adopied shouid 150 cperators. eo work 35 a
keystroke range adopted s

ggtfr:g::;hlzena:ﬂral rhythmgrather than any sustained forced pace.

6.2 Rest Breaks
There are. two definitions of rest breaks:

b rotation
k or task (i.e. a mix of duties or jo
: %;gﬂu;gvﬁggggr;:k:o;mm continuous keyboard operation ?.g;_f*‘cgg typist
who s also telephone receptionist, and assists in general
duties).

« A complete rast from any work activity.

1laws no relief from
ition appifes if the particular job a ’
25:35333: g:;ngzgd oper‘:tion in the form of alternmative duties (Jjob
rotation).

while the issue of rast breaks lies between the Supervisornand :!;nggzr::gr,
loyeas should not operate keyboards cnntjgugugl eg‘s,::tia period be
h I qular rest pause, It ) ; i ‘
a:: :u:r:l:egﬁta: ;espace throughout the work day. In no sense are they a
laave credit to be accumulated.

6.3 OVERTIME

a - added risk of RSI by
ard staff need to be aware of the adde , ‘
i:izﬂf,th:"goﬁ:ibgf keyboard operation beyond normal daﬂgk ::;l;ing hours
i.e. there is a strong case for overtime to be limited to we .

{sors: shouid

d risks of extending nermal hours Superv

Giv?n‘ ggigisgggsofressential1ty before requiring keyboard gp:.;::gr:hgo
aka vening overtime. Under ne circumstances should keyboar At e
mse ﬁad some history of RSI or possible RSI be required to wo

beyond normal daily hours,
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DEPARTMENTAL. POLICY ON. SCREEN-BASED EQUIPMENT

ALl staff To Sée

rtmental policy statement on the operation of
‘s\gggrl-egai:daegzgapmnt (SBE?? The policy was developed in consultaticn
with staff associations and has been endorsed by the Safety Policy

Comittee..

X fe and
) g ises the Department's obligation to provide a sa
::oﬁ.#g)allﬁggg:m working: envimrijr-oe;\t for nge usz;:a j;h:h Zeggﬂ\;nt is
achieving optimum conditions as describ '
:mg%?:;mmq begnotp:ed‘ that it will take some time to implement some

aspects of the policy.

] X .of interest being shown in the many aspects of SBE
wégciﬂe‘: g;ggoimt agencies and staff associations, the Department
gecognises the need to: keep this policy under review. It is intended
that the Safety Policy Committee examine this matter again- later in the
year in the light of operational experience and other relevant.
information available at that time.

o

W3 /McG Tegart
Segretary
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DST POLICY ON THE OPERATY
COF SCREEN BASED EQUIPMENT »

INTRODUCTION

1 This statement is desi
gned to establish irm quideline.
LT, e s ot Tt S e
fittings and support services, In devol M hia sectated M atre,
been given to PSB Memorandum 51/415 "[Je Tation of VisaTent Tegard has
(VDUs§ am Lo S Bosas ek peration of Visual Display Units
Screen pment (SBE)", as well as to
and policies af other Gavemme;;t departments ar’id agencles and gt;ig:;.%:es

DEFINITION

2 SBE. is defined as equipment which ha:
S a screen of
emits an {1luminated display as an integral part of its gpe::{igny?e oteh

visual display units and terminal: o
cotipmer oL micrograpioe s,n:?reen-based word: processing
CONSULTATION WITH: STAFF/STAFF ASSOCIATIONS

3 Where consideration is being given to the acquisition of nRw or

replacement SBE, this policy should: for
t : form the basis of s
:gntgigetarr associations an ergonomic and: occupational sgze:;n:xét:gf::
Son 5512533561- esg;;::guld he in;iged and encouraged to participate in
- accommo
Job tasks such as training'and rast :t:g:st:latters #nd plaming aspects of

SCOPE

4 ¥hile this policy is intended to ol
the follawing elements of the. Job in any SBE Sgrgp?.:g:? Pature, 1t cavers

hardware

physical environment
Job task(s)

operator
organisation

o s e e

Consideration of these elements in. this do
- cument is not
gpu;g::g:n:g%t:ug oﬁsiirétezdeg to focus attention mnthei:ggd:grtgpgeimm
Sistent with efficient operation of th pmen
Other aspects which should be considered a o *-
Te data
publications, some of which: are referred to in Atgggm::tal?mer of
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5.2

6.1

HARDWARE

vhen purchase of SBC is being considered, consideration should
be given to. such matters as character size, row spacing, screen
colour, colour contrast, keyboard design etc. The equipment
should feature such characteristics as the following:

. the image on the screen should be clear and stable the
space between rows should be at least equal to the
character height;

. it should be possible to distinguish easily hatween similar
characters, such as M and N, € and G, I and 1j

. the keyhoard should he detachable from the screen so that
operators can move it to the most comfortable position for
posture and viewing distance from the screen;

. a screen height adjustment mechanism should be provided;

. the surface of key-tops should have a matt finish to reduce
reflections and to. provide a non-slip target;

. a. square: key-top size of 12-15 mm with an intercentre
spacing of 1820 mm;

. all SEE including microfiche readers should have matt
screen Tinishes to counter reflections,

Electrical cables are a potential cause of mishaps. Cahlas from

conform with the appropriate safety
regulations, and where possible be accessible only by
tradespersons in the course of installation, maintenance or
repair, The use of extension leads that criss-cross the work
area poses: safety problems and should not occur. Power cutlets
should be positioned in such a manner to prevent accidents from
occurring.

PHYSICAL ENVIRONMENT'

Characteristics of the physical environment include
accommodation, work stations (chairs, desks and document
holders); lighting, noise, and climate/air conditioning.
Accommodation aspects to. be considered include the flollowing:

. the provision of curtains, which protect against glare and
contribute to. noise insulation and absorption;

. the provision of anti-static carpet;

. the. placement of the workstation so. that the operator's
line of vision is not affected by glare.
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6.2.1

6.2.2

6.2.3

6.3

6.4

6.5

Workstations, Figure 1, on the next page, illustoates the
preferted work posture and workstation layout as recommended by
the National Health and Medical Research Council. It should be
fioted that the uppét arm should make an angle of more than 90°
with the forearm.

Chairs should be easily adjusted so that seat helght in the
Tange of 376 mm-478 mm can be attairied; they should be fresly
movable and have five legs for stability. The hack rest should
be adjustable for lumbar support. Footrests may assist some
operators in achieving corrsct pusture.

Desks should also be easily adjusted to previde a home key
Felght 10 the range of 500 mm=760 mm while ensuring there is
sufficient krnee and leg room. The working surface should be of
a matt finish to minimise glare; it should be large enough to
incorporate a screen, keyboard, source document and working
paper and allow the equipment to be moved as tewuired by the
operator.

Document Holders are desirable for keyhoard work, with: ot
withuu A screen, as they enmable the source documents to be
placed - :

i s0 that the worker can comfortably rmad them, without
bending the neck too far; or

14 s0 that the screer and spurce documents ara in the
same facal plane and at the same level

and so reduce the strain on the nack which occurs when source
documents are flat on the desk and the screen at an angle in
front of the worker,

Lighting, The illuminance throughout the work area should be
Teéasonably uniform and in the range of 150-300 lux. Adequate
provision must be made for the control of glare and/or
raflection from natural lighting (e.g. by provision of curtains,
and/ot)scteens) and from overhead luminaires (s.g. by npague
covers).

Nolse level in the work place should be kept halow £5¢88, and
where concentration is required, it should be below 55d8A.
Impact printers, tape drives, telex machines and other noisy
equipment. should be sound insulated and/or separated from the
keyhaard workplace,

Climate/Air Conditioning. The work area should he
2 tanperature maintained between

[] W

200.250C, and the telative humidity hetwmen 45-55X, SRE can
generate uncomfortable heat levels, so it is important to ensure
that an aven tempersiura is maintained throughout the wnrkiplace
while also maintaining minimal ait movement.
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Figure 1

PREFERRED WORK POSTURE

Head slightly bent ———)

"
forward vision angle about 15°=5°

Screen

| tilting
Document [ about 10
- backward

Adjustable back rest<3
for lumbar support

Seat height to D& e
adjusted so that
forearms approximately
horizontal

Short ﬁeojzl% shoui& use
i a footrest to avo

5 legged chaix compression on the under-

side of the thigh
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7.2

7.3

7.3.1

7.3.2

T 8.l

J0B TASKS

Training is an essential aspect and. should include ergonomic
principles associated with work stations and saffety and haalth
aspects of the equipment and the work stations, Training should
also provide the opportunity for operators to learn new
skills/become multiskilled in SBE operation..

Rate of Work. Wnile clear and realistic goals are important to
planning, the setting of a particular rate nf work for a task is
undesirable because it places stress on the worker involved and'

may lead to serious health problems such as repetition injuries,

eg tenosynovitis,

Hork Rautine/Job Design.

Varietx in elements of an operators. job is encouraged,
particularly where other identifiable, meaningful tasks can be
incorporated. ,

Rest Breaks should be taken on a regular basis to alleviate
vistal and postural fatigue. If operators are employed’
substantially full-time. on SBE, then rest breaks. should he taken
at least once an hour. If, however, SBE work is. one of several
tasks performed during the day then a treak after two hours is
required, Such breaks should allow the operator to leave the
work station and may consist of or be supplemented by engaging
in other tasks as noted above.

OPERATOR

A safe and healthy workplace {s one in which the matters covered
earlier sre ideally matched to the needs of the individual '
operating SBE. Howavar, monitoring of the health of SBE

operators 1s essential to ensure the personal and medical
well-being of operators.

Ezesi@t Testin% has been recommended by the NH&MRC for
operators of as follows:

. on commencement of work with VDU's

. at two yearly intervals after the age ¢! 40 years

. whenever indicated by the onset of symptoms.

SBE operators may obtain further information on the natire of

the tests and arrange for testing in line with. the above
criteria by contasting their Personnel Officer.
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8.2

8.3

8.4

Postural Fa!:j.ﬂgi Repetitive Strain Injury, etc are problems
which can be minimised by regular rest breaks, nptimum
work-station ergonomics and incorporation of a variety of tasks
into the job design. These matters should be kept in mind and
operators should notify their supervisor and sesk medical advice
whenaver they experience symptoms of injury to the neck,
shoulders, back, arms, wrists, hands, etc.

ensation Aspacts. Instances of fatigue, postural and/or
SWMI ptoEIemsmy, if not rectified, lead to compensable
conditions arising from the working conditions. It is in the
fundamental interssts of employees. and management that such
conditions and their eonsequent incapacities be prevented as far
as practicable.

Radiation Levels, There has been conjecture in some guarters
for some years over the effects of SBE on pregnant operators.
The results: of axtensive testing by such authorities as the
Australian Radiation Laboratory indfcate that the low levels of
radiation emitted by SEE do not pose a hazard to operators.
However, the Department will consider sympathetically any
requests from pregnant aperators not to work on. SBE during
pregnancy.

ORGANISATIONAL IMPLICATIONS

As well as the matters covered earlier, consideration should he
given to the organisational implicatlons of the acquisition of
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DEPARTMENT OF

TRANSPORT - Ax2/1
e R

£.0.Box5%4

Clvic Square ACT 2608

Telephone 1062 687) 11

Telex62018
SFNINR OFFICFRS MFFTING

RFPFTITION STRAIN INJURY

The Central Office of this department has over the last
fortnight experienced an outhreak of tenosynovitis in
the keyhoard group

- of some A0~odd staff (full-time and part-time)
7 are on leave {aenerally for periods of up to
three weeks) and there are other suspected cases

- it appears that to some extent the incidence of the
condition has until recently gone unrecognised, and
we are currently seeking to identify all possible
cases ’

- it is likely that the current outbreak has arisen
in part at least due to increased workload pressures
{n Divisions at this time i.e. pressures related to
the Rudget. '

In reésponse to the prohlem we are takKing the following
action

- keyhoard staff displaving tenosynovitis symtoms are
encouraged to seek medidal advice and attention

: we are also seeking assistance from a private
aroup known as the Tenosynovitis Support Group

- in accordance with advice from theé Capital Territory
Health Commission and other experts, keyboard staff
are being encouraaed to také regular rest breaks and
to do exercises (unfortunately it appears that
workload pressures at times make this A5 fficult)

- meetings are heing arranged with keyhoard staff to
inform them of what is happening and to instruct
thém on ppropriate preyengive‘and remedial) action

- information papers on tenosynovitis are heina

prepared and will he conveyed to staff via staff
circulars, MASA meatinas etc
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- in appropriate rcases, affected keyhoard staff will
he redeployed tn non-keyhoard duties.

Preventive Action in Divisions

Meetings are to be arranged with Divisional and Branch
Heads to convey to them the nature and extent of the
problem and its implications for Divisional/Branch
operations

- = must reduce keyboard workload and pressures
on keyhoard staff e.g. by eliminating unnecessary
typing, discouraging excessive re-typing, and
encouraging greater acceptance of hand-written
minutes or drafts with handwritten amendments

- we will also have to modify the practice of
using Steno-Secretaries as branch typists in
addition to their normal Steno-Secretary duties

- keyboard staff must be allowed and encouraged to take
recommended restbreaks from keyboard work.

Recruitment of Keyboard Staff

Keyboard staff are in short supply and high demand
especially in Canberra

- recruitment difficulties are aggravated by the
widespread incidence of tenosynovitis in Canberra

- as part of ongoing recruitment aétion we will be
1ooking‘seriously‘ac.trying to recruit keyboard
staff from interstate and we will need to consider
taking on more part-timers

- the Department. has made representations to the
PSE about salary rates for keyboard staff and
salary relativities within the keyboard group
ie a Steno Secretary Gl has only a small margin
over a Word Processing Typist Gl

- relaxation of gualifications requirements for
entry into the clerical-administrative structure,
vwhereby unqualified staff with 5 years service may
now apply for clerical-administrative positions,
has meant that keyboard staff are moving out of
keyhoard work into clerical work.
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Jot Redesian

The PSB is currently doir - a hroadranqing review of
keyboard structures includinc job design aspects

is aware that job redesign may help to al}eviate
RSI problem, e.g. by creating jobs combin;ng
clerical and keyboard work, thereby reducing
amount of keyboard work by individual operators.

Manpower Branch
13 July 1984
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Australasian College of Physical Scientists in Medicine
Quality Control & Safety Topic Group

Chairman - Address

W.M. Burch Royal canberra Hospital
ACTON ACT 2601

PREAMBLE

The original version of this document was written st the request of an
informally constituted body known as the ACT Occupational Health and Safety
Action Group., The idea was to transmit it to the Interim Occupational Health
and Safety Commission established by the Federal Goverament. Its. genesis lay
in en attempt to deflect the concern of workers, unions and management away
from nonexistant issues relating to VDT's, namely radiation hazards, to other,
possibly more fruitful, investigations.

In 1978 a reported spate of spontaneous: miscarriages among VDT operators in
a Bank in South Australia was originally attributed to radiation effects. I
was vorking with Visual Evoked Responses (VER's) and other aspects of
neurophysiology at the time, and it seemed a reasonable proposition to
investigate the possible ill effects. of prolonged visual stimulus by patterns
and flickering light with reported unpleasant side effects from VDT's, Given
the brain's capacity to synthesise extremely potent drugs (encephalins,
endorphins), it seemed at least plausible that this link could be made, The
following was written, therefore, in. as non-technical a style as possible for
a presumed lay audience.

When. called before the Joint House Public. Accounts Committee of the Parliament
to present evidence on the radiation hazard aspect of VDT's, I submitted the
following material as backg d to the hyp is that we should be locking
at a visual light to brain interaction for the observed effects. I hsve now
been asked by the Parliamentary Committee to- locate experts in the field of
neurophysiclogy who would provide independent comment on this hypothesis,
Their time scale is fairly short because if it is felt worth pursuing, the
Committee will commission a full investigation by an appropriate organisation,

VDT HAZARDS - AN HYPOTHESIS

We have evolved in a D.C. light enviromment, that rises and. sets daily and can
be shown to have induced a circadian rhythm, an approximately 24 hour clock,
in individual functioning cells. Some systemic effects. are most. readily
apprecisted by international travellers and collectively called "Jet-lag™,
Now the eye is often referred to as the window to the brain. Light stimuli
are converted in the back of the eye to minute electrical pulses which travel
down thousands of individual nerves to the "vision processing" part of the
brain near the back (the occipital region), But these pulses do not travel
directly; they pass through a series of relay stations (synapses) on the way,
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and at each relay station they are boosted and modified somewhat, The need
for and function of these relays and amplifiers is not known, but they can be
seen functioning by detecting the pulses which appear as minute electrical
signals on the scalp. A complete battery of diagnostic tests has grown up in
the last few years, recording these "evoked responses” (E.R's.) from the
scalp, and relating them to neurological disorders.

Superimposed on these tiny pulses that relate back to individual stimuli (i.e.
light flashes) on the eye, is the continuum of electricel activity which
exemplifies braim function. In a clinical setting, when this activity is
1(.'ecorded for diagnostic purposes it is called an electroencephalogram
E,E.G.).

E.E.G. waveforms are most complex and only a few parameters have been
identifiably correlated to disease states, particularly epilepsy. As with the
E.R, signals, they are detected on the scalp from electrodes but have an
amplitude hundreds of times larger that E.R,'s, An E.E.G., would seem to
represent a summation of brain activity, and in clinically evident diseases,
i.e. epilepsy, a grossly abnormal pattern can be discerned, or even evoked
with flickering light. Clinically evident symptoms of convulsions induced
even by a normally functioning television set are known in a small number of
photosensitive persons and the syndrome "IV epilepsy" is well documented.
Given a broad definiton of "photosensitivity" which includes transient,
unusual responses to intermittent light, it has been shown that one in ten
normal adults and up to one in three children are included, Therefore it
seems to me a reasonable hypothesis to suppose that there is an entire
spectrum of effects due to flickering. light running all the way from frank
convulsions, through headaches, euphoria, depression, absences, down to
nothing in a normal population., The concept of only two sets: (1)
photosensitive epilepsy, 0,06% of the population, and: (2) the rest of us,
seems naive and merely indicates that we have not asked the right questions in
relation to problems of VDT's,

The following facts relate to "photosensitive" persons who exhibit a transient
effect on their E.E.G. pattern, i,e, a disturbance monitored by a relatively
crude "whole brain" measurement,

1. Photosensitivity is increased or appears after sleep-deprivation,

2. Consistent circadian fluctuations in sensitivity have been observed, and
in women, fluctuation correlating with the menstrual cycle.

3. Despite the knowledge that conscious "flicker-fusion" occurs roughly 18
cycles (flashes) per second (18Hz), studies show a peak photosensitivity at
20Hz and running out as far as 60Hz,

4. Although conscious perception of flicker is more significant peripherally,
photosensitivity is exactly the converse.

5. In some persons, static patterns are sufficient to induce an E.E.G.
response.

6. Pattern sensitivity rises to 2/3 of the photosensitive population, when a
pattern of lines oscillated periodically at right angles to the line
divection, peaking at 10-20Hz.

7.The spatial frequency of lines of text may fall within the peak values for
photosensitive persors(l-4 cycles/deg.).

8. The E,E,G, effect lasts less than 3 seconds and usually produces no
detectable sign for the person although: some described a sensation of shock.
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Of overriding importance in appreciating the effects listed above is that (a)
all these tests were conducted on persons whose visual system was completely
normal in terns of all stendard medical criteria and (b) the stimuli were only
of a few minutes duration at most. By comparison, a VDT operator spends many
hours concentrating on a light source composed principally of horizontal
lines, refreshed (flickering) at 25Hz,

ACTION: There are several avenues by which much of this inferential material
can be tested for validity, and if a link between VDT operation and
mental/physical disorder is found, there are ways to eliminate the flickering
light without substantially increasing the cost of VDI's, Some effects may be
caused by malfunctioning systems or very brief "flashes" that are below the
conscious threshold, but nevertheless, if repeated, can trigger a symptom in
the operator. These are easily tested for with relatively simple apparatis,
As a first step, where mental/physical disorders (other than repetition strain
injury) are reported, I recommend a regime of monocular operation be tried, by
getting the operator to wear a patch over one eye, alternating every ten
minutes with the other eye. There is a dramatic attenuation of
photosensitivity that goes way beyond what would be expected by additive
effects, A diminuation or elimination of symptoms by this simple, if slightly
inconvenient, manoeuvre would build e strong case for the hypothesis. .
Further action should perhaps await the outcome of this first step, in case
the hypothesis fails. I am willing to elabotate on a range of activities that
would delineate, then remedy the cause of this transient, but temporarily
disabling new occupational health hazard if it is felt worth pursiiing,

Main Reference: “VISUALLY-INDUCED SEYZURES" by A J Wilkins, C D Binnie and C
E. Darby, 1980 Progress in Neurobiology Vol 15, 85-117,

Also: "STRESSLESS USE OF VDU'S" by J Manos, 1980 Heslth and Safety at Work,
August, ' X
"WISUAL DISPLAY UNITS” by M R Harrison, 1983, Aust. J Ophthalmol. Vol. 11, 39-41,.

A

W M Burch
Medical Physicist.
6 June 1984,
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28th August, 1984

FOR_PRESENTATION BY PROFESSOR F,C. HOLLOWS TO THE SELECT

PARLIAMENTARY COMMITTEE ON THE USE OF VISUAL DISPLAY UNITS (VDU's)

IN AUSTRALIA

Whereas:

1. I know of reports of eye symptoms from people who use VDU's
(1)

2. and I am aware of reports of cases of cataract that have

followed VDU use (2)

3. I am aware of cataract that is associated with microwave
radiation from radar devices (3)

4. I have had experience of cases of cataract that appears to
have been associated with VDU use,

5. and I am aware of reports that cataract from long wave
length radiant energy is considered to occur as a posterior
subcapsular cataract (4),. .

[ and I am aware that this type of cataract occurs in many
conditions and that there may be many causes of this type
of cataract (5).

7. I know that cataract or opacification of the human lens may
or may not be increasing but the incidence of cataract
extraction appears to be increasing in New South Wales and
the United States of Americ¢a (6 & 7).

8. I know that the real incidence of premature cataract, .i.e.
cataract occurring in persons under the age of sixty is not
known and

9. I am aware that VDU's emit radiant energy and I am aware

that VDU's and television screens have been known to emit
x-rays. (8 & 9).

10. I know that some VDU's may emit the longer wave length
ultraviolet light, the so-called UVA wave length 295 to
400 nan metres, I am aware of the possibility that such
UVA as emitted by fluorescent tubes is associated with an
apparent increase in some forms of malignant melanoma in
Australian females (10, 11, 12, 13 & 14).

11. I know that VDU's have been known to emit waves of low
frequency and ultra low frequency and I am aware thai.: t}}e
f£lyback transformer can. emit ultra low frequency radiation
{15).
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19.
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I know that VDU's have become prevalent in many work
situations and that in such situations VDU's do not carry
certification of the measurements of their irradiance nor
is the irradiance specified over the whole of the electro-
magnetic spectrum,

I know that work situations may be subjected to irradiation
due to the number of VDU's.

I know that the occupational microwave standaxd in the USA

is 10 mw/cm2 and this exceeds natural background rate by a
factor of 107 and if man-made background radiation intensities
are included the exposure standard will be approximately 10
to 10° times higher than natural plus man-made background
intensities (16).

I am aware of reports of clusters of reproductive defects
that have occurred in VDU operators and that such studies
have not proven conclusively that VDU operation has been
responsible for the reproductive defects or that VDU opera~
tion is completely independent of such defects and I know
of the reason for concern about this matter (17).

I know that the frequency of radiation that can be demonstrated
to have a biological effect appears to be increasing, and

that radiant energy previously thought to be of no biological
significance in the human environment is now considered to
have potential danger.

I know of the uncertainty as to whether or not long term
repeated doses of subthermal microwaves can cause cataract.
Such repeated small doses of subthermal microwave irradiation
may or may not cause cataract (4).

I am aware of the increasing length of the latent period that
elapses between the exposure to radiant energy and the onset
of physical defect, especially the now accepted fact that
radiation cataract can occur decades after exposure, whereas
previously the latent period was considered to be in months
or years (18).

I have carried out a study of persons in Australia who could
possibly have been exposed to microwave and very low frequency
radiant energy and found when compared to controls of the

same age and domicile that they have more posterior subcapsular
cataract (9).

3.

CONCLUSTONS ¢

Because there is so much that is not known and because doubt
exists as to the safety or otherwise of instruments and L
machines that emit radiation that a conservative approach is in
order. 1In such circumstances it is prudent that examination
and certification of the health or digease or state of damage
to the eyes of persons in occupations where such radiation may
be experienced be done by medical persons skilled at ocular
examination and fully familiar with the range of pathological
entities' that may affect the visual system. I am gf thg
opinion that long-tefm ophthalmological and epidemiological
studies of large numbers of people is necessary to provide
certainty regarding the safety or otherwise of VDU use.

{e s

F.C. HOLLOWS
Chairman, Division of Ophthalmology
University of New South Wales.
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WOMEN's STUDIES

INTRODUCTION

This paper takes occupational health problems as the starting
point to explore the issue of restructuring the workplace for
keyboard workers.

For the purposes of this paper "keyboard workers" refers to
workers such as typists, stenographers, secretaries, data-
processing operators, word processing operators, accounting
machinists and other groups sich as office or clerical
assistants for whom keyboard operation is a significant part
of their work and a significant determinant of the pay and
conditions under which they work.

Many of these workers already operate screen-based equipment
(SBE). Many more are likely to do so. Whether they operate
SBE or not, they share many facets of their work and of the
structure and organisation of their work and problems. Another
paper in this section by Kefry Liddicoat sets out the health
implications of screen-based eguipment for women workers. Many
of these health implications also apply to other keyboard
workers and have existed for a long time but have been ignored
or neglected.

One of the reasons for this is the little attention paid to
occupational health generally. It is only in the last few
years that occupational health, safety and welfare have become
major issues and areas of interest for many individuals and
organisations, not least of which are unions.

the emergence of occupational health as an industrial
relations issue has occurred at the same time as far-reaching
technological change in the office. The basic premise of
this paper is that the effects of technological change on
keyboard workers and the incidence of serious health problems
are indicative of both the need for and the opportunity fox

a fundamental reassessment of keyboard work. One of the
possible, and I suggest desirable, outcomes would be a
restructuring of the workplace for keyboard workers.
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Framework of the paper

The first section sets out responses to technological change
and occupational health issues. Many of these responses
have positive aspects which could be built on to achieve
improvements for keyboard workers. There are however serious
limitations which are also indicated.

Many of the problems experienced by keyboard workers. are
interrelated and any approach to occupational health problems
which fails to take into account these interrelationships is
unlikely to be effective. 1In the second section I explore

a number of factors in keyboard work, particularly in the '
structure and organisation of that work, and in the working
lives of keyboard workers which are relevant to technological
change and occupational health., Because these broader issues have
been largely neglected in both health and industrial reactions
to health problems, the likelihood of occupaticnally healthy
work for keyboard employees is limited.

The importance of equal employment opportunity measures is
discussed in the next section. The final section, concepts
and strategies, indicates other concepts and ‘ideas which
should ypderliea restructuring of keyboard work, some aspecis
of restructuring and strategies to'bring about. the proposed
changes..

Response to technological change and occupational health
The effect of significant technological change and serious
occupatlonal health problems in the office has been to focus
both union and management, attention on facets of office
work largely neglected before and on the development of
procedures and practices which could have 51gn1flcant
effects on the nature of keyboard work,

The renewed general interest in occupational health is being
reflected in a number of measures which could be beneficial to
keyboard workers.
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The very strong involvement of the union movement in these
measures signifies the importance of union activity for the
health of keyboard workers but this has not been fully realised
by any means. Examples of the steps being taken generaily
in relation to occupational health include the feollowing. A
National Interim Commission on Occupational Health and Safety
has been established by the Commonwealth Government. New
occupational health and safety legislation has been introduced in
several States and proposed in others. A notable feature of
this legislation is the increased role and powers for worker -
appointed safety representatives to act on "unsafe" working
conditions. An ACTU and Victorian Trades Hall Council (VTHC)
Occupational Health and Safety Unit was set up in 1981 to:
(i) provide an information service to unions, including
the preparation of basic readable and instructive
safety information for unions and individual members;
(ii) review, in conjunction with unions existing
occupational health standards;
(iii) represent unions in the examination of occupational
health standards;
(iv) initiate surveys, in conjunction with relevant
authorities, on general and specific health
problems, and
(v) liaise with Federal and State government authorities
on information, research development and union

initiatives.

Many unions have generally increased their interest and involvement
in occupational health matters by various means such as internal
committees, appointment of safety officers, training for nembers
and officials, etc.

Among the most important. aspects. of the current upsurge in interest
has been the change in emphasis away from compensation to
prevention. ACTU policy on occupational health is that specific
policies to be adopted by unions should include as a first
priority the elimination of workplace hazards oxr dangers and the
refusal to accept payment for adopting hazardous or dangerous

working practices.
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A major problem in all this is the obvious fact that it is
much easier to focus on immediate and obvious "hazards"” or
"dangers” at work than to deal with health problems that are
the result of a complex. of conditions and working practices,
and which develop over a long time.

Repetition strain injury is clearly on the agenda as an
important issue of this kind. However the general strategies
of the union movement may not be all that useful if those
workers being affected are not members of unions ox are

members of unions which will not take a strong stand or whose
ability to take a strong stand is limited by the relative
isolation of members in small office situations., A great deal
also depends on the individual workers' perceptions of

the union's role in working for them. If they do not see it

as relevant or they perceive the union's involment as likely to
achieve little they will not join or will not call on the

union for assistance. Many in fact see the union's involvement
with some justification, as likely to get them into a lot

U personal hassles even to the extent of losing their jobs.
"hese kinds of attitudes are additional to the personal feelings
. pOWer or' powerlessness as set out by Ros Byrne in her Paper
‘n this section of ANZAAS.

#ith the help of a CEP grant the TPSA is about to conduct a
survey of our female members including questions on their
attitudes to the union. The project is part of a general
push to increase the involvement of women in all aspects of
the union's activities and to improve services to the most
disadvantaged of our members. Few keyboard workers seek
our assistance and one of our aims is to test a number of
hypotheses about why that is so.

A problem for unions has been developing their own expertise
and resources to deal with occupational health problems.

The same problems have also existed for management where
responses have varied in overcoming them.
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In relation to screen~based equipment even getting information
and advice has not been easy. There has not been sufficient
information or at least readily accessible information on
even major problems. More xesearch is being done, more
information is emerging and the assistance of occupational
health practitioners has increased but a great deal more
needs to be done. All the indications are that a serious
shortage of occupational health practitioners is likely to
continue and will be a major stumbling block to the extension
of occupational health services generally.

One of the common responses to technological change in the
office has been the production of policies in the form of g
idelines on screen-based equipment and its use. Some of
these guidelines were developed by unions, others by bodies
such as the Commonwealth Department of Science and Technology
{VDUs at Work) and others in consultation between unions and
management. Most of the guidelines deal with practical
aspects of the office work environment which have not received
very much attention in the past, such as workplace standards
in lighting, glare, noise and temperature, workstation and
furniture requirements of adjustable chairs, desks, document
holders and footrests and egquipment design. Most of them
also include policies on eye testing and on rest breaks.

it is obvious reading the various guidelines that a lot of
material is. common to them, the same phrases recur and so on.

I was involved in 1980/81 in a Working Party in Tasmania

which drew.up "Guidelines on VDU's and Their Installation”
which were accepted as policy for all State Government agencies.
Like many guidelines ours drew heavily on the information

in the VDT Manual {Cakir et al,. 1980)3which became the. "Bible!
on VDT's.

The ACTU VTHC Health and Safety Bulletin on screen-based
equipment4 describes the VDT Manual as the best introduction
to the whole subject but goes on to say: "The strength of
the Manual lies in its technical presentation of VDT's and
VDT workplaces - but it shies away from making
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recommendations on some of the social issues. like mixing
tasks and taking work breaks."5

Many‘u?ions may have been influenced by the VDT Manual checklists
to 1%m1t the range of issues they included in their own guidelines
dsspite the fact that the Manual inecludes valuable information on
broader issues such as job satisfaction, job organisation and
design, fatigue and monotony and alienation.

The ACTU~VTHC "Guidelines for working with Screen-based Equipment"
also provided a valuable addition to the information available
particularly to unions. Tt is stated that the guidelines were
"produced in response to numercus reguests from unions already
grappling with problems of working with SBE, or engaged in
negotiations over the introduction of new technology”.6
Included is material usually not contained in individual union
p?blicationS‘such as a description of the technology, an over

view of the use of SBE, descriptions of health effects, case
studies of union action on SBE, regulations,. séandards’and
management guidelines, a trade union strategy and checklist for

VDU work and recommended ACTU=VTHC health and safety policy on
SBE.

Health and Safety Bulletin No. 26, May 1983 sets out the

%CTU Health and Safety Policy on Screen-based equipment adopted
in December 1982 by the executive of the ACTU, Broader job
structure issues are not dealt with in the policy. The ACTU-VTHC
‘nit is continuing to monitor and research. the issue which is'
:xtremely important particularly to asist unions with limited
resources and expertise in this area.

The importance of broader issues including job design and work
prac?lce? and organisation are receiving increasing, if limited,.
mention in the literature on SBE (as in the Commonwealth

p?bllcation VDurgat Woxk), in union policies and in industrial
disputes.
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For example the Australian Public Service Association (APSA)
policy‘on SBE in April 1980 made virtually no mention of job
design., However the APSA has since released a more comprehensive
policy as a result of further work and experience in dealing

with the issue.

The Federated Clerks Union is one of the biggest unions covering
keyboard and other clerical workers. The FCU guidelines titled
"Screen Tests for Key People" focus solely on VDU workplaces

and do not include anything on job design and work oxganisation.
It is stated in the Preface however that the contents must

not be regarded as definitive of the union's thinking on the
matter and that the union is keeping abreast of research

going on all over the world and is continually updating its
thinking in.the light of any proven findings.

The reference to job design and work organisation in publications
like the union guidelines are still very limited. Foxr example,
the APSA policy document "A Safe and Healthy Job?"7 includes

a section on Job Task(s) divided into sub-sections on rate of
work monitoring systems, work -routine, job design and training.
The emphasis is on the design of individual jobs rather than
broader structures and work patterns. There is no mention of
work patterns throughout the working lives of such workers

and broader social factors. This is not to say that the

unions concerned have not considered these matters but they do
not f£igure in the policies which are generally used as the basis
of negotiation with management and as infoxmation to members.

The issue of work practices involving more limited design matters
was central to the 2 year long dispute involving APSA and FCU
data processing operator members in the Commonwealth ‘Tax Office.
Negotiation and private coaferences between the parties (the
unions APSA and FCU, the Public: Service Board and the Australian
Tax Office) brought agreement on a number of matters. but
significant areas. of disagreement that were not resolved and
were brought back to the acting Arbitrator, Mr Booth for decision
involved the method by which work was allocated, the recording
of individuals" key stroke rates by the computer and guestions
related to.rest breaks.
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The areas of agreement which were reached8 were aspects of
training for pata Processing Operators and Supervisors,
redeployment policy, ergonomics (e.g. adjustable tables, chairs,
ete.), job rotation, keying time, proficiency allowance, maximum
and minimum rates, some aspects of rest breaks and shiftwork,

The case involved 60 hearing days, workplace inspections in
Melbourne, Sydney and Adelaide, the examination of 21 witnesses,
the presentation of 100 exhibits with a wealth of documentary
material dealing with overseas research into repetition strain
injuries and in excess of 3,500 pages of transcript,

The case, among other things demonstrated the potential for
both extensive negotiations and sexious industrial disputation

in the office area and over Occupational health ang safety
matters,

As well as the area of industrial disputation, common law
negligence actions for repetition injury pursued by unions on
behalf of their members are becoming more and more widespread.,

Such actions, some of which have resulted in significant damages.
being paid to the victims, have heightened management awareness

of the problem and may well contribute to increased efforts

by management to prevent repetition strain injury. It conld

also of course lead to the development of devious means of avoiding
workers' compensation and other payouts and this aspect will

need to be monitored very carefully by occupational health
authorities and unions.

Technological change has. provided both impetus. and urgency to.
union demands for consultation and the right of workers to be
involved in decisions affecting their working lives. The way
in which technology is introduced and the detailed nature of
the technology are crucial for their effect on workers. The
ACTU-VTHC Guidelihes reéferred to earlier state: “The ACTU
decrees that: “Unions should seek to challenge traditional
managerial attitudes and prerogatives regarding consultation,
notice and the right of terminations by seeking through award
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prescrxiption or by agreement, obligations on employers to
consult and negotiate from the contempiative stagesgon the

1 LAl
various issues arising from technological change.

Consultation agreements exist in some areas, in relation to
keyboard workers notably in at least in se"/eral Governmex.ﬂ:
employment areas, the Commonwealth, Victorian ar'\d Tasman::ntion
public sectors. The TPSA has reasonably effective consuh a
arrangements through a consultation agreement and throug .
membership on joint union-management bodies such as the ?ta e
Manpower and Technological Change Committee and the Working
Party on Ergonomics of Computer Terminals.

From the available information it would appear i‘;his is
comparatively rare. Our involvement, h?w?ver, is not .
protected in any way as a right to participate. Ther? wou
seem to be very few examples in Australia of such a xright
and even of effective two-way consultation arr‘:angexf\ent.:s
which exist as agreements. Worker participation, in its
broadest sense, seems to be notably absent.

The report Teéhnological Chang’e and Employment from the e
Australian Science and Technology Council (ASTEC) to th? Prim
Minister in June 1983 provides an overview of i:ons:u‘ltat:.c'an

on new technology and on worker participation.:.n job design. .
In relation to the latter it states: "The ;.:oz.nt t:.o be str:sse
is that alternative modes of work organisation ex1st‘for the
introduction of new technologies. The process by whu::h a .
particular mode is adopted and how it affects the'de"sx?n o L
jobs and the organisation can be contributed to ?J.gm'.f:n.cant Yy
by employees. For historical reasons such contributions

are often achieved only through disputes and pressure in a
w10

bargaining framework.

The report goes on to say that: "In the pursuit of efi:‘f:ct:.v:oaChes‘
participation in systems design, a number of well trie ‘ e':pp io-,
have been devéloped, usually involving a process. calle_d' so:.ve
technical systems design'". BAnd further: "In the particpati

383..



10.

approach the technical system is not

considered in isolation,
but together with social factors,

The approach gives attention

receive recognition, appropriate con

sultation, responsibility,
advancement and security;

and to needs associated with successful
prexformance, inlcuding acceptable and effective control systems,

a degree of autonomy, and clearly identified tasks of a reasonable
scale in the completion of which the employee can take pride(93).

In both the secondary and tertiary sectors (17) there are indications
that changes such as job rotation and creation of a pleasant
physical environment may not produce long~-term improvements in
motivation if the controls and rewards are the same, "11

It concludes: "The studies presented in this Section indicate

that significant contributions to minimising thé adverse effects
of technological change on the nature of work can be made by
participation of employee groups in job design."12

One of the examples outlined in the Sectién is that of Telecom
and the dispute over new switching technology.

The report
states: "An Australian example,

which was accompanied by a
major dispute, underlines both the conflict of perspectives
(between employees and employers)
different solutions."13 Ip brief,
of two different arrangements usin
for evaluation:

and also the potential for
the dispute led to a trial
g six criteria as a basis
efficiency of operation, standard of Service
achieved job satisfaction, career opportunities, maihféna‘nce
of technical standards and retention of expertise and. the
public interest.

It is interesting to compare this list with the areas of
negotiation in the Tax Office DPO;s dis:
earlier.

pute mention

.
The Commonwealth Govérnment has initiated a cost subsidisation
program to accelerate more widespread application of érilployee
participation/industrial democracy in Australia. Included in
a list of examples of suitahla projects is "the establishment of
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joint employexr/employee working parties on spt.acific issues,
such as technological developments or occupational healt}? .
and safety". The TPSA has applied for funding for a I'Jro;pec
with the aim of improving the participation c.af women in ma:-;ters
affecting their jobs and in the Associatiox't 1t?e1f, thr?ug ror
development of proposals for job and organisation redes;g:n
keyboard and records areas employees. We have r'mot )'(et e
advised of the success or otherwise of our application.

Keyboard Work

"Occupational health should aim at: the I?romotion and 4 socta
maintenance of the highest degree of physical, mental ‘?n s
well-being of workers in all occupations; the preventlonkin
among workers of departures from hea‘lth.cause:.] by t}lze wo:c g
conditions; the protection of workers in their emp ::I){me

from risks resulting from factors adverse to health.

In this section I explore what are some of the other.factors

in relation to keyboard work and keyboard workers wrluch are
likely to work against this overall aim of occupe‘:tlonal
health being achieved and which are likely to sex‘uously

hinder the achievement of the even more modest a\:{.mr the ]
prevention of obvious health problems like xepetition ‘:tr:J.:ion
injury, unless they are taken into account and affect the ac
taken on these matters.

Two major factors are,first of all high. unemployment,
particﬁlarly women's unemployment and the.effect of »
technological developments in decreasing job oppor!.:unlt:.es )
in the office. Keyboard workers are almost exclusively female
and keyboard work along with clerical work general;}.r ist:
very significant employment area for women. Accor 1:: v
ABS figures for May 1982 a third of women in the workfo

are employed in the clerical field.

"
Keyboard workers then are very reluctant to "rock the boat

) "
when théy know there are thousands of others "out there
who could replace them.
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Statistics and commentaries abound on the effects on job
levels of new office technology. Whatever the actual
figures, the message "New technology eqguals fewer jobs"”

is predominantly the one that creates the perception among
keyboard workers that their jobs are at risk. Once again
this is é powerful deterrent to speaking out and taking action
?n poor working conditions. For instance one of the very
important aspects of treatment of repetition strain injury is
early reporting of Symptoms so that remedial action can be
taken. Fear of losing one's job is a very serious inhibitor
to this very necessary early reporting.

?ven if one's only source of information is the popular media
it is obvious that workers with such injuries are being sacked.
Although there is no way of proving how many, from my ‘
conversations with office workers including those with serious
tenosynovitis I believe that many of them make a conscious

and rational decision not to take action on early warning
symptoms. and other matters because they fear loss of employment,

Their sense of powerlessness as set out by Ros Byrne may well
be a part of it but a realistic assessment. of the world,
whether conscious or' not, is also there for many of these
workers, and influences the decisions they make. This relates
not only to the chance that they will lose their jobs, but
also to their chances of getting a wider variety of tasks

or being satisfactorily redeployed.

Married women have the additional stress of the attacks:on
them for "taking others!® jobs". For those who feel guilty
or doubt the validity of their claim to .a job, asking for
even more is very difficult even if it .is important. for
their health,

Although there are varied forms of keyboard work and many
different working situations, it is possible to describe

a number of common patterns. The patterns are reflected

in the jobs themselves, in the nature of the work, the
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job structures and the workplace organisation. The patterns
are those of narrowness and limitation, little control

by the workers themselves but control by others, and lack
of mobility. Technological change has in some cases simply
followed these patterns, in other ways or reinforced or

accentuated them.

Many keyboard jobs are marked by a fairly narrow range of

tasks particularly at the base grade levels. Many of the

tasks are monotonous and repetitive particularly in work

on new technology. The narrowness and limited nature of the
jobs also has its parallel in limited advancement opportunities,
limited scope to learn new skills and to demonstrate skills

and abilities, limited options to move into new fields and very
limited pay. It is also reflected in the limitations put

on what is acceptable behaviour,dress and so on of such workers.

However, keyboard workers all have skills which are largely
denied, certainly when it comes to pay and status rewards
for them. Many of them have vexy significant skills. Some
will require upgraded and different skills as a result of
technological and associated organisational developments for
which their limited training base has ill-prepared them.

Many more, however, have had and will continue to experience
deskilling, that is, even narrorwer jobs and greater
limitations on them. The lack of acknowledgement of their
present skills deflects attention from the seriousness of
this.

Issues of control axe closely linked with those of narrow and
limited tasks and opportunities. Keyboard .workers generally
have little control over their workload and workflows,
Their work is often not regarded as integral to a whole
process but more as a rather irritating delay between the
"real work” and the ehd result, any credit for which is
attributed to the author. Pressure is put on them by
processes, procedures and schedules in which they usually have
little say.
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The control aspect of new technology is manifested very
obviously in the monitoring of key strokes. and output and
by the capacity for machine systems to dictate the pace of
work and 1imit or remove any control that was there with
a manual system.

As stated in a paper prepared for the Microelectronics Training
Conference in Canberra in September 1983: "Examples of
deskilling following automation are significant in extent, yet
it is not so much the equipment that induces such changes as

the organisational changes. that tend to- occur.

Movement towards. the electronic office concept has tended

to introduce 'white collar production line! office structures.
The interconnection that forms the basis of automated offices,
with all forms of information processing being based on
computer facilities, has been reflected in streamlining of
work flows in offices. ... The introduction of the new
technology has allowed office managexs to rationalise typing
services in their organisation, so that the tradition of

most typists working direct to an executive or sexving one work
area has been replaced by a pool organisation.15

For "streamlining" and rationalise™, read greater control,
greater limitations. In some organisations including Public
Services, the typing pool has always been a major form of
keyboard work organisation. Ironically; attempts to
decentralise pool arrangements to provide more varied work
have in my experience 6ften been opposed by typists-in-charge
attempting to retain the small amount of control they have
in their organisations.

Pool arrangements contribute significantly to the limited
mobility of keyboard workers. The lack of mobility applies
not only to physical movement but also. to the lack of
alternative work and advancemént. opportunities. Keyboard
workers often have "little xoom to move" in more ways than.
one. Union organising and the involvement of such workers in
union activity particularly in job representative or shop
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steward roles is severely limited by this aspect. Among
the adverse effects of SBE are the increased control of
mobility and the greater limitation on social interaction
which further exacerbates this situation for unions.

These characteristics of keyboard work and the pattexrns that
they form impose great constraints on the practical
implementation of many proposals for the creation of better
working conditions and in tackling occupational health
problems unless they are recognised and accounted for.

For example the issue of rest breaks, both their frequency
and duration, is a disputed one and it is an issue which
demonstrates some of the difficulties and ironies in this area.
The Commonwealth Department of Science and Technology
publication VDU's at Work states: "The individual is the
best judge of when he or she needs a break from the screen,
and some flexibility in allowing operators to schedule their
own rest pauses will prove more effective than rest pauses
at fixed times."l6

There are a number of problems with this, fine as it may

be in theory. One is that in many work areas unless definite
and specific rest breaks at specific times are negotiated with
the management the workers are unlikely to get them. The
pressure put on processing areas to keep to schedules over
~thich they have no control makes it very difficult for them

! choose when to take a break. On the other hand, breaks

..t specific times can have the effect of greater control and
regimentation of' thé workers.

When some flexibility is given the workers will often disregard
advice on the necessity of frequent short.breaks and choose

to overcome the increased limitation on social interaction by
combining breaks to take long ones less freguently.

More varied work; jobs where VDU use ‘only makes up part of the
worker's job, is virtually universally recommended. Tasking

rest breaks from work that is made up substantially of VDU
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use is a very poor though necessary alternative option.
It may well be the case that disputation over training and
the number and frequency of breaks may ‘take up substantial
resources to no-one's complete satisfaction in the end.

These aspects were reflected in the Tax Office case mentionegd
earlier. In his decision on the issue Acting Arbitrator Booth
states: "The DPO's themselves have very definite views. which,
no doubt, were based upon théir personal considexations,

Some wished to "bank' their breaks so that they would have

a long break at the end of the day whilst there was generally
strong opposition at what was seen by them to be attempts by
management to over-regulate them. There is no doubt that
regular breaks are necessary from keying duties and I am

aware that the importance of taking regular breaks for health
and safety reasons is one of the matters which will figure
prominently in the newly revised DPO training programme."17

He then declined to grant the union claim for 1§ minutes break
within each hour of work which had been the subject of
considerable "expert" evidence, deciding instead on 10 minutes
break after each hour of work.

Thé indication is that "training" will achieve the desirable
result, the DPO's will see the error of their ways and take
the breaks when they should. I do not believe there is

any guarantee of this at all.

The major points, however, are that there are serious
difficulties related to rest breaks and while use of a

VDT makes up the substantial Proportion of a person's

work, that person will be very vulnerable to serious health
problems. When the rest break factor is added to all the
other conditions which should be satisfied for the VDU
workstation, work area and work practices to be satisfactory
from an occﬁpational health point of view, and a. similar
pattern'of difficulties ocours with many of thém, that
worker starts to look very vulnerable indeed.
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It is extremely important that the social organisation of

the work and the broader issues of work patterns and structures
are recognized when action on occupational health problems

is being proposed. One of the extremely important roles

for unions to play is in making the wider political a?d
industrial,connections from the information they receive

from occupational health practitioners. Claims for essentially
minor*changes in the working environment and job design

of keyboard workers will in my view, be seen as clear1¥
inadequate when these wider connections are made. .It is

only then that strategies will be developed to achieve more
fundamental changes. in the structure of keyboard work.

Equal Employment Opportunity )
Making the wider political and social connectio?s is also
an important role for egual employment opportunity
‘practitioners to play in relation to keyboard workers,
technological change and occupational health.

Occupational gender discrimination is a significant feature
of the working lives of female keyboard workers. The d?velopment
of strategies to eliminate the systemic disadvant?ge w1%1
depend to a large extent on the issue becoming a high priority
as an equal employment opportunity issue.

The emphasis to date in those public services which'have had
eéqual opportunity units has been largely on increasing the
opportunities for such workers to move out of keyboard areas
and into other clerical streams with greatexr advancement
opportunities, This has had very limited success for a number

of reasons.

In June 1983 the Public Service Board of NSW issued "Gu%delines
for Effective Use of Keyboard Services" which comments. in
paragraph 3.4: "Various initiatives to ‘further equ?l
employment opportunity have removed some of the major formal
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barriers to greater promotional opportunities and improved
job satisfaction of keyboard personnel. Nonetheless there
continues to be organisational impediments to their mobility.
The most significant is the organisation of work performed

by keyboard staff, which frequently restricts the range of
duties performed. Aas a consequence, keyboard staff are not
generally able to demonstrate that they have the requisite
experience or the “efficiency" to compete for positions °
outside the keyboard‘area.“ls

The guidelines go on to make valuable comments and
recommendations on the organisation of keyboard work, the
disadvantages of typing pools, the effective use of word
processing and other screen-based equipment, organisational
alternatives to typing pools and means of improving
effectiveness of keyboard services. Although the issue
is approached from a management point of view, there are
considerable benefits for keyboard workers if employing
agencies are convinced that there is something in it

for them in terms of increasea efficiency, effectiveness
and productivity if they improve the opportunities and
working conditions for keyboaid staff.

After four years as Equal Employment Opportunities Officer
for Tasmanian State Government Employment and over two
years as an Industrial Officer for the public sexvice union,
I am convinced that combined equal opportunity programs

and industrial initiatives are both necessary and most
likely to achieve significant changes. I have noted with
great interest recent press reports about a draft equal pay
implementation manual prepared by the ACTU Working Women's
Centre and distributed to all AcTy affiliates. At the

time of writing this I have not seen the manual but view
with great interest quotes continuvedin the press reports,

I quote from the Financial Review article of I9th April 1984:.
"The paper says that rigid 'génder: segmentation of the
workforce' is largely responsible for the remaining sexual
pay discrepancies ... It suggests a counter strategy of

a possible ACTU submission to next year's review of the
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Arbitration Commission's pay guidelines seeks a re-evaluation
of traditional female jobs based on the concepts of 'comparable
worth'"19

And furthexr: "Examples of occupational gender discrimination
include the clerical area, in which female workers tend to

be confined, while males are often formally or informally
trained to move to occupations designated as administrative,
executive and clerical. Therefore we have women in jobs in
which they will stay for the duration of their employment,
compared with males who are in transition to a higher earning
bracket' the draft manual says: 'Typists receive a low wage
and yet typing is a highly skilled occupation. The most
outstanding feature of this occupation is that it is performed
almost entirely by women and it would seem that this alone

20
is the reason for its low average rate of pay.'"

All these aspects are relevant to restructuring the workplace
for keyboard workers. Management equal opportunity programs

are extremely important but the industrial ramifications and

opportunities have been largely untapped.

An important example of industrial change is the South
Australian combined clerical award for keyboard and othexr
clerical workers in.the Public Service., Award changes of
this kind, taking keyboard workers out of their narrow and
limited awards and placing them in ageneral clerical award
can help to break down barriers to move to varied jobs and
wider opportunities. There are still problems in South
Australia with the assessment and proper classification

of some keyboaxd work and other traditional female jobs
but the award is a step in the right direction.

Concepts and Strategies

Some of the basic concept® and ideas which could help to form
the. strategies to improve the working lives .of keyboard
workers have been indicited alreddy. They include the basic
idea that technological change and occupational health issues
create both the need for, and the opportunity for,
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significant change to the structure of keyboard work. The
opportunity exists for changes to traditional organisational
and administrative structures particularly at the time of

the introduction of new technology. This process should best be
achieved with the informed involvement of all participants -

the workers themselves, their representatives, the unions,
occupational health and equal opportunity practitioners as well
as management.

The involvement of the workers in any changes to their jobs
and work structures is crucial. There is a need for unions
to encourage their increased involvement in union activities
in order to build the effective industrial campaigns that
will be necessary if significant change is to be achieved.

A range of strategies will be necessary based on a detailed
analysis of the barriers to women's involvement. These will
vary from union to union and from workplace to workplace.

Vor those not covered by unions or whose unions ‘will not
act on their behalf the strategies need to be different.
Ros Byrne suggests at the conclusion of her paper a network
aimed at empowering women office workers or furthering
research in this area., The need may also be there for

a national body like the US “Nine to Five" organisation. A
national network could perhaps create the momentum for such
an organisation.

Different strategies in the workplace. for achieving structural
changes will be necessary for different groups of keyboard
workers and for experienced workers compared to new workers.
The notion of restructuring the workplace for keyboatd

workers has significant implications for schooling, further
educational and training of such workers. Concepts of
rulti-skilling and recurrent education are relevant.

For new workers’preventiﬁg their retrenchment in narrow

jobs with limited opportunities is an important objective.
Professor Bill Ford, in an unpublished paper based on a
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speech delivered to a Women and Technological Change Conference
suggests the need for new apprenticeships. He states:

vUnlike Germany, Austria and Switzerland, apprenticeships

in English speaking countries is basically confined to
traditional trades. There is an urgent need to develop
systematic training programmes for people entering the
information sector..... Young girls are being locked into
narrow machine operating positions with limited future

. 21
learning opportunity or career options."

He goes on to list the objectives of an information or
administrative technology apprenticeships as:
1 to provide a broad based skilling in the operation
and maintenance of a range of office technologies;
2 to break down sex stereotyping in relation to
information technologies;
3 to multi-skill people to enable them to exercise
occupational, organisational and career choice;
4 to develop a sound base for recurrent learning:
5 to reduce the stress of technological change; and,
6 to reduce the possibility of people being locked
into monotonous and. dangerous jobs.
above all there is the need for multi-disciplinary, multi-
faceted, creative and innovative approaches to the serious
issues confronting keyboard workers. The potential exists
for ‘he restructuring the workplace for them but only
with concerted and committed efforts by all those involved
based on a critical, broad analysis of their work and working

lives.
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Report on one~day Seminar presented by Dr. Charles Wallach
at Management House, Mslbourne on Monday July 2nd 1984 entitled

"New Insights into Environmental Health and Human Productivity"

1., INTRODUCTION

This seminar, presented by Peter McKay International and led by Dr.
Charles Wallach extended from 9 a.m. to 4 p.m,

Information made avallable to participants included background comments
on Dr. Wallach's career and a statement on the seminar objectives, It was
stated that "Dr. Wallach will present a synthesis of his extensive research
and the consulting he has carried out around the world". A check list of
what participants could expect from the seminar also {ncluded the
following:

. "4 distillation of three decades of international scientific

research effort and medical opinion into the issues which
involve workers and new technologies in the work place."

. "An analysis of the causes and effects of the very real VDU

health hazards™ with trations a special feature.

. "The new discipline of aer‘oelectr‘ostatlos = the harmful effects
of improper ion balance in the air."

The specific seminar objectives were stated to be:

(a) To provide powerful new insights {nto how to improve the health,
productivity and creativity of employees.

X {b) To provide participants with a clear understanding of the real
and possible health hazards of VDU's and knowledge of the highly

effective counter meaures now available to organizations.
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(e) To summarise recent research and documénted experience of U.S,
organizations into the reduction of 16st time in: the work place
due to sickness and work related illmess,

(d) To demonstrate, with actual case studies, how overall quality of

life can be enhanced in the work place. -

2, MATERIAL SUPPLIED

Apart from a 1list of the 128 participants notes were provided on the
following seven topics:
Atmospheric Ions
Rad{ation Effects
UV Radiation and Cataracts
Visual Processing
Illumination
Noise
Wishful Thinking.
Short statements were also provided on
(1) Some long term effects of physlologicai stress from VDU's
(11) Implications of non-linear intéractions in biological systems
(111) Very low frequencies from VDT's
(1v) Very low frequency biologlcal effects
(v) Radio frequency/microwave bloeffects

(vi) RF/MW from VDT's

(vil) Some current. research areas -~ a flow chart lssued by t':he -

International Bio-Envir ital ion
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Also included was a leafiet "Tomorrows Technology, To-days Headache"
advertising a slide-sound fresentation on the hazards of working with Video
Display Terminals. 7This .was produced for the New York Committee for:
Occupationdl Safety and Health through contributions from various American
Comemunications and media workers' unions as ™a concise and provocative tool
to spur discussion at union meetinge, union education courses, health and
safety workshops, conferences and in the classroom”.

A 1list of wmanufactured products, available commercially as VODS
(Video-Display Operators Distress Syndrome) countermeasures from a variety

of countries, was also made available during the seminar,
3. STRUCTURE OF ¥HE SEMINAR

The seminar was introduced by an overview of the Video-Display
Operators Distress Syndrome (V0DS). It then proceeded to categorise the
symptoms and deal with specific aspeots such as the effects of atmospheric
ions, electrostatic fields, radiation, illumination, noise etc. An attempt

was made to intrude a demonstration of fon effects Into the seminar

pr ings. It was {

to dramatise the ability of negative fons to
purify a smoke-contaminated atmosphere by precipitating the polluting

partiocles. Al

h  not ul it is well. known that dust:.y T.Ve
screens arise fron‘ such. negative lon actiori. 1Indeed the removal of dust.
from the atmosphere in this way is also known to be a possible reason for
«certain types of nﬁhuci‘c sufferers gaining relief through the use of fon
generators. A variety of such generators, conductive screen filters etc.,

were available for inaspection by the partioipants.
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Much of the information presented can' be found in Dr. Wallach's book
"The Ton Controversy" which was made avallable for purchase at the end of
the Seminar, It claims to be a sclentific appraisal, In general terms,
‘however, neither the material of the book nor the material presented at the
seminar could be classified as secience. At least not in the sense that
statistically significant measurements of specific effects were presented
in a form that could be subjected to independent assessment leading to
unambiguous conclusions about cause and effect,

The bulk of any possibly significant material was presented in
anecdotal form and with only one or two exceptions, mentioned below, no
references were provided, with the seyunar‘ material,directing attention to
pertinent sclentific literature, Given this structure to the seminar and
the approach adopted by Dr, Wallach, the seminar experience was singularly
frustrating for anyone approaching the {asues with an open mind and sseking

valid evidence to substartiate the 1 reports,

Fortunately Dr. Wallach set aside a limited pericd during the day to
answer questions. This led to comment. on several matters raised by
Dr. Wallach, the comments being based on reltdble, quantitative
measurements. As a contribution. towards maKing an objective assessment of
the issues raised by the seminar they emerged as particularly significant

and are discussed more fully below.

4, EFFECT OF RADIATION FIELDS
2205 O SADIATION FIELDS

During the second morning' session Dr. Wallach referred to his handout

no. 3 concerned with the "Implications of Non-linear Interactions in
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Biological Systems". This contained specific reference to an article by
Eldon A. Byrd of the US Navy (Surface Weapons Center, Whiteoak MD) in the
winter 1983 edition of ARCHAEUS (Minneapolis) pp 1-6.. The quoted abstract
stated:

"Recent work has revealed the ability of low~intensity, non-linear
extremely Jlow~frequency (ELF) and low intensity ELF pulse-modulated
microwaves to influence various physiological and behavioural processes in
cells, tissue, animals and humans®. A further quotation from the article
itself stated that "it has been repeatedly demonstrated that cells can
sense the electromagnetic environment and respond to changes in it of
10"7v/cn” (2 1075v/m).

In this context Dr. Wallach proceeded to show the results of
measurements of the electric fields surrounding cperators at distances of

30 cm from the VDU screen. He stated these to be 55 V/m and that because

v

of the flyback source generating r.f. fields, situated at the rear of the )

VDU's,. this level of 55 V/m. could also be meaured at some locations 100 cm
from the screen.

This prompted some direct questioning from Graeme Elliot, Sclence
Officer at the Australian Radiation Laboratories . where an extensiye
investigation had been undertaken on the "Measurement of Electromagnetic
Radiation Emitted from Visual Display Terminals" (ARL/TRC53 March 1983).
The ARL measurements found these levels to be incorrect. The report itself
shows levels = 1071 ~ 1072 V¥/m at 30 ¢m for all but ons, of the units tested
and in that particular instrument the maximum observed was 2.7 V/m.
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5. EFFECT OF RADIATION (microwave, r.f., infrarred, visible, U.V., X-rays)

Dr, Wallach also referred to effects assoclated with both ionizing and
other non-ionizing forms of radiation. His handout no. 3 quoted from the
article by Eldon A. Byrd
"Behavioural modification in animals as the result of weak (as low as
10 mierowatts/cm2) microwaves ... inelude induction of grooming
responses, altered heart and respiration rates, epileptiform seizures,
and various others. The lower the power, the more immediate the
effect...”

He also referred specifically to the incldence of cataracts resulting from
exposure to UV-radiation.

Again the matter of levels of radiation has been extensively
investigated by ARL and Graeme Ellfot provided some quantitative
information. With a 1limit of detection as low as 0.01 to 0.05
milliroentgen per hour (Standards Association of Australia recommend that
exposure rates should not exaged 0.5 mR/hour) measurements of ionizing
radiation from VDU's were made. No single VDU was shown to emit
X-radiation. Measurements of non~ionizing radiation showed that visible
and infra-red emission levels measured at 10 cm from the sci‘een wWere many
orders of magnitude below maximum permissible exposure levels defined by
the Standards Association (< 0,1 mW/cem2.8r compared with Standards
requirernents of < 10 mW/em2.sr. ACGIH, 1981), At the hnormal operating
position of 30 em or more the levels would be considerably less. The
maximum radiation level for UV was found to be 2 x 10~4 mW/om2 at 10 cm
from the screen (compared with 1 mW/cm? for continuous exposure set by

Standards ACGIH, 1981).
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. Hone of the terminals tested by ARL had any detectable level of
microwave emission.

Dr. Wallach's reference to the problem of UV~induced cataracts leading
possibly to a higher incidence among VDU operators prompted some further
questioning of Dr, Wallach's evidence, The comment was made that the
maximum UV irpadiance measured from a VDT by ARL was 250 nanowatts/cm
which was some four orders of magnitude less than the 27 milliwatts/em?
received by exposure to sunlight. A further comment by one of the
partlcipants that he was not aware of any sclentific literature about the
incidence of cataract ocourring at an earlier age in VDU operators, then
prompted Dr, Wallach to confirm that neither was. he and that it was all
supposition at this stage. The questioner then referred to possible scare
among VDU operators. and thought it mischievous to raise these issues if not
substantiated. Since, as the ARL measurements showed, a 40 W fluorescent
light unit produces a UV irradiance of 1.9 microwatts/om? at 1.4 m compared
with 250 nanowatts/cm? for the VDT unit, some questioning of the claims of
a relation between fluorescent. lighting and skin cancer also emerged. At
this stage it was pointed out by a participant that the skin cancers had
oceurred on parts of the body not exposed to the fluorescent irradiation,
When pressed on the matter Dr. Wallach confirmed that there was no
evidence, but an 1ﬁcrea51ng number of anecdotal reports and an increasing
awareness by opticlans and. others. Further ARL comment referred to an
authoritative report. from the National Research Council of the US Academy
of Sclences in 1983. On the question of cataracts the report refers to 2
out. of 10 patients. reporting cataracts which were in. fact "inconsequential

opacities™ and concluded that it ‘'probably does not represent a threat,

There the matter rested.
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Apart from these specific matters, the seminar fell far short of,
meeting the expectations and achieving the objectives set out in the
introduction above. Dr. Wallach stated his own position at various times
during the seminar. He claimed to have no emotfonal poaition In. the
issues, he simply wanted to help and leave the ‘participants to make their
own judgements. He at one stage admitted that an anecdotal report of a 43
year old professor suffering an asthma attack after watching a TV screen in
Denmark' had no-signifance. On the matter of the radiation flelds and thé
close questioning and comment from the ARL solentists, his response
essentially was to question the international standards in thfs‘ area. He
appeared to be arguing, on the basis of Eldon A. Byrds quoted comment that
"The lower the power, the more immediate the effect ~==", that a new theory
and a new area had not yet been investigated, Following these statements,
he provided further anecdotal stories about a variety of matters including
the egg-laying capacity of hens, psychotie effects under investigation in
California ete. and concluded by commenting that he was "not here to scare
people" but to point out that we have simple precautions available., He
switched at this point to report some findings of a Canadian Survey {n
September 1983 on Work and Pregnanoy, stating that 22% of VDU operators in
the survey had spontaneous abortions. This he stated was. greater than twice
the percentge for the normal population.

This survey has not yet been published but I understand some 14735
cases were examined, surveying the occupations followed by’ women in the
wWorkforce to check possible correlations between specific occupations and
pregnancy abnomalities. For' this purpose the workforce was categorised

into some 14 groups, the average figure for all groups being 19%. Those

groups involved in assembly line activities, plece work, shift work, heavy 7
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1irting and the like, average 20-24%. Dr. Wallach's figure of 22% for VDU
operators must be assessed. therefore in the light of all this. informtion.
The correlation with other groups would suggest that it is Jjob content
itself wrather than VDU's 1in particular that should be treated as the
relevant parameter.

The afternoon sessions were prefaced by Dr. Wallach's comments on the
need for a prudent approach to the issues raised. He referred to the need
for more scientific data and to the time required to accumulate it. He
argued that it was prudent to take precautionary measures and, given the
links to productivity, {these were mnever convinoingly established at any
stage in .the Seminar) he believed society would not lose on the investment.
At this point he referred to questions that had been raised elsewhere about
his personal financial involvement in the companies marketing the various
devices on display and stated that he had no shares in any of the
companies. There followed & survey of the fon. generators avallable, their

costa, suppliers etc. and an invitation to inspect them.

6. SUMMARY AND CONCLUSIONS

For the sclentist the Seminar had little, if any, significance. It
failed to provide any reliable evidence to support a view that VDU
operators are. subjected to health hazards based on fmbalances in the
concentrations of ‘positive and negative dons in the atmosphere ocaused by
the operation of the VDU devices: themselves.

On the other hand the wealth of anecdotal material served the purpose
of creating concern on some ‘aspects and leaving an i{mpression that the

Sclentists, haver some long way to go before being able to deny
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categorically, -on the basis of statistically significant. scientific
evidence, that no such hazards exist. Despite the refutation of olaims
made about the effects of radiation fields and of fonizing and non-fonizing
radia'tion by ARL scientists, brief conversations With several participants
after the seminar confirmed that concern about such matters had not in fact
been dispelled. Until the vast amount of anecdotal information is. balanced
by more high-quality, soundly-based scientific data these impressions will
undoubtedly persist in the workforce.

It would have been far more helpful had Dr: Wallach met, as a group,
the relatively small number of scientists in Australia. who have been
Investigating various medical and other aspects of potential VDU. hazards in
order to separate fact from fiction, reality from speculation., In this
area, above all others, prejudices, business interests and the 1like need to
be removed from the research scene if we are to converge towards an honest
assessment of. the health risks. The Melbourne seminar could not and did
not establish confidence in the integrity of much of the anecodotal

" material presented which could not, therefore, bs subjected to objective

seientific serutiny.,

7. SOME POST-SEMINAR COMMENTS

Given the unsatisfactory outoome of the Melbourne Seminar opportunity
was taken to discuss some of the issues with other Australian scientists
who have given serious consideration to these matters. The following are
some brief comments about, the salient points that. emerged: .

(1) The Nature and Identity of the Atmospherio Ions

In a paper entitled "The Nature and Identity of Ions in the
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Earth's Atmosphere at the Earth's Surface", Dr., M.T. Elford of the Electron
and Ion Diffusion Unit at the Research School of' Physical Sciences, A.N.U.
summarises the ‘presenb status of knowledge and states that at sea level the
positive ions will consist of proton (H¥(Hp0)p) and non-proton (H*zn(Hz0)y)
hydrates whilst the negative fons will consist of cluster fons with acid
molecules e.g. NO3”(HNO3)a, HSOY™(HS04)3 ete: following the formation of
the "sink ion" NO3’(H20). The more obvious negative lon species such as
[Onr) 02".‘ NO3™ and Oy~ do not appear.

At the Seminar Dr. Wallach did not devote any time to considering
the nature of the negatively or positively charged ions. He made reference

to the negative lons being 0™ ions and his book (p.13) states that

"We are concerned here chiefly with five gaseous molecules, coz*: H2+,
Hgo*‘. 027, OH™. These are technically olassed as small atmospheric
ions or Malr ions"; there dre other types of ions in the air as well,
but these are the onés which nainly appear capable of affecting our
metabolic processes by generating a single~electron. current through the
skin or membihane on contact, 'and thus causing ‘other molecular
interactions (often far more complex ones) in the deeper tissues of the

body"

Clearly any arguments based on Dr. Wallach's ionic species are suspect,

heric ions apparently do not exist in

1f not totally err us, sincé
these simple forms. ‘A recognition of these facts is essential and this
recent .research on ion identity should set the. stagé fopr - future efforts to
evaluate whether atmosphéric lons: constitute 'health ‘hazards-in the use of

VDU's. Whilst the nature’ of the particular ions would not significantly
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affect any arguments based on. the electrical properties of the. atmospheric
ions the chemical properties of the fonic species present may have very

different and more significant influences. This has not beeh researched in

any detail and it seems to me to be an area that needs much more. sclentifiec.

investigation before being dismissed as of no importance,
(131) Visual Effects involving Eye/Brain Interactions

From brief discussions with medical scientists in Canberra I
understand that medical evidence supports the view that some 10% of the
population show aspecial sensitivity to visual effects, This distinet
photosensitivity, leading to eye/brain interactions. is not uncommon,
During the Melbourne seminar this did not emerge as a topic given any
special emphasis although it seems to me to be an area needing further
sclentific data. It needs to be established. for example, whether flicker
phenomena 1in general, assocfated with VDU operations can have adverse
effacts on persons known, to be photo-sensitive,

(111) Effect of Ions on Asthma Patients

Some Australian studies have been carried out at the Australian
National University into the effeot of ions on asthma patients by Dr., Alan
Mortlock and his students. They represent a signifioant contribution to an
enormously ocomplex problem. Their investigations were well-planned,
thoughtful and carefully executed and deserve to be given far more
attention and considertion than the vast majority of anecdotal information
provided at the seminar. It was clear in conversations with Dr. Mortlock
that he believes that his limited investigations have demonstrated a need
for a more extensive research effort, It cannot be claimed that he
established overwhelming evidence that lon generators had beneficial effect.

on the group of patients involved, Neither do the results so far justify
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ignoring the issue altogether at this stage, In my Jjudgement these

investigations command more respect than any investigations that have come

to my attention in the information provided by Dr. Wallach,

Qo Hheares
5

«C. DON, M.A., Ph.D., F.Inst.P., F.A.I.P.
:rgtegggr o; Physics, University of New England,
Visiting Fellow, Ion Diffusion Unit,

Research School of Physical Sciences,
A.N.U., Canberra.
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APPENDIX 8

EYESIGHT TESTING OVERSEAS
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COPY
TELEGRAM

3 May 1984

Tos BONN/STOCKHOLM/WASHINGTON/L
Fes oanabons / I/ LONDON/WELLINGTON/ OTTANA

Eyesight testing for VDU Operators
From File 83/7972
For Trade from Health

authotitieggum you seek the following information from health

1) What eyesight tests (if an are
Government employees operating visual digglay unit??"ied out on
2) Are these tests rformed by ni :
practitioner or other specfa?list‘ staffy? urse, specialist, general
3) Are tests rformed r g
pPre-employment ewreen:l.ng?pe egularly oF only for
4) What criteria is used for assessing results?

414,

corY
INWARD CABLEGRAM
9 May 1984

To: CANBERRA
Frs OTTAWA

Eyesight Testing for V.D.U Operators
To Pile 83/7972 From File 266/2/11
For Health

Your Telegram addressed quote for Trade from Health

unquote refers

Canadian Federal Health Authorities advise that no
special eyesight tests are carried out for Federal Public Service
V.D.U. operators. They receive the same eyesight tests as other
Canadian Federal Publi¢ Servants.

2. In a recently concluded contract won by provincial
public servants provision is made £for special tests for VDU
operators employed by the provincial government. We exXpect to
have details shortly and will advise you further.
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INWARD CABLEGRAM
14 May 1984

To: CANBERRA
Fr: WASHINGTON

Eyesight Tensions for VDY operators
To File 83/7972
For Health '

According to Nancy Ringsberry, staffin Offi
ce o !
Personnel Management there are no ey,esig%t tests caf'rigfiﬁ::t :g

any time on U.,S. government employees operating visual display -

units,

2. OPM is not aware of an scientifi
that would provide evidence fo o esiont agils tine
than in a normal typing envitonme;t.greater Syesight requirements

3. ' The Rehabilitation Act would make pr

gggffﬁiﬁg}:glgn t&ein'\;pleimentf beclulase it woul%relj;:;neini? iex%’;otse:t:
f asis of a hand .

prohibits discrimination on the basisiggphar?giecai?habilitauon Act

4. If, in the future, it is gei
) entificall st. '
;:g::od‘{x?:gd uli?t iis?otusldige %relatefr eye strain, teitif\g a;]é;shgg
n ‘
the Dorreae ob seleneind Y for eye maintenance and not for
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OU'IWARD TELEGRAM
15 May 1984

To: CANBERRA
Fr: WELLINGTON

Eyesight testing for VDU Operators
To File 83/7972 from File 208.5.4
For Health/From Trade

Have discussed details with Nz Health Department and
the NZ States Services Commission,

2. Dr Stokes, Director Occupational Health Division of Nz
Health Department advises

A. He is invited observer to the Australian Health
Depar tment NHMRC Qccupational Health {8tanding)
Committee (Secy Jan Tink) which is concerned with this
particular topic.

B. The Nz Health Department makes recommendations on the
design of the workplace with special emphasis on the
worker/machine interface. They have concluded that
there is no necessity for regular eyesight testing.
Hovever they have made suggestions as to frequency i.e.
increasing frequency with increasing age, for those who
show special concern,

C. The State Services Commission and the Public Service
Association. (Union) have negotiated an arrangement on
this subject but without consuitation with Health.
Stokes is unaware of the terms of arrangement,

3. The State Services Commission advise that there is an
administrative agreement with the P.S:A. (not part of the award)
which is currently under review and renegotiation. The main
points are:

A, Tests are only carried out on gtaff using VDU's more
than. 50 percent of their time and that were employed
prior to the introduction of the equipment into that
vwork. These are not (underline one) carried out as a
matter of routine.
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B. Testing is carried out by people with qualifications in
the area of eyesight =~ testing ie optometrists,
opthalmologists etc,

C. If a worker can provide evidence of a change of
eyesight because of use of VDU then there is a level of
reimbursement of testing costs etc,

D, Tests are not (underline one) performed regularly ;no:
(underline one) ag pre-employment. screening,

E. Criteria for assessment are those normally used by the
professionals conducting the tests.

5. The State Services is sending us. a copy of the

agreement which will be forwarded to nominated address {please
advise) when recéived.
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INWARD CABLEGRAM

16 May 1984

To: CANBERRA
Fr: STOCKHOLM

Byesight Testing for VDU Operators
From Pile 120/1/1
From Trade for Health

; Safety and
Sweden the National Board of Occupational

Health is I1:“espc.mszl.l::le for questions regarding eyesight tests on
employees. operating visual display units.

. ] to your
The rson in charge who can provide answers
questions is rurﬁaevailable until 23/5. We will :eyert.

f
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INWARD. CABLEGRAN
22 May 1984 !

To: CANBERRA
Fr: LONDON

Eyesight Testing for vpu Operators
For Health from Trade :

The Civil Service Medical Advisory Service has provided

he
the following information concerning ‘the tests provided for UK

government employees. using vpU's.

Begins ook

Since 1980 a voluntary eyesight 8creening test has been
offered to all who are asked to use a VDU in the normal course of
their duties. This test is tarried out by an occupation nurse or
physician, Where the operators are isolated then they are invited
to attend a local optician for. the test, Opticians™ use whatever
test they think appropriate, but are guided by instructions given
by the association of optical practitioners. The Medical Advisory
Service uses the keystone telebinocular vision screener. In fact,
this machine can readily be used by a first aider or other lay
person,

Our experience over 8 years has shown there ig no
indication for initial screening and certainly no indication for
regular routine screening. My belief is that where there is a
problem the operator ig likely to be aware of it and advice can
be sought from us on an individual basis.

There is no routine Pre-employment examination within
the Civil Service.

If an occupational nurse is conducting the testing on
site then she assesses the results., We have found that special
glasses are needed in about one in every 200 VDU operators
(usually these are in people over 50 who have separate reading
and distance glasses or bifocul lenses), If special glasges are
thought to be necessary: for seeing the vDy screen clearly, my
advice is that the cost of these should only be authorised by a
doctor in the medical advisory service. Almost always the cogt is
less than Pnds Stg  30.00 “though on occasions I have sgeen
opticians billg totalling over Pnds 5ty 200.00: these are not
accepted as a charge on the exchequer,

420.

dical

our experience, it 1is very rare for any me

condition Itx:’ precludi using:dadvml atti'x ealélésﬂltl__ergf tlg.:e hea;es?g;:
t has not depended on

:?:g::iz:g gest ~ for various reasons the operator is aware of a

possible medical cause why he should not use a VDU.

ENDS
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INWARD CABLEGRAM
28 May 1984

To: CANBERRA
Fr: STOCKHOLM

Byesight Testing for VDU Operators
From File 120/1/1
From Trade for Health

Further to 0.ST14874 the Board of Occupational Safety
and Health advises that at the moment eyesight tests are not

carried out on a regular basis among government employees.

operating visual display units.

The Board is involved in a research project which is
expected to be finalized in March 1986 and which will be decisive
for future regulations,

1. The. following tests which are divided into two main

groups, are used as basis in connection with the research

project. However, the eventual procedures will be more simples:
1, Refractioning

Visual Acuity

Measurement of corneal radius (with javal instruments)
Examination of anterior segment ’
Examination of the eye's medias

Examination of ocular fundug

Control of the intraocular pressure

I, - Refractioning

- Orthoptic examination

- Examination of the motor status and movements with
prism and cover test

- Examination and assessment of the near point of
convergency

- Examination and assessment of the near point of
accommodation

- Examination of colour vision :

- Examination of stereopsis (applies to land-surveyors
and microscope operators) .

- Examination of scotopic vision (applies to policemen
and customs staff)

422,

- Examination of night myopia (also applies to policemen
and customs staff)

- Visual ergonomy examination (studies of work methods

d work routines

- :gasuring of reading dis)tances and directions,
documentation of work progress .

- Examination of industrial hygiene (measuring of static
electricity, light air jons and ultra violet radiation)

- Thermic measuring of comfort (speed of the air-flow,
air~temperature, medium radiation temperature,
humidity, measuring of dust)

- Evalua t:l:{c'm of subjective complaints (through
standardized interview forms)

The tests are presently performed by opthalmologists,

2.
orthoptists, lighting engineers and visual ergonomists.

It is recommended that in future they will be performed by
company health services and opticians,

3. Today eyesight tests are only performed on an ad hoc
basis,

ied
i commended that in future eyesight tests should be carr
iﬁt‘lsprree-employment, at the age of 40 and thereafter each 5th
year, as well as when employee complaints of eye problems.

. There are presently no criteria used for assessing
results. .
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INWARD CABRLEGRAM

14 June 1584

Tos
Fr:

CANBERRA
BONN .

Eyesight Testing for VDU Operators

Answers for West Germany as follows :

1.

‘Eyesight tests are carried out on VDU operators in FRG

Public Service. 7This was determined by a ciré¢ular
instruction issued on 27 BAugust 1981 to all government
depar tments. ’

These tests are performed by staff medical practitioners,
who are usually specialists in occupational medicine. There
is eye testing equipment available in each administrative
area (Rodenstock R 8).

Tests are performed prior to appointment and thereafter at
five-yearly intervals: after the age of 45 at three-yearly
intervals.,

The criteria on which the tests are based are laid down in
the guidelines issued by the Association of Industrial
Injuries Insurance Institutes, the body in the FRG
responsible for administering the occupational accident
insurance scheme.

We have the documents referred to in 1 and 4 above but they
are in German and we cannot allocate resources for their
translation, If Department of Health wishes, we can send
German texts. Alternatively we can have them translated
commercially, for which we will need approx DM3,000,
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Australia

1.

Canada

4.

"Comments on Low Level Radiation Exposure”, BELL

J s
B.E. (ELEC), M.E., C.End., M.I.E.E., M.I.E: Aust‘:, Th'e
Medical Journal of Australia, August 21, 1982,

"vision and the Video Display Unit. A Review"
gggﬁg?géig ang GgESEi D g, Ausftalian 0ptomet;ica1

n, Australian Journal of Opthalmo.
66, (4): 125-137, P tosy (1983)5

;Pagse Gﬁmggstics", Exercises compiled by
arbara McPhee, Commonwealth Instit
University of éydney. ute. of Health, The

“Health Effects of Visual Display Terminals: A Report
of the Health Advisory Unit", ELINSON, L; ROSENBAEH, L;
HZNCOCK, T; CAPLAN, G., City of Toronto Department of
Public Health, Toronto, Canada; July 29, 1980.

Great Britain

5.

Sweden

7.

"Human Factors Aspects of Visual Display Unit

gggigsio:;,iMACKagr Ci Senior Psychologist, Employment
visory Service, Health and Safet

Research Paper 10, Londoa. ¥ Bxecutive

"Prevention of Occupational Eystrain - Hazards of

ng;g;;tgealtg gng Safggy Monitor No. 9, February 1981,
on of Scientific, Tech

Sooopiation of » nical and Managerial

"Towards Standards and Threshold Limit Values fo

Visual Work", OSTBERG, O, in "Current Concepts i;
Ergophthamology", TNEGROTH, B and EPSTEIN, D' (Eds),
Stockholm: Societas Ergophthamologica Internationalis,
(Distributed by Department of Ophthalmology, Karolinska
Institutet, 104 Ol Stockholm, Sweden).

Switzerland

8.

"Encyclopaedia of Occupational Health and Safety"
Third (Revised) Edition 1983, PARMEGGIANI, L (Tgcﬂnical
BEditor), Volume 2, International Labour Office, Geneva.
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10.

vpostural and Visual Loads at VDT Workplaces",
LAUBLI, Th; HUNTING, W, GRANDJEAN, E; Department of
Hygiene and Ergonomics, Swiss Pederal Institute of
Technology, Zurich, in "Ergonomics”, 1981, Volume 24,
No. 12, 933-944.

"Hork on Visual Pisplay Units: Risks for Health”,
CRESPY, J; REY, P; World Health Organisation, Geneva,
WHO/0CH/83.2.

United States

11.

12,

14.

"An Evaluation of Radiation Emission from Video Display
Terminals”, Division of Compliance, U.S. Department of
Health and Human Services, Public Health Service, Food
and Drug Administration, Bureau of Radiological Health,
February 1981.

"Health Issues in VDT Work", SMITH, M J, Motivation and
Stress Research Station, Applied Psychology and
Ergonomics Branch, Division of Biomedical and
Behavioural Science, National Institute for
Occupational Safety and Health Centers for Disease
Control, Public Health Service, U.S. Department of
Health and Human Services, August 1982.

“An Investigation of Health Complaints and Job Stress
in video Display Operation", SMITH, ¥ J; COHEN, B G F;
STAMMERJOHN, L W Jr.; in "Human Factors", 1981, 23(4),
387-400.

“Report of a Cross-Sectional Survey of video Display
Terminal. (VDT) Users at the Baltimore Sun", SMITH, A B;
TANAKA, S; HALPERIN, W; National Institute for
Occupational Safety and Health Centers for Disease
Control, U.S. Public Health Service, Robert A Taft
Laboratories, Ohio; and RICHARDS, R D; Department of
ophthalmology, University of Maryland Hospital,
Maryland; Preliminary Report: June 1982; Final Report:
September‘lssz. . .
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