To: Students of EFL IT 1090

From: Stephen Roney

Date: 2 November, 2009

Subject: Writing a Brief Business Report.

Introduction:
In class today, students expressed some concert about the proper format of a short report. This report is an attempt to demonstrate by example how a short business report might be written.

Background:

Report writing is a vital business skill. It is also on our curriculum this semester, and will be a writing task on the final exam. Accordingly, we have been asked to write a short report on the ergonomics of our classroom, following conventional report format, as a practice exercise.
Procedure:

The first thing to do is to gather information on ergonomics. We can get this from Unit 7 of our text, InfoTech. We have also watched a short video. I then searched Bing with the words “workstation ergonomics,” and came up with a few useful sites. I used the suggestions at http://www.cdc.gov/od/ohs/Ergonomics/compergo.htm as a guide, and compared our present situation with each.

Results:

In general, our classroom conforms well to ergonomic principles. However, in comparison to the recommendations on the above site, our workstations lack the following ergonomic features:

· Adjustable keyboard trays. With our fixed desks, taller students may find it impossible to keep knees at a 90 degree angle.

· Adjustable-height chairs. Students vary in height.
· Chair arm rests are not adjustable. This can be a problem for fatter or taller students.

· Footrests. With fixed desks, some students’ feet will not reach the floor when the chair is adjusted to the correct height to use the keyboard. 

· Document holders.

· Drapes or blinds to reduce glare.

Recommendations:

· Install adjustable keyboard trays at each workstation.

· Keep at least two adjustable footrests in each classroom.

· Install document holders at each workstation.

· Purchase new chairs with adjustable height and armrests.

· Install adjustable blinds on the classroom window.
Conclusion:
The main ergonomic concern identified by this study is a lack of accommodation for the fact that students come in different sizes—especially in a college, like ours, which includes both men and women. While financial considerations may limit what can be done in this regard, we should at least accommodate differing student statures by installing either adjustable keyboard trays or adjustable chairs, plus the footrests. Our students spend long hours in the classrooms, and they should be our first priority.

