
ELEMENTS OF 
OFFICE DESIGN

Bringing the elements of design 
together to create the office 
you always dreamt of.



The Big Picture
Every big picture starts with a vision  and 

small details . Our experience can help 
transform your space into a great working 
environment. Helping you create a style to 

match the identity and image of your 
business, we can deliver quality products and 
personal service to ensure your project is on  

budget and on time.

Space Planning
& Design
Changing the way you work means different 
demands on space for the future. ‘Agile 
working’, ‘collaborative workspace’, ‘third 
space’ are all new concepts that we can help 
with alongside traditionally planned desk 
space. 



The right chair
Q: Who will be using the 
chair?
If the chair will be in a ‘hot desk’ area, or used by 
a number of different people, adjustable features 
should be recommended. If the chair is for an 
individual, asking a few questions will help 
identify the right chair.

Q: How tall is the user?
Someone who is particularly tall may need 
adjustable features such as seat slide, height 
adjustable arms. A person who is shorter may 
need adjustable features such as seat slide and 
height adjustable arms, or a specifically 
designed ‘petite’ chair may be a better option.

Q: How much do they weigh?

Someone who is petite may need a chair that 
comes in a petite option, with a shorter seat height 
and slimmer seat width and depth. Check the 
weight capacity on each chair and ensure it is 
suitable for the user.

Q: Do they have any 
health problems?

If so they may need an ergonomically designed 
chair, or specific features such as inflatable lumbar 
support.

Q:  How long will they be 
sat in the chair?
Standard chairs have an 8 hour usage clause in their
warranty. For anything longer than 8 hours, consider
24 hour seating (e.g. for seating within a call centre).

Q:  Need a hand?
If you need help conducting a workplace assessment,
then call one of our furniture suppliers who’ll be 
happy to help. 



Seating
Q: What is an Ergonomic Chair?

Ergonomic chairs are a unique combination of 
independent seat and back adjustment and free-float 
dynamics. They offer freedom and flexibility and will 
stimulate movement. The chair follows the user, but 
will offer support when needed.

Q: What is a Posture Chair?

A chair that provides superior comfort and 
adjustability. Standard features include heavy duty 
mechanism, independent seat/back movement, 
infinite locking or free float, front tension body weight 
control, leverless ratchet back height and seat height 
adjustment. These chairs are designed to enhance 
support and follow your natural body movements.

Q: What is a Task Chair?

A comfortable office chair that can swivel and be 
adjusted to various heights. It is comfortable and 
adjustable and can swivel 360 degrees. They may also 
have adjustable backrests or seats that allow the user to 
adjust the way the chair supports his or her back 
and legs.

Q: What is Soft Seating?

A range of comfortable chairs and sofas for use in 
reception, breakout and dining areas, also available in 
a range of modular seating with endless possibilities of 
configuration.

Height (m):

Do you use a footrest? 

                       Yes

                       No

Preferred height of backrest:

- Below shoulder blades

- On shoulder blades

- Above shoulder blades 

Quotation only - please tick

Sex: Male          Female

A: Seat width                         

B: Seat height                         
  
C: Seat depth                        

D: Backrest height               

E: Backrest width                

F: Workstation height:       

G: Workstation thickness: 

Posture Assessment Form
Please complete the Posture Assessment Form for each assessment carried out. All sections
must be filled in fully and dimensions must be given in cm with the exception of height. All
information given is held confidentially and used to identify the most suitable chair model for
your specific requirements and needs.

User Details

Current chair type:

Reason for chair request:

Job function:

Main desk activities (i.e. typing, writing, telephoning):

How many hours per day are you based at your desk?

User Measurements
Weight (kgs):

Is it height adjustable? 

                                   Yes

                                   No
 

Other Information

Special Requirements

What is the floor surface?                      Soft carpet                Vinyl                    Tile

                                                                  Carpet tile                Wood                   Concrete

Are you allergic to any materials? Specify:



Permanent Contact Back (PCB)
Basic back tilt action; the back angle can be fixed in place or be freefloating, 
allowing the user to remain in contact with the chair back

Back Tilt
The back angle can be fixed in place or be free-floating, allowing the user to 
remain in contact with the chair back. 

Synchro Tilt
The back and the seat are fixed to a 3: 1 ratio so the chair can be locked or left 
in a free-float mode - controlled by a lever. 

Asynchro Tilt
This action allows the user to set the seat and back independently for
movement in any position. 

Lock Tilt
This action has adjustable torsion control and locking tilt mechanism, and is 
controlled by a hand wheel. Seat height is controlled by a lever.

Knee Tilt
Weight adjustable reclining action; the chair can be locked in 5 positions. 
Seat height is controlled by a lever.

Back height manual
Fully adjustable back height with hand wheel locking.

Back height auto
Adjustable back height with ratchet mechanism for easy adjustment whilst 
seated.

Adjustable Lumber
Allows user to adjust the amount of lumber support - a great feature for those 
who need extra lower back support.

Seat Slide
Allows the seat pad to move laterally in relation to the back pad, this feature 
increases leg support and accommodates users of differing heights.

Fixed Arms
Provides support and comfort.

Adjustable Arms
Allows user to adjust the height of the arms to find the most comfortable 
working position.

Headrest
Provides additional support and comfort for the user’s head and neck.

Desking 
& Storage
Our extensive range of desking, seating, 
storage and recreational office furniture has 
been created through a perfectly balanced 
combination of design innovation, research 
and a full appreciation of our clients’ 
practical requirements. 

The result -  beautiful yet functional 
furniture that will enhance any office 
environment.



What shape is the desk?

What is the style of the desk frame?

What hand is the desk?

What finish is the desk?

MFC: Melamine faced chipboard man made finish consistent in colour

VENEER: Natural wood product gives each piece of furniture unique
appearance. However, being a natural product you will get variances in grain and
shade, veneer is affected by light - light wood darkens and dark wood becomes lighter.
Usually solid wood lipping.

Goal Post 

Left Hand Right Hand

Panel End Cantilever 4 Leg 

Core Wave Rectangular

Key to wave desk
dimensions
W = Width
D1 = Maximum depth
D2 = End depth (look
for 800mm deep desk high
pedestals to fit this end)
H = Height

Key to radial desk 
dimensions
W = Width
D1 = Maximum depth
D2 = End depth (look for 
800mm deep desk high
pedestals to fit this end)
D3 = Side depth, core
desking only
(look for 600mm deep desk 
high pedestals to fit this end)
H = Height



Peter Handley Stationery Ltd.
Mitton Street, 
Stourport on Severn,
Worcestershire DY13 9AA
T: 01299 871369 
E: sales@peterhandley.co.uk 

www.peterhandley.co.uk


