
Workstation
Ensure there is enough room to move freely around the 
work station. The distance between the edge of the table 
and an obstacle or walkway should be at least one metre. 

Access walkways
Walkways that give access to a workstation should be at 
least 80 cm wide. More space will ensure greater security. 

Main walkways
Main walkways should be wider with a width of at least 1.2 
metres.

Moving around
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        As bags are frequently kept next to the workstation, these can become a tripping hazard if insufficient  
space is available in the aisles.
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 Workstation 
at least 100 cmAccess walkways 

  at least 80 cm

 Main walkways 
at least 120 cm

Tripping hazard



Light, noise and climate

Light
Emergency exits and routes should be clearly visible when 
interior lighting is off. Ambient office lighting should be a 
minimum of 500 Lux. As one gets older, the eyes require 
more light, so additional lighting that is individually adjusta-
ble should be provided for each workstation.

Soundproofing
Noise can be very distracting and have a strong impact on 
performance. 

The maximum noise level for office activities is set at 65  
decibels. That is the level at which a conversation can be 
held without having to raise one’s voice. For work that  
requires concentration, noise should not exceed 50 decibels.

Plan in more space between workstations and improve the 
noise situation with soundproofing elements.

Indoor climate
The temperature in offices should be between 21 and 23°C,  
humidity should be between 30 and 65 percent. Occasional  
fluctuations above and below these levels a few times a year 
are harmless.

If you have air conditioning, in summer it should be set  
so that the temperature is not more than 8°C below the 
temperature outside. Ensure that the air conditioning unit is 
regularly serviced.

Climate control
If you have a controlled climate, make sure that none of the 
workstations is in a draught.

Soundproofing
Ambient lighting

Workstation lighting
Controlled 
climate unit

www.fcos-box.ch

Office planning Information flyer No. 2/3



Mark glass doors

Meeting and equipment rooms, escape routes and natural light

Meeting and break room
Separate rooms should be available for confidential and  
important discussions.

Equipment and photocopier in a separate room
Place your fax, photocopier and other equipment in a sepa-
rate room in order to protect your staff from noise and emis-
sions. Distractions arise less from the devices and more from 
the individuals who make use of them.

Windows/natural light
Organize workstations so that everyone can see out of a 
window. Offices should provide both natural as well as  
artificial light. These should deliver optimal conditions for 
the type of work carried out there.

A window with natural light is also very important in the 
break room. This provides the basic conditions necessary to 
relax and tank up on energy.

Marked escape routes
Escape routes are not to be used for storage. They should be 
kept clear at all times. They should also be fitted with light 
panels that are self-luminous or remain on after the main 
lights have been extinguished.  

 Marked 
escape routes Equipment and photocopier 

     in a separate room

Meeting and 
 break room

Natural light
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