Workstation Assessment Checklist
To be Filled out by Ergonomics Assessor
Employee Name: ________________________
Division\Bureau: _______________________________
Employee’s Position Title: _________________________  Time in Position: ________________________
Employee’s Supervisor/Office Manager: _____________________________________________________
Work Site Location (Building/Floor/Suite): ___________________________________________________
Ergonomic Coordinator: __________________________________________________________________
This checklist is designed to help you adapt/adjust am employee’s computer workstation and video display terminal (VDT) to help prevent common stresses and injuries associated with VDT usage.  This should be used in addition to the pre-assessment ergonomics questionnaire the employee needs to complete prior to the assessment. 

Check the following:
Chair - A well designed and adjusted chair improves circulation and posture and can prevent back strain and fatigue. Does the chair incorporate the following features?

	
	Chair height and backrest tension/angle are easily adjustable.

	
	Chair is equipped with a padded seat and back cushion.

	
	Front edge of seat pan is rounded and seamless.

	
	Seat width and depth accommodate specific employee (seatpan not too big/small)..

	
	Seat front does not press against the back of knees and legs. 

	
	Chair has non-slippery upholstery with porous “breathable” fabric

	
	Backrest provides support for employee's lower back (lumbar area).

	
	Backrest is at least 18” tall x 14” wide

	
	Seat tilts back only slightly as the backrest tilts back

	
	Chair swivels easily on casters

	
	Chair is supported with a five-leg pedestal base for stability


	
	Pedestal base of chair is at least 24”around


	
	Height and width adjustable armrests are provided if needed


Comments: ____________________________________________________________________________

Posture

	
	Sit up straight

	
	Sit back in the chair with feet flat on the floor


Comments: ____________________________________________________________________________

Foot/ Leg Positions - The proper foot and leg positions help prevent stress in your neck and shoulders plus prevent cramping and stiffness in your legs.

	
	Feet are flat on the floor or on a footrest

	
	3” – 6” of leg room between legs and workstation

	
	Thighs are parallel to floor 


Comments: ____________________________________________________________________________

Keyboard and Mouse / Arm and Wrist Positions - Proper positioning of your keyboard and your arms and wrists will improve comfort and avoid injury.

	
	Determine how keyboard and Mouse is used i.e.: light, moderate, heavy.

	
	Keyboard height is adjustable.

	
	Keyboard is horizontal or negatively sloped at about 0-15 degrees

	
	Keyboard is prevented from slipping

	
	Wrists are relaxed and straight (neutral)

	
	Wrist rest or parallel support armrests are padded and free of sharp edge    

	
	Arms are close to body with elbows at 90-degree angle

	
	Wrist/ forearms are straight, parallel to floor and do not rest on sharp edges.

	
	Mouse is at same level as keyboard and within easy reach

	
	Keyboard tray (if used) is stable and large enough to hold keyboard and mouse

	
	Mouse fits the hand of the employee 


Comments: ____________________________________________________________________________

Workstation - A well-designed and arranged workstation encourages good posture and provides less stress on the body. 

	
	Workstation/table height is adjustable if needed. Height of workstation: 

	
	Table surface is deep enough to allow adequate room for workstation components

	
	Adequate space to adjust height/ location of monitor

	
	Front edge of table is rounded

	
	Materials used most often are arranged within easy reach

	
	Document holder the same height and distance as the display screen

	
	Storage drawers located under desk/table do not restrict knee clearance


Comments: ____________________________________________________________________________

Display Screen/ Monitor - Adjusting the viewing distance, height, angle, and clarity of the display screen can reduce eye and neck strain.

	
	Monitor is directly in front of employee

	
	Display screen is at an arm’s length away from your eyes

	
	Top line of display (print) is slightly below eye level

	
	Monitor is adjusted for employee with bifocals and trifocals (lower than usual)

	
	Display is tilted slightly to reduce reflections and glare

	
	Display screen is clean and free of flickering

	
	Brightness and contrast controls are adjusted for viewing comfort


Comments: ____________________________________________________________________________

Lighting/ Glare Reduction - Proper lighting and glare reduction will reduce the strain on your eyes.


	
	Indirect or shielded lighting is used to reduce reflections and glare


	
	Window blinds or drapes are adjusted or closed when needed

	
	Lighting levels are adjusted (where possible) throughout the day


	
	Face of display screen is at right (90 degree) angles to windows

	
	Anti-glare screen/ filter is used if necessary

	
	Task lighting or desk lamp is adjusted to avoid glare and reflections



Comments: ____________________________________________________________________________

Working Conditions

	
	Tasks are varied throughout the day with micro breaks and stretches

	
	Workstation and equipment are adjustable and well maintained


Comments: ____________________________________________________________________________

Telephone use

	
	Determine how telephone is used i.e.: light, moderate, heavy.

	
	Utilize speakerphone or headset if necessary. 


Comments: ____________________________________________________________________________

You may benefit from the following suggestions and activities:

1. When using your telephone, hold the phone in your hand to prevent neck and shoulder stress or use a headset.

2. Pay attention to your posture. Avoid awkward positions. When sitting, use the backrest of the chair.

3. Strive to adjust your workstation so that knees, hips, and elbows are at minimum a 90-degree angle. 

4. Raise or lower your chair according to the workstation height while assuring your feet still rest flat on the floor or a foot rest.

5. Use a lighter touch at the keyboard to reduce excessive force.

6. Keep those items on your desk that you use most often within easy reach, such as your mouse, keyboard, telephone, and calculator.
7. Vary your job activities throughout the day if possible.

8. Don’t stay in one position for an extended time. Get up, move around, do some stretching.

9. Give the eyes a rest throughout the day. Focus at an object at a distance, then near, at distance, etc.

10. Periodically do stretching exercises at your workstation and while on break. Take shorter but more frequent breaks from your work.

