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Ergonomics Workstation Checklist

Instructions
1. Use this checklist to assess and adjust your workstation.
2. Itis HIGHLY recommended the checklist should be completed while seated at your workstation.
3. If you answer Yes to a question, proceed to the next question.
4. If you answer No to a question, read the suggestions and try to adjust your workstation accordingly.
5. If, at any time, you have questions or you experience problems, please speak to your manager.
6.
N

Bring this completed checklist to your manager when requesting an ergonomic assessment.
OTE: If you continue to experience discomfort after attempting the suggestions, speak to your manager to discuss alternatives.

Name: Location: Date:

Workstation Equipment |Yes | No Suggestions

1. Is the monitor directly in front of The monitor, keyboard and your line of vision
you? should be aligned.

Adjust the monitor height so top of screen is at or
slightly lower than eye level. Use your eyes to scroll
down the screen instead of bending neck. NOTE: If
you wear bifocal lenses, the top of the monitor
should be adjusted to 3cms below eye level.

2. Is the top of the monitor at or
below eye level?

Adjust the monitor’s distance.

Be sure to ask your manager about shortcuts on
many popular computer programs that will easily
magnify the size of the font to reduce eye strain.

3. Is the monitor distance
approximately an arm’s length
from your seated position?

Tilt the computer screen to eliminate glare without
disrupting other parameters. An anti-glare screen

I)
4. Is the screen free from glare? may be required; speak to your manager about this.
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Adjustment knobs or buttons are normally on the
5. Is screen brightness and contrast lower right hand side of the monitor. Adjust the

adjustable? brightness and the contrast control on the monitor
to make it easier to see the screen.
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Workstation Equipment Suggestions

The mouse should be on the same level and
directly next to the keyboard where possible.
You should not need to extend your shoulders
to use the mouse.

1. Is the mouse properly positioned?

Grip the mouse gently, using your whole arm
2. Do you use a light touch when using to move the mouse not just your wrist allowing
your mouse? your elbow is a pivot.
Click as gently as possible.
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