






	Workstation Evaluation Checklist



	1. Chair 
	Yes
	No

	a) When seated in my chair, once I have adjusted the seat height:
	
	

	· My thighs are parallel to the floor;
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My knees form a 90-degree angle;
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My feet are flat on the floor or on a footrest.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b) The armrest height is adjusted to support my forearms and ensure that:
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My arms are in line with and close to my body;
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My shoulders are relaxed;
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My forearms are parallel to the floor;
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My elbows form a 90-degree angle;
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My elbows do not obstruct my movements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c) The back rest on my chair is adjustable and provides good support 

       for my lower back.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The angle of the back rest can be adjusted so that my back                                       is supported comfortably
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d) The chair can be tilted forward or back.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e) When seated in my chair, the depth of the seat leaves a space of a minimum of about two fingers or a maximum of a hand width behind my knees to avoid any compression under my legs and behind my knees.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	2. Workstation 
	
	

	a) The documents and accessories that I use often, such as the telephone,  manuals and other items, are within close reach, i.ee, no more than 25 cm (10 inches) away.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b) The documents and accessories that I use occasionally are within 25 cm to 50 cm (10 inches to 20 inches) away.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c) My keyboard tray is stable and large enough to hold the keyboard and mouse.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The keyboard tray is at the height of my elbows.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· It is no thicker than 3cm (1 inch).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d) When I use the keyboard and mouse, my wrists, hands and forearms are in a straight line. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My wrists stay in a neutral position.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The mouse is placed next to the keyboard.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The mouse is in line with my shoulder.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· When I use the mouse, I use my whole arm to move it and not just my wrist.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The mouse is an appropriate size for my hand.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The mouse buttons are easy to press.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e) The edge of the keyboard is rounded.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	f) I have enough space to move around my workstation safely.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	g) I have enough space around my feet and between my knees and                                 keyboard tray.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	3. Monitors
	
	

	a) When working in front of the monitor, my head stays in a neutral                              position and does not move forward or back.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The top of the screen is at eye level.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The monitor is directly in front of me.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· When seated at my workstation, my monitor is an arm’s length  away from my body (40 cm to 70 cm or 16 inches to 28 inches).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The monitor is tilted slightly back, but no more than 15 degrees
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The monitor is perpendicular to the window, if there is one, and                            parallel to and between the ceiling lights.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b) The monitor options allow the screen’s contrast and brightness to be adjusted.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The size of text used is large enough and the text is dark.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The background colour of the screen is light, but does not create                           glare.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	4. Lighting
	
	

	a) The monitor is free of reflection.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b) There is no glare in my field of vision.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	5. Accessories
	
	

	a) If necessary, I use a document holder when I enter data at the computer.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The document holder is stable and of suitable size (width and height) for documents I usually work with to support them properly. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The document holder is at the same height as the screen and the same distance as the monitor, or between the monitor and the keyboard to limit head, neck and eye movements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b) If necessary, I use a footrest to keep my feet flat and ease the tension in my legs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c) I have a wrist rest for my hands, if the keyboard tray has a sharp edge.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The footrest is stable and has an anti-skid surface, is has an angle                                         that varies between 0 and 20 or 30 degrees.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· My wrists do not touch the wrist rest when I am typing on the                               keyboard. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· The wrist rest is as long as the keyboard.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	6. Work habits
	
	

	a) I give my eyes short breaks every 50 minutes when working at the computer; I look into the distance every 20 minutes for a few seconds.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b) I change position occasionally while I work and I stretch my muscles                              regularly.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c) Whenever possible, I vary my tasks every 50 minutes.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d) When my tasks do not require that I write or use the computer (such as answering the telephone or reading), I sit in a more relaxed position; I tilt the backrest of the chair to distribute the pressure more evenly across my lower back.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



