[image: image1.png]2
BuffaloTrail





Office Ergonomics – Employee Self Assessment Checklist
Please read the “Ergonomic Guidelines for Office Workstations” before using this checklist.  The more yes checkmarks the better!  If you have answered No to any of these questions try adjusting your workstation or equipment so you are able to answer Yes.  

Check your posture/body position (In the seated position)




Y
N
Your shoulders are relaxed (not shrugged) with arms and elbows close to your body
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to avoid reaching for the mouse.  Armrests do not interfere with this position.

Your wrists, hands and forearms are in a straight line (neutral) position (e.g. flat and

[image: image4.wmf]
[image: image5.wmf]
not bent up/down or angled).
With your buttocks against the chair’s backrest, you are in a slightly reclined position
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(100-110°) and your lower back (lumbar curve) is supported by the curved part of 

the backrest.

Sitting back in your chair against the back support, your thighs rest horizontally with knees
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bent at about right angles (60-90°) legs not tucked under or wrapped around the chair.
Looking at your screen, your head and neck is in an upright position facing the monitor
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(i.e. not tilted or bent forward or back).

The angle of your elbows is at or slightly great is at or slightly greater than 90 degrees
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and upper arms/elbows are relaxed and close to body as possible.

Your legs are horizontal with the floor and your feet can rest flat on the floor or are
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supported by a footrest.

If you use a footrest, does it adjust at an angle of 10-20 degrees and have non-slip surface?
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Check your chair
Your chair has adjustable seat pan, backrest, tilt and height and you can easily adjust your
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chair from a sitting position.

You can adjust the height of your chair to achieve a comfortable posture for typing. (e.g.
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shoulders relaxed and elbows at or slightly greater than 90° angle)

Sitting fully back in the chair you can fit at least 2 fingers (and no more than a fist) between
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the backs of your knees and front edge of the chair.

Armrests (if present) are padded and adjustable and do not have interfere with the desktop
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typing or achieving the correct posture (e.g. allows arms/elbows to get close to the body)











Y
N
The chair’s seat pan has rounded front edge and does not press into the backs of the between
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backs of knees.

Chair swivels and has five legs with castors.
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A chair mat is provided if the floor area is carpeted.
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Check monitor, keyboard and mouse position
Sitting comfortably back in your chair the distance of the monitor is approximately
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one arm’s length away.

You have a good quality computer screen.  Text is sharp and brightness, contrast and font
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size are adjusted to minimize eyestrain and poor posture.

Your monitor is centered directly in front of you (not angled to the left or right) to prevent
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head rotation.

Your screen is clean and positioned so it’s free of glare from windows or lights.
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Your monitor is at a comfortable height.  E.g. Head should not tilt up or neck bent down
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to see it and eyes are in line with the screen at about 2-3” below the top of the monitor
casing.  Note:  bifocal or progressive lens wearers may need a lower monitor height.
For text entry, the alphanumeric part of your keyboard is centered in front of you.

[image: image42.wmf]
[image: image43.wmf]
(E.g. “B” key is midline to user).

Mouse and keyboard are next to each other at the same height or level to avoid reaching.
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If a keyboard tray is used, the angle of your keyboard tray allows you to keep your wrists
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straight, relaxed and not bent.

You know how to adjust your monitor, mouse speed, and keyboard tray (if used).
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Check your workstation design and layout
Work surface is large enough to support office equipment, documents, telephone, etc. and
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proper computer positioning.

Frequently used items are placed easily within reach and infrequently used items 
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are stored away.
Y
N

Thighs fit comfortably under the desk top or keyboard tray.




[image: image54.wmf]
[image: image55.wmf]
You have enough leg room to allow changes in position (e.g. no obstructions under desk).
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Your workstation is stable with no sharp edges, cracks, gaps or damage.
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Your documents are placed in a position that allows you to keep your head upright to
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minimize twisting or bending.

You use a document holder (e.g. angle board placed between keyboard and monitor) or one
[image: image62.wmf]
[image: image63.wmf]
that is positioned next to the side of the screen.

Check your conditions and work habits
You take at lease 1-2 minute mini-breaks from your desk to perform different work types
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or work task or exercises for every hour of sitting.

You avoid resting your wrists and forearms on the armrests while typing or mousing.
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You stand to reach heavy items that are further away or located above you.
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You have your eyesight periodically checked by a qualified professional.
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You have adequate lighting and workstation is free of drafts from ventilation or windows.
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You sit in an upright or slightly reclined position, maintaining a slight curve in the lower back.
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Your head/neck are directly over your shoulders, with shoulders square to your monitor
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(e.g. you avoid leaning forward).

You use a headset if using the telephone frequently or avoid cradling the phone between
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your shoulder and ear.

You type with hands closely skimming over the keyboard using a light touch on the 
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keys and use a relaxed grip on the mouse.

If you are currently experiencing pain, have lost time from work or are seeking medical attention related to computer work please notify your supervisor and complete a district First Aid Record.
Fax the completed record to Central Services.  A district OHS will contact you to review and if necessary arrange for a follow up assessment.
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