Computer Workstation Baseline Checklist for Ergonomics

The following computer workstation checklist will help you to identify some important risk factors that can contribute to work-related discomfort or musculoskeletal disorders.  Complete this checklist to determine if your workstation is properly designed for your work tasks.  If you check 'No" to any question contact your facility specific health and safety professional , ESH-5 at -5-3270,  or ergonomics@lanl.gov  to schedule an ergonomic evaluation.  If you are experiencing any discomfort, report to ESH-2 prior to the evaluation.  Visit the Ergonomic Web Page for helpful ergonomics related information http://ergo.lanl.gov/ 

Posture
Yes
No

Is your head in an upright position when you view documents or your computer screen?



Are your shoulders in a relaxed position when you place your hands on the keyboard?



Are your arms close by your sides in a relaxed and comfortable position when you use the keyboard or input device (mouse, track ball, etc)?



Are your elbows bent at a 90 - 120 degree angle when you use the keyboard or input device?



Keyboard/Pointing Device
Yes
No

Is the keyboard and/or keyboard and mouse tray adjustable so you can work in the neutral position?  Refer to http://www.esh.lanl.gov/~ergonomics/tools.html for “what is neutral?”



Is the keyboard designed so that no part of  the keyboard tray bumps against your legs while you are working? 



Does yout software (computer program) allow you to work without  holding onto your input device for long periods of time (I,e. click and drag continuously while working)?



Chair



Is the height of your chair adjusted so that your feet are positioned flat on the floor or flat  on a footrest?



Are your hips as far back in the chair as possible so that your back is touching the chair back while using the keyboard?



Is your lower back supported by the back of your chair?



Is your chair relatively comfortable?



Do you know how to adjust your chair?



Are the chair arms adjustable and at the correct height (puts arms at 90 - 120 degrees while working)?



Computer Screen
Yes
No

Is the top of the screen slightly below eye level (if you wear bifocals this does not apply)?



Is your computer screen at a proper tilt and height to allow you to view it without raising or lowering your chin?



Are you sitting directly in front of your computer screen such that the monitor, keyboard and chair are in straight alignment?  If you read documents more than a computer screen, the documents should be in front of you.



Is the computer screen at approximately an arm's length reach away from you (18 - 30 in)?



Are your source documents positioned on a stand placed between the monitor and keyboard  (this applies only to documents that you read from for more than 15 minutes)?



Lighting
Yes
No

Is there sufficient light for you to complete reading tasks without straining your eyes?



Is your work station free from glare on the computer screen from windows, lights, and surfaces?



Work Techniques
Yes
No

Are your shoulders relaxed when keying and using the mouse?



Do your hands float over the keyboard as you type without resting on the table or keyboard?



Are fingers and wrists in a neutral or straight alignment when typing (not turning side to side or going up to down)?



Are you hitting the keyboard keys with as light a force as possible when keying?



Are you holding your mouse loosely with your hand and fingers in a relaxed position when moving the pointer around the screen?



Are you avoiding awkward postures such as an extended finger or thumb when keying or using the pointer?



Do you vary your tasks to take short “breaks” from keying or mousing to perform other functions such as answer the phone, using the copy machine, filing, etc?



Do you take stretch breaks intermittently throughout the day?



Is your phone and other desk accessories that you use most often within close reach (e.g. phone is located on or by your computer workstation and not behind you)



Do you avoid cradling the telephone between your head and shoulder when talking or listening to others on the phone?



