
Name:...............................................................   Start Date:................................................... 

Workstation Self-Assessment Checklist 

This checklist is designed to assist you 

to be more comfortable at your 

workstation. Use this checklist to help 

make the correct adjustments to the 

equipment and furniture at your 

workstation. You may need to ask your 

Line Manager or fellow staff member for 

help in checking your posture and the 

relative positioning of your arms and 

legs whilst you make any adjustments.  

 

Please refer to this diagram  

as you work through the self 

assessment. 

 

There is space for comments at the 

end. 

 

 

 

 

 

 

 

 

 

 

 

 

 
Are the instructions acceptable? 

Y/N 

 

Chair Thighs parallel to the floor Y/N 

 

 Feet flat on floor (or a foot rest is used) Y/N 

 

 
Sufficient leg room under desk 

Y/N 

 

 Backrest supporting lumbar area Y/N 

 

 Upper arm at right angle to lower arm Y/N 

 

 Neutral wrist position. Keep wrists in line with forearm. Avoid supporting 

your wrists on the hard desk surface while typing. 

Y/N 

 

Monitor Top of monitor at or slightly below eye level Y/N 

 

 
Single lens glasses are best.  Discuss with optometrist.  If using 

multifocal lens top of monitor should be lower than eye level) 

Y/N 

 

 
Viewing distance from eye to monitor: about arms length away 

Y/N 

 



Sources: http://www.swinburne.edu.au/corporate/hr/ohs/ohs_ergonomics.htm         www.safework.sa.gov.au/uploaded_files/gs661i.pdf 
               http://staff.uow.edu.au/ohs/workingsafely/workplaceerg/index.html 

 Minimise any glare from windows on screen.  Characters on the screen 

should be clear, have no flicker and be of suitable size. 

Y/N 

 

Keyboard/Mouse Position mouse close to the keyboard, keeping the elbow close to the 

body. Do not operate the mouse with the arm stretched out. 

Y/N 

 

 Keyboard-to-user distance should allow you to relax your shoulders with 

elbows close to your body and at approximately right angles 

Y/N 

 

 Keyboard slope: position keyboard flat or only slightly sloped to avoid a 

cocked wrist position. 

Y/N 

 

Notebook/laptop 

Computers 

 

Note!  Notebook computers are not designed for extended use. 

Adverse effects of using a laptop may be prevented by: docking the 

laptop or notebook into existing computing equipment, such as the 

screen, keyboard and mouse. 

Y/N 

 

Frequently Used 

Items 
Keep frequently used items (eg telephone, books, and stationery) close 

at hand so that you can reach these items without stretching 

Y/N 

 

Phone Your phone should be placed on the non-dominant hand side of your 

computer. Avoid tilting head/neck to cradle the telephone. 

Use your hand to hold the receiver, wear a headset or use the speaker, if 

possible. 

Y/N 

 

Placement of 

documents 

 

Use a document holder if working from other documents extensively – do 

not place documents on the desk in front of the keyboard or flat on the 

desk to one side. Ideally the document holder should be positioned 

between the keyboard and screen to avoid neck twisting/flexion or 

positioned close to the screen on one side (and alternated if possible). 

Y/N 

 

Other practices When using your mouse/keyboard repetitively remember to take micro 

breaks. This may be a short pause to relax hand postures, look away 

from the computer or stand and stretch your legs. 

Y/N 

 

 
Stretch your body to reverse your posture, allowing muscles to relax 

Y/N 

 

 Break up long periods of continuous computer use by performing tasks 

with different demands such as photocopying or filing. Avoid ‘batching’ of 

work and try to rotate tasks regularly. 

Y/N 

 

 

Please list any items above where you were unable to adjust the item/equipment to suit your needs. 

 

 

 

 

 

 

Signed: (Please Print Name):....................................................................... 




