
1Workplace Health and Public Health Programme,  Health Canada

Please circle any questions you had difficulty with 
and your Ergonomic or OSH Representative  will review this with you

Name: Date:

Location:                                         Phone: Manager:

1. Sit in your chair and raise or lower your chair so that your:
• feet are firmly planted on the ground Yes9
• hips are slightly higher than your knees Yes9

The chair height adjustment lever is
 usually under the seat pan on the 
  right side

(See page 8 in “How to Fit Your Workstation to Fit You” for more information)

2. Do you have approximately 2-3 inches (one fist) between the edge of the seat and the
back of your lower leg  when you are sitting in your chair?
Yes9 No 9

9(continue) If “No” is the:
• Seat Pan to Long Yes9
• Seat Pan too Short Yes9

9 Follow-up required
(continue)
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3. Adjust the back of your chair upwards or downwards so that the curve of the chair
supports you in the hollow or lumbar area (belt area) of your back (there is usually
a knob at the bottom of the back of the chair).
Completed 9 No 9

9(continue)   If “No” is your chair back “height
             adjustable”? Yes9 No 9

If “No” is there lumbar support in the back of
your chair (slight curved area which fits in the
small of your back) Yes9 No 9

ù 9 Follow-up required
(continue)

(See page 8 in “How to Fit Your Workstation to Fit You” for more information)

4. Adjust the back of the chair forwards or backwards so that it is comfortably
supporting your back in the position you will do your work in (the chair back tilt
lever is usually located to the left rear of the seat pan)
Completed 9 No 9

9(continue) If “No” is the back  of your Yes9
chair angle adjustable? No9

9 Follow-up required
(continue)

ø

(See page 9 in “How to Fit Your Workstation to
Fit You” for more information)
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5. Adjust your arm rests so that they just clear your elbow (should be sitting
comfortably, shoulders relaxed, with your arms hanging at your side) Please note,
armrests are not mandatory, and if they get in the way of you moving easily within
your workstation they can be removed.
Completed 9 Non-adjustable Prefer to remove9

armrests9

9(continue) 9(continue) 9(continue)

6. Do you perform a significant portion of your work at your desk? Yes9 No 9
Do you move back and forth from your desk to computer area? Yes9 No 9
Do you work with your keyboard directly on the desk? Yes9 No 9

If “No” to all of the above go to question # 8
If “Yes” to at least one continue

a. Sit in your chair at your desk (fixed work height)
b. Raise or lower your chair to your elbows just clear your desk level.  If you

use your keyboard tray on your desk your elbows should clear the middle
row of your keyboard and your desk top (find the “happy medium” between
these two heights).

Completed 9
     (continue)
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7. Are  your feet still planted firmly on the floor?
Yes9 No 9 Require Footrest

Temporary Measure: place a binder or a 
package of photocopy paper under your
feet so they are fully supported hips
slightly higher than knees).

9 Follow-up required
      Completed 9

8. Do you use an adjustable keyboard tray (upwards and  downwards)?
Yes9 No 9

9(continue below) If “No” does your keyboard tray and 
mouse sit on the desk?
Yes9 No 9
If “Yes” go to question #9 

If “No”do you have a drawer-type
keyboard tray at a fixed height? 
Yes9 No 9
If “Yes” go to question # 10
Follow-up required

Sit at your computer work area and raise or lower your keyboard tray so your elbows clear
the middle row keys.  If your keyboard has tilt options, try tilting  it slightly downward.
Your wrists should not be bent as you type on your keyboard.
Completed 9 No 9

9 9 Follow-up required
         (continue)

Your wrists should be in the
neutral (straight) position
and your shoulders relaxed!
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9. Does your keyboard and mouse  sit on your desk?
Yes9 No 9 If “No” go to #10
Adjust yourself so that your elbows just clear the desk height and the middle row of
the keyboard tray (find the happy medium between these two heights)
Completed 9 No 9

9

10. Is your mouse at the same level as the keyboard tray?
PRINCIPLE: avoid reaching up and out for the mouse.
Yes 9 No 9

9 9 Follow-up required
(continue)

Keep your wrist straight during mouse work. 
Don’t bend your wrist from side to side.  Try to 
move your whole arm instead.

Remember to use good
technique!
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11. Do you drop your wrists while typing?
No 9 Yes 9

PRINCIPAL: While typing keep your wrists straight in the
neutral position while typing or using the mouse.
Suggestion: A palm or wrist support may help to keep your
wrists in the straight “neutral” position.  Ensure you place the
wrist support under your palms and not under your wrists

9 Follow-up required
(continue)

Don’t bend your wrists Your wrists should be A palm or wrist support - 
up (shown) or down straight while keyboarding. like the one shown here -
while keyboarding. can support your pa lms and wrists

during rest periods from  keying.
Make sure you place the palm or
wrist support under your palm s,
not your wrists.

12. Do you wear bifocals or reading glasses?
No 9 Go to question 13 Yes9 Continue

9 PRINCIPAL: Keep your neck in the neutral position.
Suggestion: Raise or lower your monitor so that you are
able to look at the top text line of the monitor without
bending your neck

9
Go to question # 14

If you experience  eyestrain,  follow-up with your eye Doctor and let him or her know the
distance of the monitor from your eyes and the various tasks you do in your job.

Please note that you might want to try your old reading glasses before purchasing special
glasses for the computer..............they may be fine for viewing the computer screen.
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13. When you are sitting at your computer workstation (neck in the relaxed, “neutral
position”) the top text line of the monitor should be at eye level (if you use various
programs, use the toolbar as a gauge).
Yes9 No 9

9 PRINCIPAL: Keep your neck in the neutral
position
Suggestions:
If your monitor is too high: remove any thing
that is underneath it (CPU or other lifts) and
then raise the monitor with lifts so that the top
text line or tool bar is at eye level.
If your monitor is too low: Raise with monitor
lifts so that top text line or tool bar is at eye level

9  Completed

9 Follow-up required
(continue)
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14. Do you read from documents while you are typing?
Yes9 No 9

If “No” go to #15
9
a) Do you reference various sized paper, files and use reference materials?
Yes9º Place a document holder between your keyboard tray and monitor.
Temporary Measure: place a binder between your keyboard and monitor.
9  Completed

When inputting data from a large 
document, prop it up in front of you.

b) Do you perform data input?
Yes9 º  Place a document holder between your keyboard tray and monitor (as

above) or a document holder directly beside the monitor.  If using a
document holder at the side of the monitor ensure it is at the same level as the
monitor screen and directly beside the monitor.
9  Completed

If you are doing data input you may want to place the
document holder directly in front of you and the
monitor to the right or left.
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15. Does your monitor face a window? No 9   If “No” go to #16
Yes9 º Close the blinds on the windows facing your monitor to decrease the

glare from the outside light.
9  Completed

16. Do you have glare on your monitor from overhead or outside lights? 
No 9   If “No” go to #17
Yes9 º

• Try adjusting the angle of your monitor.  It should be tilted slightly
upwards without creating glare from the overhead lights.
9  Completed

• If you monitor screen  faces a window try closing the blinds.
(advise your ergo rep and/or manager  if you continue to have glare on
your monitor)
9  Completed
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17. Frequently used items should be within easy reach.  Are frequently used items
within one arms reach?
Yes9 No 9

º 9  Completed

(See page 19 of “How to Make the Workstation Fit You”for more information).

18. Do you have enough leg room to sit comfortably at your desk?
Yes9 No 9

Remove items from the desk area so you can sit
comfortably at your desk 9  Completed
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19. Phone Use
Are you frequently on the telephone Yes9 No 9
Are you required to multitask while on the telephone? Yes9 No 9
Are you required to frequently take long telephone calls? Yes9 No 9

If you answered yes to at least one of the above questions and you are not able to maintain
your neck in a comfortable posture when you are on the telephone try the following 
suggestions:

Please check the suggestion(s) that may work for you:
G Place your phone on your right side if you are right handed and your left side if you

are left handed
G Use the speaker phone if you have this option and/or are in a private office.
G A head set may be helpful(please note that if you are not on the phone frequently a

headset can be more of a nuisance than help........you may have to just make a point of
maintaining proper posture while on the phone). Follow-up required.

Try to organize your work so you are eliminating or minimizing any
awkward, forceful and/or repetitive movements.

Stretch and move regularly during the day

Please identify any other concerns you may have,  which have not been covered in this self-

assessment sheet and share your concern(s) with your manager, OSH representative or

your departments volunteer ergonomic representative: 

The pictures and some text in this booklet were provided from the booklet “How to Make Your Computer Workstation Fit You”
published by Workers Compensation Board of British Columbia. (OHSA revision date: August 2000)


