Workstation Self-Assessment Checklist


	Name
	
	Workplace
	

	Role
	
	Date of Assessment
	




Instruction

The aim of this checklist is to optimise the comfort of office staff and reduce the risk of suffering musculoskeletal injuries or disorders. It is designed to assist in making the correct adjustments to the equipment and furniture at a workstation. 

This checklist is intended as guidance only. Any further assessments, adjustments or purchase of ergonomic equipment is the responsibility of the line manager. If any major adjustments have to be made to your workstation, a medical certificate may be required. 

It should be used when:

· a new employee begins work as part of an induction
· an employee relocates to another workstation either temporarily or permanently 
· an employee has returned to work from an extended leave of absence
· an employee is experiencing any pain or discomfort as a result of their workstation

[bookmark: _GoBack]Site managers are able to modify or adapt the list as needed to reflect the site’s circumstances. It is recommended that safety inspections be conducted during normal school/working hours, under typical operating conditions in order to facilitate hazard identification. Please refer to Workplace Inspection Checklists for more detailed information.
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	Chair
	Yes
	No
	Follow up required

	Feet are flat on the floor or footrest, hips/knees 90° - 110°
	
	
	

	If using a footrest is it set up appropriately?
	
	
	

	Seat depth is appropriate with no more than 80mm (approx) of thigh unsupported, edge not pressing into back of knee 
	
	
	

	Lumbar support fits into the small of the back 
	
	
	

	Work Station
	Yes
	No
	Follow up required

	Desk height adjusted so that the elbows are resting near sides and at  90 – 100° angle
	
	
	

	Keyboard is set up to ensure wrists are maintained in a neutral position (e.g. Stilts are down on the keyboard)
	
	
	

	The mouse is within easy reach and good working order
	
	
	

	The telephone or headset pick-up is within easy reach on the desk
	
	
	

	Is a document holder recommended?
	
	
	

	If so, is a document holder provided and instructions given on how to use it safely?
	
	
	

	Other frequently used items are positioned to avoid seated twisting/ bending/ extended reach to access them?
	
	
	

	Computer Monitors
	Yes
	No
	Follow up required

	The monitor/s is/are central to the seated keying position
	
	
	

	The monitor/s is/are at comfortable reading distance - approximately at arm’s reach / comfortable for user  
	
	
	

	The top of monitor/s or tool bar are at eye level to 30 degrees below if you are continuously using your computer at a set location
	
	
	

	Ensure there proper lighting in the room – reduce ambient room lighting where possible
	
	
	

	Minimise glare reflecting off your screen
	
	
	

	Adjust your display to the warmer end of the colour spectrum and make font size bigger to reduce strain

	
	
	

	Work Organisation and Work Practices
	Yes
	No
	Follow up required

	Have you modified work practices to reduce repetitive movements?
	
	
	

	Are you using keyboard shortcuts as alterative to the mouse?
	
	
	

	Have you set up a schedule for taking postural breaks?  (e.g. in Outlook)
	
	
	

	Are you varying duties and alternate posture from sitting to standing to avoid prolonged static postures? 
	
	
	

	Are you regularly taking breaks to move and avoid eye strain?
	
	
	



Workstation Stretches
Postural changes throughout the day will be helpful in optimising the comfort at your workstation.
Consider doing these stretches throughout the day, or get up and go for walks around the office whenever there is the opportunity. If you have any existing medical conditions, please consult a medical practitioner before undertaking any of these exercises.
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Eye Exercises

“Another cause of computer eye strain is focusing fatigue. To reduce your risk of tiring your eyes by constantly focusing on your screen, look away from your computer at least every 20 minutes and gaze at a distant object (at least 20 feet away) for at least 20 seconds. Some eye doctors call this the "20-20-20 rule." Looking far away relaxes the focusing muscle inside the eye to reduce fatigue.
Another exercise is to look far away at an object for 10-15 seconds, then gaze at something up close for 10-15 seconds. Then look back at the distant object. Do this 10 times. This exercise reduces the risk of your eyes' focusing ability to "lock up" (a condition called accommodative spasm) after prolonged computer work.
Both of these exercises will reduce your risk of computer eye strain. Also, remember to blink frequently during the exercises to reduce your risk of computer-related dry eye.”
Excerpt: https://www.allaboutvision.com/cvs/irritated.htm
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Head upright and over your shoulders.

Eyes looking slightly downward
(30" range from horizontal line of sight)
without bending from the neck.

Wrist Ina neutral Back should be supported by the
posture (straight). backrest of the chalr that promotes
the natural curve of the lower back.

Elbows bent at 90", forearms horizontal.
Shoulders should be relaxed, but not
depressed.

‘Thighs horizontal with a
90°-110" angle at the hip.

Feetfully supported and flat on the floor.
fthis si't possible, then the feet should
be fully supported by a footrest.
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