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CITY OF PHILADELPHIA

Enter Dept Name
Office Workstation Ergonomics Checklist

This checklist is intended to serve as an aid in the assessment of the presence of risk factors that may, with significant length of exposure and severity, cause problems.  It is a starting point in a process of incident data analysis, assessment, prevention, and review.

	WORKING CONDITONS

The workstation is designed or arranged for doing VDT tasks 
so it allows the employee’s:
	YES
	NO

	A. Head and neck to be about upright (not bent down/back).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B. Head, neck, and trunk to face forward  (not twisted).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C. Trunk to be about perpendicular to floor (not leaning forward/backward).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D. Shoulders and upper arms to be about perpendicular to floor (not stretched forward) and relaxed (not elevated).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E. Upper arms and elbows to be close to body (not extended outward).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	F. Forearms, wrists, and hands to be straight and parallel to floor (not pointing up/down).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G. Wrists and hands to be straight (not bent up/down or sideways towards little finger).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H. Thighs to be about parallel to floor and lower legs to be about perpendicular to floor.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I. Feet to rest flat on floor or be supported by a stable foot rest.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	J. VDT tasks to be organized in a way that allows employee to vary VDT tasks with other work activities, or to take micro-breaks or recovery pauses while at the VDT workstation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SEATING

The chair:
	YES
	NO

	1. Backrest provides support for employee’s lower back (lumbar area).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Seat width and depth accommodate specific employee (seatpan not too big/small).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Seat front does not press against the back of employee’s knees and lower legs (seatpan not too long).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Seat has cushioning and is rounded/has “waterfall” front (no sharp edge).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Armrests support both forearms while employee performs VDT tasks and do not interfere with movement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	KEYBOARD/INPUT DEVICE

The keyboard/input device is designed or arranged for doing VDT 
tasks so that:
	YES
	NO

	6. Keyboard/input device platform(s) is stable and large enough to hold keyboard and input devices.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Input device (mouse, trackball, etc.) is located right next to keyboard so it can be operated without reaching.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. Input device is easy to activate and shape/size fits hand of specific employee (not too big/small).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9. Wrists and hands do not rest on sharp or hard edges.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	MONITOR

The monitor is designed to arranged for VDT tasks so that:
	YES
	NO

	10. Top line of screen is at or below eye level so employee is able to read it without bending head or neck down/back. (For employees with bifocals/trifocals, see next item).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11. Employee with bifocals/trifocals is able to read screen without bending head or neck backward.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12. Monitor distance allows employee to read screen without leaning head, neck or trunk forward/backward.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13. Monitor position is directly in front of employee so employee does not have to twist head or neck.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14. No glare (e.g., from windows, lights) is present on the screen which might cause employees to assume an awkward posture to read screen.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	WORK AREA

The work area is designed or arranged for doing VDT tasks so that:
	YES 
	NO

	15. Thighs have clearance space between chair and VDT table/keyboard platform (thighs not trapped).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16. Legs and feet have clearance space under VDT table so employee is able to get close enough to keyboard/input device.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	ACCESSORIES
	YES 
	NO

	17. Document holder, if provided, is stable and large enough to hold documents that are used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18. Document holder, if provided, is placed at about the same height and distance as monitor screen so there is little head movement when employee looks from document to screen.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19. Wrist rest, if provided, is padded and free of sharp and square edges.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20. Wrist rest, if provided, allows employee to keep forearms, wrists and hands straight and parallel to ground when using keyboard/input device.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21. Telephone can be used with head upright  (not bent) and shoulders relaxed (not elevated) if employees does VDT tasks at the same time.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	GENERAL
	YES
	NO

	22. Workstation and equipment have sufficient adjustability so that the employee is able to be in a safe working posture and to make occasional changes in posture while performing VDT tasks.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	23. VDT Workstation, equipment and accessories are maintained in serviceable condition and function properly.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PASSING SCORE = “YES” answer on all “working postures items (A-J) and no more than two “NO” answers on remainder of checklist (1-23).

	NOTES:      



Additional Questions:

31. # of hours/day typing on keyboard:     
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32. # of hours/day performing other duties:     
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Employee Comments: 
     
Analyst’s Comments (if different than employee’s):

     
Note:   Send a copy of the completed form to the Enter Dept Name
CITY OF PHILADELPHIA

Enter Dept Name
ERGONOMIC RISK ASSESSMENT

INSTRUCTIONS

Objectives of the Assessment:

· Identify ergonomic risk factors associated with the performance of job assignments.

· Provide specific job/task information for further analysis and planning in application of     

            sound ergonomic principles to control ergonomic risks/hazards.

· Establish a baseline for on-going ergonomic assessment, continuous workplace 
            improvement and prevention of work related musculoskeletal disorders.

Methodology for Performing the Assessment:

Each assessment will be performed by a minimum of two persons; one individual from the department responsible for the job being evaluated and someone trained in performing ergonomic assessments.

The assessments will be completed through a process of:  use of checklists, discussion with the department supervisor and employees performing the job/task, observation and evaluation.  In completing the MSD Ergonomic Risk Assessment the following documentation will be completed, or if previously completed, validated or updated:

· General Job Information – discuss with supervisor and validate through discussion with  

            workers performing the job and job/task observation.

· Identification of Ergonomic Risk Factors – information required for completion will be

            obtained primarily through job/task observation and evaluation.  This may involve the

            use of the general ergonomic risk factor checklist and support materials or other

            analytical tools.  Assessment of occasional tasks or duties may require discussion with

            worker and simulation to complete the assessment components.

ERGONOMIC RISK ASSESSMENT

	JOB TITLE:

     
	ASSESSMENT DATE:

Click here to enter a date.

	DIVISION/UNIT:

     
	ASSESSMENT PERFORMED BY:

     

	LOCATION:

     
	EMPLOYEES INTERVIEWED:

     


GENERAL JOB INFORMATION:     
WORK SCHEDULE (DAYS, HOURS, BREAKS):     
JOB DESCRIPTION:     
PRIMARY JOB TASKS/DUTIES:     
OCCASIONAL (INFREQUENT) TASKS/DUTIES:     
EQUIPMENT/TOOLS/DEVICES:     
Table 1

Office Workstation Ergonomics

Signs and Solutions

This table was developed to assist in finding solutions to common office workstation ergonomics problems.  It is customized to handle Enter Dept Name needs, providing information regarding products that are available for purchase.  Prior to purchasing any equipment, try adjustment of existing workstations.  The references in the solutions section correspond with the source of the products in Table 2.

	Signs of Possible Problems
	Solutions

	Prolonged holding of elevated shoulder while holding the phone
	Telephone headset 1

	Elbows splayed out (shoulder abduction)
	Lower work surface 2

Lower chair armrests 2

Bring chair armrests in closer 3

	Elevated or tensed shoulders
	Habit or tension training

Lower work surface or keyboard 2

Lower chair armrests 3

Raise chair (keep floor alignment)

	Twisting the head to the side
	Bring viewed item closer to centerline of view 4

	Elbow flexed or shoulder raised for long periods using the telephone
	Telephone headset 1

	Elbow or forearm resting for long periods on hard or sharp work surface, chair armrests
	Pad or round surfaces, corners, and armrests 5

Habit training

	Wrists bent to the sides when using side keys
	Habit training

Different keyboard with more accessible keys or split keyboard design 6

	Wrists bent back (extended), forward (flexed) for prolonged periods
	Habit training

Wrist rest 7

Lower, raise, or change slope of the keyboard 2

	Wrists or palms resting for long periods on hard or sharp keyboard or work surfaces
	Habit training

Wrist rest 7

Padded or rounded surfaces, corners 5

	Hands held actively over the keyboard during key pauses
	Habit training

Wrist rest 7

	Reflected glare on the screen
	Shield light sources 8

Shade screen 9

Rearrange work area

Lower light levels

Move light sources

	Too much contrast between screen and surroundings or document; worker feels relief when bright areas are shielded
	Lower ambient light levels

Turn off or dim task lights

	Very bright ambient lighting (above 500 lux or 50 fc) or shadowed areas caused by over illumination
	Lower ambient light levels to 20-500 lux (20-50 fc)

	Monitor closer than approximately 40 cm (16 in.)
	Habit training

Push monitor back

Computer glasses

Bring keyboard forward, possibly with a keyboard tray 2

	Different viewed objects (screen, documents) at different distances from the eyes
	Use document stand, or otherwise equalize distances to within about 10 com (4 in.) 4

	Screen or documents not oriented perpendicular to the line of sight
	Change monitor and/or document stand angle 10

	Prolonged near-focusing throughout the day with few far-focusing opportunities
	Habit training

Rearrange space to provide view

Introduce glazing

	Monitor image dim, fuzzy, flickery, small, or otherwise difficult to read
	Adjust monitor

Upgrade monitor

Use software to enlarge image

	Shiny, low-contrast, or small-print documents
	Adjust monitor

Improve lighting on documents if documents cannot be changed 11

	Forward positions of the head (peering) or squinting
	Check for monitor image quality problems or monitor distance

Suggest consultation with vision specialist

	Eyestrain complaints
	Check all aspects of visual environment

Check monitor adjustments 10

Suggest consultation with vision specialist

	Neck extended backwards, head tilted back, even slightly
	Lower monitor 10

Remove CPU 12

Check for bifocals and suggest full-frame “computer glasses” prescription

	Neck flexed (downward)
	Raise document or monitor to a comfortable height 4, 10

Adjust posture

Habit training

Check glasses

	Lumbar back area not supported
	Lumbar cushion 13

Backrest height and tilt 14

Check chair fit

	Feet dangling, not well-supported, or a posture that seems to put pressure on the backs of the thighs
	Lower chair

Lower work surface

Habit training

Footrest 15

	Chair backrest not used for long periods
	Check chair fit

Habit training

	Twisted torso
	Rearrange work

Provide more knee space

U-shaped work surface

Swivel chair 3, 14

	Frequent or prolonged leaning or reaching
	Rearrange work

Mouse pad armrest 2, 17

Bring mouse and keyboard to body

	Abducting the shoulder to reach mouse or keyboard
	Bring keyboard closer to body

Mouse pad armrest 2, 7

Bring closer to keyboard

	Light sources that can be seen by the worker
	Shield light sources 8

Rearrange work area


Adapted from:  Christin Grant and Mary Brophy, An Ergonomics Guide to VDT Workstations, American Industrial Hygiene Association, Fairfax, VA, ISBN 0-932627-55-2

Table 2

Office Workstation Ergonomics

Source of Products

	Footnote
	Description
	Vendor Name 
(catalog page #s)

	1
	Telephone headsets
	     

	2
	Adjustable height keyboard trays
	     

	3
	Chairs with armrests
	     

	4
	Document holders
	     

	5
	Sharp edge covers
	     

	6
	Alternative design keyboard
	     

	7
	Wrist rests
	     

	8
	Light filters and diffusers
	     

	9
	Monitor filters
	     

	10
	Monitor stands or arms
	     

	11
	Task lighting
	     

	12
	CPU stands
	     

	13
	Lumbar cushions
	     

	14
	Chairs with backrest height and tilt adjustment
	     

	15
	Footrests
	     


Note:  This is an example of the process to obtain the necessary preventive products.  The checklist that follows provides additional suppliers.

Table 3

Partial Listing [Complete table based on purchasing contracts]
Ergonomic Workstations:  Office

Suppliers of Products and Services

	Company Name
	Address
	City
	State
	Zip
	Phone Number
	Fax Number
	Email
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