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DISCLAIMER

This Ergonomics Checklist for Office Workers is provided as a public service by the Texas Department of Insurance,
Division of Workers’ Compensation (DWC) and the Texas Occupational Safety and Health Consultation Program
(OSHCON). Unless otherwise noted, this document was produced by DWC using information from staff subject
specialists, government entities, or other authoritative sources. Information contained in this fact sheet is
considered accurate at the time of publication. For more free publications and other occupational safety and health
resources, visit www.TxSafetyAtWork.com, call 800-252-7031, option 2, or email ResourceCenter@ tdi.texas.gov.
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INTRODUCTION

Ergonomics is the process of designing

or modifying work to fit the worker. In the
workplace, the goal of ergonomics is to
increase the productivity and profits of

an organization by eliminating discomfort
and the risk of injuries on the job. When
employees are working at improperly
designed workstations, muscle fatigue,
eyestrain, headaches, and other discomforts
can become factors in decreasing the
effectiveness of an organization. These factors
can decrease morale and motivation and
increase injuries and illnesses. Fortunately,
a good ergonomics program can help
reduce the physical and mental strain put
on employees and have a positive effect on
overall performance and operations.

All offices require people to interact with the
working environment. The layout of their
desk, the placement of the computer, the

type of chair, and the overall space people
work in affects the ergonomic conditions.
Furthermore, people come in different sizes
and shapes, so the work environment needs
to adjust to meet their individual needs. If the
work environment is not adjusted to meet
their needs, injuries and illnesses can result.

This publication provides a checklist that
employers can use as a tool to determine

how compatible employees are with their
work environment. It helps identify factors
that can contribute to discomfort and injuries
on the job. Some of the factors may include
employee posture, excessive reaching
and twisting, wrist position, lighting,
equipment placement, and other factors. By
using the checklist, identified factors can be
addressed and corrected to prevent further or
new injuries from occurring.
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Office Ergonomics Checklist

This checklist consists of interactive forms with a series of yes/no and fill-in-the-blank questions
that serve as an ergonomic assessment to determine problem areas.

Part 1: General Information

Complete the following general information about the ergonomic assessment. This information is important
because it tracks who has had an assessment, when that assessment was conducted and by whom, and when
that assessment was reviewed to determine if any training or new equipment is needed.

Date of Assessment: | |

Work location
of employee: | |

Assessment
conducted by:l |

Assessment
reviewed by: |

Assessment review date: | |

Part 2: Sharp Edge Hazards

This section of the checklist involves looking for sharp edges that the employee presses against regularly.
These sharp edges can cause localized pressure injuries that can include bruising, slowing of blood circulation,
and nerve damage. Common areas for sharp edges are the edges and supports of desks, staplers, keyboard
trays, filing cabinets, and various other pieces of office equipment, depending on the age and quality of the
equipment. Newer office equipment tends to have a better ergonomic design, making sharp edges less of an
issue.

Are there sharp edges that press on Yes No If so, where?
the employees:
Hands?

Fingers?

Wrists?

Thighs?
Other?
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Part 3: Adjustable Equipment

A good ergonomic environment allows for maximum adjustability of the office equipment including desk
height, chair height, backrest, seat pan, armrests, footrests, computer screens, keyboard position, document
holders, and lighting. The adjustability of the office equipment is the key factor in creating safe working
environments for your employees.

Are the following items easily adjustable? Yes

Seat height?

Backrest/lumbar support height?

Backrest movement forwards and backwards?
Chair arms?

Chair seat pan moves forward and backward?
Chair seat pan tilts?

Footrest?

Desk height?

Computer screen tilt?

Distance from computer to the operator?
Keyboard height?

Keyboard angle?

Distance from keyboard to the operator?
Document holder?

Lighting?

Other comments?

Part 4: Posture

After determining if adjustable office equipment is available to the employee, it is time to see if it is properly
adjusted. The first thing to look at is the employee’s posture when working. A proper posture will help ensure
good circulation and reduce muscle fatigue which is essential to preventing injuries and increasing motivation
and morale. This checklist step is going to involve watching the employee work to see if the following
conditions are met:
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Proper posture for the employee: Yes

Are both feet flat on the floor or on a footrest?
Are the knees bent at 90° angles?

Are the thighs parallel to the floor?

Do the thighs fit comfortably under the desk?
Is the upper back supported by the backrest?
Does the lumbar support the lower back?

Are the upper arms hanging by the sides?

Are the lower arms parallel to the floor?
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Part 4: Posture (continued)

Proper posture for the employee:* Yes No
Are the wrists in a neutral position? O O
Is the neck bent forward to look at the computer screen? O O
Is the neck bent forward to look at documents? O .
Does the employee lean forward while typing? I:I |
Is the employee hunched over the work? O O

*Pay close attention to the above section of this
checklist but remember that poor posture can
be a product of a lifetime of bad habits. Simple
readjustments of office equipment may not be
the solution. Training may also he needed to
teach the importance of good posture in day-to-

day living.
Part 5: Work Environment
Computer screens, monitors, keyboards, and mouse Yes No

Can the employee access the computer without excessive reaching or
twisting?

Is there any glare on the computer screen caused by lighting from
overhead lights or windows?

Is the top of the computer monitor tilted back?

Is the first line of text on the computer screen at eye level?

Is the computer monitor positioned directly in front of the employee?
Is the computer screen at a comfortable viewing distance from the
employee?

If a laptop is the employee’s primary device, are external monitor(s),
keyboard, and mouse connected?

Does the keyboard angle allow for the wrists to maintain a neutral
position?

Is the keyboard at the appropriate height to maintain the wrists in a
neutral position?

Can the fingers reach all of the keys without awkward straining?

Does the employee have to reach for the keyboard?

Is the employee’s wrist in a neutral position when using the mouse?
Is the employee using the whole arm to move the mouse?

Is the mouse next to the keyboard or does the employee have to reach
for the mouse?

Does the employee let go of the mouse when they are not using it?

Texas Department of Insurance, Division of Workers' Compensation
www.txsafetyatwork.com
HS03-003D (09-22)

000000 o0(0(0(0 00[0a|o
O 0[;0QoOoo|o|{o|jgopoojo | ad




<
(1]
n
2
o

Computer screens, monitors, keyboards, and mouse

Can the employee access the computer without excessive reaching or
twisting?

Is there any glare on the computer screen caused by lighting from
overhead lights or windows?

Is the top of the computer monitor tilted back?

Is the first line of text on the computer screen at eye level?

Is the computer monitor positioned directly in front of the employee?
Is the computer screen at a comfortable viewing distance from the
employee?

If a laptop is the employee’s primary device, are external monitor(s),
keyboard, and mouse connected?

Does the keyboard angle allow for the wrists to maintain a neutral
position?

Is the keyboard at the appropriate height to maintain the wrists in a
neutral position?

Can the fingers reach all of the keys without awkward straining?

Does the employee have to reach for the keyboard?

Is the employee’s wrist in a neutral position when using the mouse?
Is the employee using the whole arm to move the mouse?

Is the mouse next to the keyboard or does the employee have to reach
for the mouse?

Does the employee let go of the mouse when they are not using it?
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Workstations - After reviewing how the employee interfaces
with the computer, check out the workstation layout. A
workstation is a location where employees perform their job.
In the office environment, employees work in a wide range
of environments, from small to large cubicles or offices with
desks. Different factors need to be taken into consideration
when reviewing the workstation including clutter from
personal items that may force the employee to spend long
hours in awkward postures or too much or too little light
that can cause eye strain, fatigue, and headaches.

Workstation layout Yes

Are frequently used items within arm’s reach?

Does the employee have to twist or excessively reach to perform job
duties?

Is the workstation height at a comfortable height for the employee?
Is the working surface covered with excess clutter?

Is there adequate legroom under the desk for the employee?

Is there adequate lighting that prevents computer glare?
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Phones can be a major pain for employees. In offices where
employees continue to use hard-wired phones, the receiver
tends to get cradled between the head and the shoulder,
causing the median nerve in the neck to be constricted.
Smartphones, too, are often used in a person’s job. While
the phone and screen size, shape, and thumb length vary,
smartphone use can cause tendon inflammation, hand
fatigue, and other injuries caused by awkward postures and
repetitive movements. As more offices move to software-
based phone systems with headsets, some phone-related
soreness is prevented. However, good phone ergonomics can
provide healthy solutions.

Phones

Is the phone within easy reach?

Is the employee cradling the phone in an awkward position?
Can the employee use a speakerphone?

Is there a company-provided headset?

Part 6: Training

This part of the ergonomic
checklist is one of the most
important. All employees need
training on how to work safely
in the office environment.

By taking the time to train
your employees on the proper
ergonomic techniques, injuries
can be avoided.
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Has the employee been trained on:

Proper posture?

Proper work methods?

When and how to adjust their workstations?

The importance of stretching and taking regular breaks?
How to seek assistance for their concerns?
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For more information on ergonomics, download or stream any of the Texas Department

of Insurance, Division of Workers' Compensation (DWC)-Workplace Safety's free workplace
publications or videos; or contact a DWC safety training specialist at www.TxSafetyAtWork.com
to help your company create or expand your ergonomics program.
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The Texas Department of Insurance,
Division of Workers' Compensation (DWC)
1-800-252-7031, Option 2
www.TxSafetyAtWork.com

Disclaimer: Unless otherwise noted, this document was produced by the Texas Department of Insurance, Division of Workers’ Compensation
using information from staff subject specialists, government entities, or other authoritative sources. Information contained in this fact sheet
is considered accurate at the time of publication. For more free publications and other occupational safety and health resources, visit www.

TxSafetyAtWork.com, call 800-252-7031, option 2, or email ResourceCenter@ tdi.texas.gov.

Texas Department of Insurance, Division of Workers' Compensation

www.txsafetyatwork.com
10 HS03-003D (09-22)



www.TxSafetyAtWork.com




Accessibility Report





		Filename: 

		Ergonomics Checklist for Office Workers.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found problems which may prevent the document from being fully accessible.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 9



		Passed: 20



		Failed: 1







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Skipped		All page content is tagged



		Tagged annotations		Skipped		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Skipped		All form fields are tagged



		Field descriptions		Skipped		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Skipped		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Failed		Tables should have headers



		Regularity		Skipped		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Skipped		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top

	Button 1: 
	Text Field 408: 
	Text Field 409: 
	Text Field 4010: 
	Text Field 4011: 
	Text Field 4012: 
	C102011: Off
	C102012: Off
	C102013: Off
	C102014: Off
	C102015: Off
	C102016: Off
	C102017: Off
	C102018: Off
	C102019: Off
	C102020: Off
	C102021: Off
	C102022: Off
	Text Field 4013: 
	Text Field 4014: 
	Text Field 4015: 
	Text Field 4016: 
	Text Field 4017: 
	Text Field 4018: 
	C102023: Off
	C102024: Off
	C102025: Off
	C102026: Off
	C102027: Off
	C102028: Off
	C102029: Off
	C102030: Off
	C102031: Off
	C102032: Off
	C102033: Off
	C102034: Off
	C102035: Off
	C102036: Off
	C102037: Off
	C102038: Off
	C102039: Off
	C102040: Off
	C102041: Off
	C102042: Off
	C102043: Off
	C102044: Off
	C102045: Off
	C102046: Off
	C102047: Off
	C102048: Off
	C102049: Off
	C102050: Off
	C102051: Off
	C102052: Off
	C102053: Off
	C102054: Off
	C102055: Off
	C102056: Off
	C102057: Off
	C102058: Off
	C102059: Off
	C102060: Off
	C102061: Off
	C102062: Off
	C102063: Off
	C102064: Off
	C102065: Off
	C102066: Off
	C102067: Off
	C102068: Off
	C102069: Off
	C102070: Off
	C102071: Off
	C102072: Off
	C102073: Off
	C102074: Off
	C102075: Off
	C102076: Off
	C102077: Off
	C102078: Off
	C102079: Off
	C102080: Off
	C102081: Off
	C102082: Off
	C102083: Off
	C102084: Off
	C102085: Off
	C102086: Off
	C102087: Off
	C102088: Off
	C102089: Off
	C102090: Off
	C102091: Off
	C102092: Off
	C102093: Off
	C102094: Off
	C102095: Off
	C102096: Off
	C102097: Off
	C102098: Off
	C102099: Off
	C1020100: Off
	C1020101: Off
	C1020102: Off
	C1020103: Off
	C1020104: Off
	C1020105: Off
	C1020106: Off
	C1020107: Off
	C1020108: Off
	C1020109: Off
	C1020110: Off
	C1020111: Off
	C1020112: Off
	C1020113: Off
	C1020114: Off
	C1020115: Off
	C1020116: Off
	C1020117: Off
	C1020118: Off
	C1020119: Off
	C1020120: Off
	C1020121: Off
	C1020122: Off
	C1020123: Off
	C1020124: Off
	C1020125: Off
	C1020126: Off
	C1020127: Off
	C1020128: Off
	C1020129: Off
	C1020130: Off
	C1020131: Off
	C1020132: Off
	C1020133: Off
	C1020134: Off
	C1020135: Off
	C1020136: Off
	C1020137: Off
	C1020138: Off
	C1020139: Off
	C1020140: Off
	C1020141: Off
	C1020142: Off
	C1020143: Off
	C1020144: Off
	C1020145: Off
	C1020146: Off
	C1020147: Off
	C1020148: Off
	C1020149: Off
	C1020150: Off
	C1020151: Off
	C1020152: Off
	C1020153: Off
	C1020154: Off
	C1020155: Off
	C1020156: Off
	C1020157: Off
	C1020158: Off
	C1020159: Off
	C1020160: Off
	C1020161: Off
	C1020162: Off
	C1020163: Off
	C1020164: Off
	C1020165: Off
	C1020166: Off
	C1020167: Off
	C1020168: Off
	C1020169: Off
	Text109987643: 


