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ERGONOMIC CHECKLIST 
SEPTEMBER 2021   

Date: _____________________ Employee Name: ________________________________________  

Auditor Name: _______________________ Department/Location: ________________________  

The key to a healthy office environment is prevention. Cumulative Trauma Disorder (CTD) 
accidents can be eliminated or reduced by using the below Ergonomic Checklist to analyze 
employee posture, job functions and the overall work environment. This checklist provides 
employers with a list of key areas to look for such as employee body mechanics and 
workstation design.  

        Yes No  

1. Does the employee maintain proper posture?        

If no, explain       

2. Are the forearms roughly parallel to the floor when working at the keyboard?     

If no, what adjustments can be made?  

3. Do the wrists extend naturally from the arms?          

If no, what adjustments will be made?  

4. Is the employees’ spine in its natural “S” curve when seated?       

If no, what adjustments can be made?  

5. Does the employee sit at least 18-24 inches from the computer terminal?     

If no, can the workstation be redesigned? 

6. Is the top level of the video display terminal’s viewing screen at or a little below the  

    employees’ horizontal line of sight?           

If no, can adjustments be made?  

7. Is the computer screen positioned to avoid glare from light?       

If no, what adjustments can made?  

8. Is the document being worked on located at the same level as the monitor?      

If no, what adjustments can be made?  

9. Is the angle between the employee’s trunk and thigh greater than 90 degrees when 
seated?              

If no, what adjustments can be made?  
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10. Is the angle between the employee’s calf and thigh greater than 60 degrees when 
seated?              

If no, what adjustments can be made?  

11. Are both feet flat on the floor?          

If no, is a foot rest available?       

12. Does the employee take occasional, small breaks when working at the computer              
for long periods of time?            

If no, recommend.  

13. Does the employee perform exercises at workstation to relieve stress?     

If no recommend.  

14. If possible, does the employee make adjustments to the chair and keyboard when 
needed?               

If no, recommend.  

15. Are often-used items in easy-to-reach places?         

If no, what adjustments can be made?  

16. Do any job functions require awkward posture?        

If yes, what adjustments can be made?  

17. Do job functions require contact with sharp edges, such as the edge of desk?    

If yes, what can be done to correct this?  

18. Does the employee need to use excessive force required when performing job 

      functions?             

If yes, what can be done to correct this?  

19. Does any job function require excessive repetition?        
If yes, what can be done to decrease the repetition?  
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