
Workstation Self-Evaluation Checklist and Virtual Ergonomic Evaluation Preparation 

It is recommended that employees review office ergonomic information at 
https://protect.iu.edu/environmental-health/occupational-safety-health/workplace-
ergonomics/index.html and complete the Office Ergonomics Training prior to self-evaluation. 

This checklist is intended to help employees self-evaluate, adjust their workstations for proper 
ergonomic set up and determine if additional assistance is needed. Employees who have non-standard 
office equipment/workstation needs or who continue to experience discomfort several days after 
making self-adjustments should contact IUEHS. Instructions to prepare for a virtual ergonomic 
evaluation are at the bottom of this document. 

When evaluating your workstation, it is advisable to start with your chair because this can impact the 
ideal height and placement of other workstation items. 

1.) Familiarize yourself with the available adjustments on your chair. Common options are:  
 

a. Chair Height 
b. Seat Depth 
c. Lumbar Position (Height) 
d. Armrest height 

Other options you may have include: 

e. Armrest distance from body 
f. Lumbar Support level (firmness) 
g. Back Tilt and/or rocking 

If you are having difficulty 
locating/identifying your chair adjustment 
controls, check the manufacturer’s website. 
(Bodybilt and Steelcase are two of the more 
common manufacturers found on campus. 
An example Steelcase model diagram is 
shown on the right.) Many chairs have 
usage videos and diagrams online. If you 
cannot find your exact model, 
manufacturers frequently maintain control positions across models 
so looking at a similar model may provide the information you need. 

Newer chairs have the make 
and model information on 
the bottom of the seat pan. 
It is easiest to capture/view 
this information by holding 
your phone under the seat to 
take a picture(s) of the 
underside of the seat.

Figure 1: Example chair control diagram for a Steelcase 
chair 

Model Number 

Figures 2 and 3: Example chair labels for 
Bodybilt (above) and Steelcase (right) chairs. 
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2) Evaluate and adjust chair setting using Figure 4 and the table below as a guide. If your chair is 
broken (ie will not maintain set height), contact Purchasing for vendor information on potential 

repairs. 

A. OFFICE CHAIR SELF-CHECK Yes No or Not 
applicable 

If ‘No’ Recommended Action 

1 

Seat Height: Can you sit comfortably with no 
compression of your thighs and with your feet 
supported on a stable surface? 
 
Your thighs should be parallel to the floor with 
the knees bent at somewhat greater than 90 
degrees. 

  

Adjust your seat height so you can sit comfortably 
with your upper legs roughly parallel to the floor 
and your feet supported on the floor or on a 
footrest. 
If you cannot rest your feet and reach your 
keyboard while maintaining a neutral arm and wrist 
position, consider a footrest and/or a keyboard 
tray. Contact IUEHS for equipment selection 
guidance. 

2 

Seat Pan Length: Is your chair seat a comfortable 
length that doesn't hit against the back of your 
knees or leave >2” of your lower thigh 
unsupported? 

There should be a 1-2” gap (2-3 finger widths) 
between the front of the seat and the back of 
your knees. 

  

Adjust the seat pan so that there is a 1-2” gap 
between the front of the seat pan and the back of 
your knees. If the seat pan cannot be adjusted to 
an appropriate length, contact IUEHS.  

3 

Seat Pan Width: Is the seat a comfortable width 
that doesn't restrict or compress your hips? 

The sides of the seat should be visible while you 
are sitting and contoured seats should not put 
pressure on your hips/thighs. 

  

If the thighs/hips overhang the sides of the seat 
pan or if the seat pan puts pressure on the outer 
side of the hips/thighs, contact IUEHS. 

4 

Lumbar support: Does the backrest support the 
natural inward curve in the lumbar area (lower 
back)? 
For most people, the lumbar support should be 
approximately 1-2” above your beltline. 
Firmness/tension should be adjusted to 
preference. 

  

Adjust any lumbar support for better lower back 
support. If support cannot be appropriately 
adjusted, contact IUEHS. 

5 

Backrest Tension: Does the chair backrest 
tension and recline mechanism provide stable 
support for your back?   

Adjust any tension control to provide appropriate 
back support as you change from upright to a more 
reclined posture. If tension cannot be adequately 
adjusted, contact IUEHS. 

6 

Posture change: Do you often vary your sitting 
posture throughout the day? 

  

Frequent movement is essential for spinal health. If 
the chair tension is too high or if the backrest is 
locked this can discourage frequent movement. 
Adjust these controls to allow you to move while 
supported throughout the day. Also take breaks 
from sitting; periodically stand up and stretch. 

7 
Armrests: Are you able to comfortably place 
your arms on the chair armrests when needed 
without raising or twisting your shoulders? 

  
Adjust the position of the chair armrests so that 
you can get comfortable arm support when 
needed. 



 

 

Figure 4:(Left) From 
www.
naasphysiotherapy.
ie/office-ergonomic-
assessment.php 

Figure 5: (Right) From 
www.ergo.
human.cornell.edu  

 

 

 

3) Evaluate keyboard and mouse placement using Figure 4, Figure 5 and the table below. 

B. SITTING - KEYBOARD/MOUSE SELF-CHECK Yes No or Not 
applicable 

If ‘No’ Recommended Action 

1 

Keyboard/Mouse Location: While sitting, can 
you comfortably put your hands on your 
keyboard/mouse without leaning forward or 
overreaching? 

  

Move your keyboard/mouse closer to your body or 
move your chair closer to your keyboard and 
mouse so you can reach them with your elbows 
resting at your sides and without any awkward 
overreaching. 

2 

Keyboard Alignment: Is the keyboard directly in 
front of you and not at an angle or in a corner 
that requires twisting of your torso?   

Reposition the keyboard to eliminate any upper 
body twisting. 
If your keyboard is located in a desk corner that 
causes an awkward posture, contact IUEHS. 

3 

Keyboard and Mouse Position: Can you 
type/mouse with your arms hanging straight 
down from your shoulders, close to your sides 
with your elbows at about a 90-120 degree angle 
so your forearms are parallel to the floor or 
angled slightly downward? (see fig 4 and 5). 
 
Make sure your shoulders are relaxed and not 
being lifted (shrug position) during this 
evaluation. 

  

If the keyboard and mouse are too high, move 
them to a keyboard tray or increase the chair 
height and obtain a footrest to support your feet 
properly. Adjust the keyboard platform so that the 
keyboard is about 2" above your thighs. Consider 
adjusting the platform so that it slopes slightly 
downwards, parallel to your thighs (see fig 5). 

If the position cannot be adjusted, contact IUEHS 
for equipment guidance. 

4 

Mouse Arm Posture: Is your mouse positioned 
close to your keyboard so you can use it with a 
comfortable arm/wrist/hand position?   

Reposition your mouse closer to the side of your 
body that you use for mousing so you don't hold 
your upper arm at an excessive angle out away 
from your body to use the mouse. 
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B. SITTING - KEYBOARD/MOUSE SELF-CHECK Yes No or Not 
applicable 

If ‘No’ Recommended Action 

5 

Wrist/Hand Compression: When typing/mousing 
are your wrists free from any compression from 
pressing down on a hard rest or pressing 
against the edge of your desk?   

Nothing should compress the underside of your 
wrists. Eliminate any wrist contact stress. Use 
cushioned/gel palm supports in front of your 
keyboard and mouse to periodically rest your hands. 

Contact IUEHS for gel palm rest product 
recommendations. 

6 

Keyboard/Mouse Hand Position: While typing or 
mousing, are your wrists level and straight 
instead of sharply angled? 

  

If using a keyboard tray, consider adjusting the 
keyboard platform so that it slopes slightly 
downwards, parallel to your thighs (see fig 5). 

If the keyboard is angled upward by adjustable legs, 
change the keyboard to a flatter angle. 

Consider if an existing gel palm rest(s) is compatible 
with keyboard and/or mouse. (ie height, fit against 
front of keyboard, etc.) If no palm rests are present, 
obtain palms rests. 

7 
Workstation Layout: Do you keep the space 
under your worksurface clear of items so that 
nothing interferes with your leg/feet space? 

  
Remove any clutter that could interfere with 
leg/feet movements from underneath your desk. 

8 

Legs/feet: Do you avoid sitting for too long by 
taking frequent postural microbreaks during 
which you stand up, stretch, and move?   

Don't sit for more than 20 minutes in any one 
position. Take 30-60 second short rest breaks every 
20 minutes to improve circulation and reduce 
fatigue. 

 

  



4) Evaluate monitor placement using Figure 4 and the table below. 

C. DISPLAY SELF-CHECK Yes No or Not 
applicable 

If ‘No’ Recommended Action 

1 

Screen Height: When you sit back in your chair 
and hold your right arm outstretched and level 
does your middle finger just point to the center 
of the screen? 
Note: Users with bifocals or progressive lenses 
may need to position their monitor lower to 
maintain a neutral head position (ie level, not 
tilted up or down.) 

  

Change the height of your screen so that your 
outstretched middle finger points to the screen 
center to accommodate your natural downward 
gaze. 

If the screen cannot be properly elevated consider 
using a riser object. Contact IUEHS if additional 
monitor placement options are needed. 

2 

Screen Distance: Can you easily read the text on 
your screen without having to hunch forwards? 

  

Recommended eye to screen distance is about an 
arm’s length. Change your screen(s) distance so 
that you can clearly read screen text while sitting 
back in your chair or standing in a comfortable 
posture.  

3 

Screen glare: Is your screen free from any source 
of reflected or veiling glare? 

  

Reflected glare can increase visual discomfort. 
Veiling glare can wash out the colors of your 
screen. Increase your screen contrast and 
brightness, use a white background, reposition your 
screen or use an anti-glare filter to minimize or 
eliminate any glare. 

5 

Screen Alignment: Is your primary screen 
centered on the midline of your body? If you 
have two screens that are used equally, are they 
placed to either side of your midline, or if you 
have multiple screens are they all placed so you 
can comfortably view each of them? 
 
See https://protect.iu.edu/doc/environmental-
health/dual-monitor.pdf for detailed guidance. 

  

Position your screen(s) for the most comfortable 
neck and trunk posture. Use a monitor arm(s) if 
needed. For multiple screens 'curving' the screen 
position horizontally and vertically can improve 
screen visibility while maintaining a neutral head 
and neck posture. 
 
Contact IUEHS if additional guidance is needed. 

6 

Reading comfort: Can you comfortably read text 
on your computer screen(s)? 

  

Position your screen(s) so that you can comfortably 
view it with your head and neck straight. Increase 
screen text size if needed. Make sure you are 
wearing any appropriate corrective lens for 
computer work. 
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Figure 6(Left): Workzones for frequently, 
occasionaly and rarely accessed items. 25 cm = 
10 in; 50 cm = 20 in; 100 cm = 40 in; 160 cm = 63 
in. 

 

5) Evaluate additional factors that may contribute to workstation ergonomics 

D. Other Potential Concerns Yes No or Not 
applicable 

If ‘No’ Recommended Action 

1 

Phone Position: If the phone is used frequently is 
it within easy reach? 
 
See workzone illustration (figure 6). 

  

Position frequently used phones for easy access. 

2 

Phone Handset Usage: Are you able to speak on 
the phone without frequently cradling the 
receiver between your head and shoulder? 

  

Consider using a headset to reduce neck and 
shoulder strain. 

Consider using the speaker for phone calls if 
appropriate for the nature of the conversation and 
office environment. 

3 

Reference Documents: If you frequently 
reference/type from paper documents while at 
your workstation, are you able to do so without 
repeatedly moving your head up and down? 

  

Use a document holder to elevate the paper and 
avoid repetitive up and down head movements. 

Many styles of holder are available and can 
accommodate limited space. 

If you frequently reference and/or write on paper 
documents while at the computer, contact IUEHS 
for product recommendations.  

4 

In Office Printer: If an in-office/personal printer 
is present and frequently used, is it positioned to 
avoid twisting the torso and/or overreaching to 
access print outs? 

  

Position frequently used printers to avoid twisting 
at the back to retrieve printouts. If feasible opt to 
use a centralized printer to encourage moving 
throughout the day. 

5 

Organization of Work Area: Are all other 
frequently used items located an appropriate 
distance from your body? 
 
See workzone illustration (figure 6). 

  

Arrange workspace to minimizing overreaching and 
keep frequently used items nearby. 

  

Tables A-C are modifications of tables available at www.ergo.human.cornell.edu 

  



Virtual Ergonomic Assessment Preparation 

In preparation for a virtual ergonomic evaluation, please complete the ergonomic training at 
https://protect.iu.edu/environmental-health/training/online%20/index.html, complete the self 
assessment document above and take the following photos to the best of your ability. Some office 
spaces may not fully accommodate the taking all of the photos described. Try to show the aspects of the 
workstation layout and user fit highlighted above. 

 

 

• Profile View: Take a photo of employee in a seated 
typing position viewing the monitor. Try to emulate 
figure 4 and show the monitor, keyboard, and 
mouse (pointing device.) Ensure that there is nothing 
draped on the back of the chair that would prevent a 
visual evaluation of how the backrest fits the user (ie 
sweater, jacket, etc.). If the user has any chair 
modifications (ie seat cushions, after market back 
supports) take pictures without these items. An 
example photo is provided on the right.  

 

 

• View from Behind: Take a photo while the person is 
using the keyboard/mouse and looking at the 
screen. An example photo is shown to the right. 

 

 

 

 

 

 

• Workstation Layout: Take a wide angle shot of the 
workstation layout. Show the worksurface in relation 
to the monitor, keyboard, mouse (pointing device) 
and other work tools (papers, document holders, 
phone, printer, etc). An example is shown above. 

 

https://protect.iu.edu/environmental-health/training/online%20/index.html


• Any problems/special areas of concern, ie corner workstations, keyboard tray adjustments or 
mounting area. This will be specific to individual situations and can be included at employee 
discretion. 

• Photos of the empty chair, back and side views as well as photos of available control levers. 
Example photos are provided below. 

 

 

 

 

 

 

 

 

Note: If you believe you may need a keyboard tray installed, please have a tape measure available 
during the virtual consultation to assess equipment recommendations. 

Send completed assessment and photos to ehs@iupui.edu (Indianapolis), iuehs@indiana.edu 
(Bloomington) or regehs@iu.edu (Regional Campuses). The subject heading should be Virtual Ergo 
Assessment. 
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