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ERGONOMICS CHECKLIST 
 

What to look for  Yes No Tips and Solutions 
Arms, Wrists, and Hands 
 Can you adjust your keyboard and mouse at or slightly lower than elbow height?     Use minimum force when striking the keys. 

 Avoid resting elbows, forearms or wrists on sharp edges. 
 Allow elbows to hang close to your body. 
 Use armrests only if they are adjustable enough to keep your arms in 

neutral position and your forearms close to your body. 

 Are your wrists straight while operating the keyboard and mouse (you can use 
palm rests)?  

  

 Is the mouse at the same level and next to the keyboard?   
 Are your shoulders relaxed while you work?   
Legs and Back 
Have you adjusted your chair so that:    Try the adjustments on your chair (back height, tilt, arm rests). 

 Sit back in your chair and tuck in your abdominal muscles. 
 Adjust the height of your chair relative to the height of your desk 

(consider a footstool if you cannot reach the floor). 

 Your feet are flat on the floor, or on a footrest?    
 Your hips are slightly above your knees?    
 The lumbar support is positioned so as to support the curve of the lower back?    
 There is a 1-4” gap between the edge of your seat and the back of your knees?    
Neck and Head 
 Have you adjusted your monitor so that the top is at or slightly below eye level?    Place the items you look at most often directly in front of you. 

 Make use of document holders. 
 Avoid cradling the phone on your shoulder (consider a headset). 
 Bifocal wearers lower the screen, trifocal wearers raise the screen 

slightly. 

 Is the monitor directly in front of you and approximately one arm’s length away?    
 If you need a document holder, is it adjacent to or directly in front of the monitor?   
 Do you wear bifocals or trifocals?   

Eyes 
 Is the monitor positioned so as to avoid glare or reflection?    Place monitor perpendicular to windows and use blinds to control glare. 

 Use task lighting for documents. 
 Take eye breaks to gaze at a distant object and check your eye 

prescriptions often. 

 Are the fonts and images sharp, clear and easy to read?   
 Is there adequate lighting?   

Other Concerns 
 Do you keep often used items within easy reach?    Position what you use occasionally further away to avoid reaching for it. 

 Keep your work area neat and tidy. 
 Break up your computer time with photocopying and phone calls. 
 Organize your workload to avoid stress. 

 Do you alternate tasks throughout the day?   
 Do you allow time for stretching and mini-pauses during the day?   
 Is there more than one user of this workstation?  Do you adjust the equipment to 

your needs before starting work? 
  
 

 If most of your responses are YES, you have arranged your workstation to meet your needs. 
 If most of your responses are NO, refer to the tips to try to make some improvements to your workstation. 
 If you have tried all of the tips and are still having problems, talk to your manager about other possible solutions.   
 If you are having symptoms that last beyond the end of the work day, follow up with your family doctor as well. 
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RBC LIFE INSURANCE COMPANY, LIFE AND HEALTH CLAIMS DEPARTMENT 

P.O. Box 4435, Station A, Toronto, ON M5W 5Y8 or fax: 1-800-714-8861 
If you have any questions, call toll free 1 877-519-9501 or 416-643-4700.  

www.rbcinsurance.com 

http://www.rbcinsurance.com/
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