
Computer Workstation Evaluation Checklist 

 

 

The first step to a successful ergonomics program is supervisors and their employees to evaluate the 
work and the workstation.  What follows is a "VDT Checklist" to help you make a quick but thorough 
appraisal of your VDT workstations.  Answer each of the Checklist questions for each VDT operator 
and their workstations.  A "yes" answer means you are in good shape.  A "no" answer means that you 
should take a closer look.  In addition to this Checklist, use the Workplace Evaluation Coversheet 
found in Appendix B-2, to document the workplace specifics of this evaluation. 

 

VDT CHECKLIST 
     Yes Adjusted No N/A 
VDT OPERATORS 
 
1. VDT operators have been encouraged to report to management any 
 physical problems that they associate with the use of their 
 VDT workstation.         
 
2. VDT operators do not have physical problems that they associate 
 with the use of their VDT workstation.         
 
LIGHTING AND GLARE 
 
3. VDT workstation is arranged to minimize glare and 
 visual discomfort.        
 
4. VDT screen is clean and free of perceptible flicker.        
 
WORKSTATION SEATING 
 
5.   The seat and backrest of the chair support comfortable postures 
 permitting occasional variation in the seating.        
 
6.   Seat height allows the operator to comfortably place the entire sole 
 of the foot flat on the floor or flat on a footrest.        
 
7.   Seat pan does not push against the back of the lower leg behind 
 the knee.         
 
8.   The seat pan angle allows the operator to assume a comfortable 
 position with the thighs approximately parallel to the floor and the 
 lower leg approximately perpendicular to the floor.        
 
9. The angle between the seat back and the seat pan allows the operator 
 to assume a comfortable upright position with the torso approximately 
 perpendicular to the floor.         
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10. The seat back width is at least 12 inches.         
 
11. The seat back allows the operator to assume a comfortable position 
 with ample support for the lower back.         
 
12. Arm rests, if present, allow the operator to assume a comfortable position 
 and to: 

(a) relax the shoulders and arms in a position close to the body;      
(b) operate the keyboard with the home row at approximately elbow 

  height and the hands, wrists and forearms in a straight line 
  approximately parallel to the floor;         

(c) move as close as desired to the keyboard;        
(d) easily reach primary work materials and accessories      

 
13. Arm rests, if present, have a minimum inside distance between 
 them which is at least equal to the width of the hips of the operator.       
 
14. Adjustable seat pans, seat backs, and arm rests, if present, are readily 
 operable by the operator without the use of tools.        
 
SCREENS, KEYBOARDS, AND WORK SURFACES 
 
15. The topmost line of the VDT screen is slightly below eye level with the 
 operator in an upright position.          
 
16. The operator while sitting in a comfortable position can perform keying 
 with the torso sitting in an upright position.        
 
17. Operators wearing bifocals or trifocals can look at the screen without 
 tilting the head.         
 
18. The keyboard, seating and work surfaces are positioned so that the 
 operator, while seated in the most comfortable upright position, can 
 perform keying with the keyboard approximately at elbow level, and 
 the forearms, wrists and hands in a straight line approximately parallel 
 to the floor.         
 
19. The operator, while seated in the most comfortable position, can 
 perform keying with relaxed shoulders (i.e., not elevated) and arms 
 resting close to the sides of the body (i.e., not extended outward or 
 stretched forward).         
 
20. The keyboard is positioned (i.e., angled) so that keystroking can be 
 performed with the wrist, hands, knuckles and fingers in a relaxed, 
 natural (neutral) position.         
 
21. The work surface is high enough underneath so that it does no contact 
 the top of the operators legs whenever the operator is sitting at the 
 VDT with the feet flat on the floor or flat on a footrest.       
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22. The work surface is large enough to hold all needed input devices 
 (e.g., keyboards, mouse, trackball), task materials and related 
 accessories.         
 
23. Input devices are positioned on the work surface at approximately 
 the same height and distance from the operator at the keyboard.      
24. Input devices, primary work materials and frequently used accessories 
 are positioned on the work surface in front of the operator.       
 
25. Adjustable screens, keyboards and work surfaces, if present, are readily 
 operable by the user without the use of tools.        
 
WORK PRACTICES 
 
26. VDT operators have frequent short interruptions from keystroking 
 at regular intervals throughout the shift, during which they can 
 perform other duties or otherwise give their hands and wrists a 
 break from keystroking. Even periods as short as 30 seconds 
 are helpful.         
 
27. VDT operators routinely change body positions while working at 
 the VDT.         
 
28. VDT operators routinely perform stretching and movement exercises 
 and provide their eyes with short mini-rest breaks.        
 
29. VDT operators work regular hours without a lot of overtime.      
 
30. VDT operators are normally able to complete daily work and meet 
 deadlines without harmful stress.         
 
VDT ACCESSORIES 
 
31 Document holders are provided upon the operator's request for any 
 employee who types from documents.         
 
32. Document holders are positioned so that reading material is at 
 approximately the same height and at the same distance from the 
 operator as the VDT screen.         
 
33. Wrist rests are provided upon the operator's request.        
 
34. Wrist rests assist the operator in maintaining a straight, neutral position 
 of the wrists and hands while keystroking, and are padded and free of 
 sharp edges.         
 
35. The wrist rest, if present, is 

(a) approximately the same height as the keyboard;        
(b) positioned directly adjacent to the keyboard without gaps;      
(c) allows the operator to avoid resting the arms/wrists or hands on 

  hard, sharp or square edged surfaces. *         
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36. Footrests are provided as needed to allow the operator to place the entire 

sole of the foot flat on a stable surface.         
 
37. Telephone headsets are provided upon request for VDT operators who 
 frequently answer telephones as part of their normal work activities.      
 
*NOTE: A "no" response to any single item in (a) through (c) should be recorded as a "no" response should be 
noted.   

 


