	Step-by-Step Ergonomics Design Guide Checklist

	Instructions: 
· Use the Checklist in concert with the MECC Ergonomics Design Guide to track progress of the ergonomics design process. 
· Save the file as a Word document with a unique name. 
· Tab through the fields to complete the checklist. Enter any comments in the Comments Sections.
· Document status by checking the appropriate status box. The objective is to have all the Completed    status boxes checked. This indicates you have taken into account the ergonomics design principles and have an appropriate match between the workstation design and the workforce.


	Background Information (fill-in):

	Date:
	     
	Project:
	     

	Document Author:
	     
	     
	     


	Step 1.  End Result

	Define the desired outcome of the process
	     

	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	


	Step 2.  Workforce Characteristics

	Describe the workforce (MECC workforce has been described, please determine and check the box for  Training and Experience levels)
	The MECC workforce has been determined to be a significantly

diverse group in terms of age, stature, morphology and hand

dominance. Workstation and process design considerations will

need to accommodate the needs of this diverse group.

Training
 FORMCHECKBOX 
 Adequate

 FORMCHECKBOX 
 Inadequate

Experience
 FORMCHECKBOX 
 Minimal
 FORMCHECKBOX 
 Moderate
 FORMCHECKBOX 
 High

	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	


	Step 3.  Design

	3.1 Process Overview
Outline essential procedural steps to accomplish tasks.
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	

	3.2 Parts and Materials
Determine and select the parts and materials required; resolve any ergonomics issues.
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	

	3.3 Equipment
Determine and select the equipment required; resolve any ergonomics issues.
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	


	3.4 PPE
Determine if and what PPE is needed; resolve any ergonomics issues.
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	

	3.5 Tools
Determine and select tools needed; resolve any ergonomics issues.
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	

	3.6 Material Handling
Determine and quantify materials that need to be handled; resolve any ergonomics issues.
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	

	3.7 Configuration/ Layout
Determine type/ characteristics of workstation; resolve any ergonomics issues.
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	

	3.8 Environment
Define/control environmental factors (light, auditory, thermal, etc.)
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	

	3.9 Match
Confirm appropriate match between workforce and workstation.
	     
	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	


	Step 4.  Implement

	Put into practice the practical applications of the design process.
	     

	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	


	Step 5.  Follow-up

	Follow-up on Implementation step to allow for fine tuning and documentation of lessons learned.
	     

	 FORMCHECKBOX 

	Not Started

	
	
	 FORMCHECKBOX 

	In Process

	
	
	 FORMCHECKBOX 

	Completed

	
	
	


