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WORKSTATION FITTING GUIDE

OFFICE SETUP GUIDE FOR COMPUTER USERS TO MAINTAIN A NEUTRAL POSTURE

SEATING ADJUSTMENT

Feet Supported Leg Clearance Back Support
B Adjust seat height so feet are flat on B Adjust the backrest height so he

the floor m Adjust seat pan depth to allow 2° of curve fits your lower back
B Position your hips slightly above your clearance behind your knees (2-3 B Place the lumbar support just below

knee height fingers of clearance. your belt line

B Your ankles should be forward of B Fix the backrest angle to upright or
your knees slightly reclined and lean back into

B Don't dangle your feet or rest your your chair
feet on the chair base B Avoid |leaning forward

TAKE REGULARLY SCHEDULED BREAKS ALIGN YOUR EARS, SHOULDERS, AND HIPS. ALTERNATE BODY
AWAY FROM WORK TASKS AT LEAST POSITION AND TASKS PERIODICALLY TO REDUCE REPETITION,
EVERY TWO HOURS. OVERUSE OR PROLONGED POSTURE.

UPPER EXTREMITY

Arm Support

B Adjust the arm rest height

B Forearm should be supported

B Adjust the armrest to acccomodate your breadth

B Maintain a natural shoulder position: not raised or elevated away from the side of your body

Keying and Mousing

B Keep keyboard and mouse on the same surface

B The input device should be positioned close to midline
B Hold the wrist in a comfortable, straight and neutral position | o

BE SURE THE KEYBOARD
AND MOUSE FIT WITH YOUR
HANDS.

Keyboard

B For some people, a curved or split keyboard is needed to keep
wrists straight USE AN EXTRNAL

m Consider a curved, split or comfort keyboard to keep your KEYBOARD AND MOUSE
wrists comfortable WITH A LAPTOP COMPUTER.

Shoulder Relaxed
B The keyboard and imput device should be positioned slightly below the level of the resting elbow
to create a slightly downward slope from the elbow to the hands

B Keep your ear, shoulder, elbow and hip aligned
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HEAD UPRIGHT LOOKING FORWARD

Monitor Distance
B Place your primary screen directly in front of you
B Position it about an arm’s length when you are sitting back in your chair

Monitor Placement

B The top of the screen should be at or slightly below eye level

B For larger screens position the top of the screen about 17- 2" above eye level

B |f you use both screens equally, center the screens directly in front of you

B For a primary screen, place it directly in front of you and the other immediately adjacent at the same
height and distance, slightly angled toward you

LOWER YOUR SCREEN 2"-3" IF YOU WEAR BIFOCALS OR TRIFOCALS.

TAKE MICRO-BREAKS SPACED AT 45 MINUTE INTERVALS
THROUGHOUT THE WORKDAY.

TAKE A 20 SECOND BREAK, EVERY 20 MINUTES AND LOOK AT
SOMETHING 20 FEET AWAY.

ACCESSORIES

Source Documents Phone and Headset

B Position documents inline or immediately adjacent to B Place phone console on non-dominate side
the screen B Avoid cradling telephone between shoulder and ear

B Consider additional task lighting for source documents B Consider a hands-free headset

SIT TO STAND WORKSTATION

Feet Standing Tips o L

B Use footrest ‘ B Match work surface
to elevate ; height with your ‘
e elbow height

one foot
occasionally : B Adjust slightly higher LIMIT TOTAL
B Consider ‘ or lower for comfort STANDING TIME TO
comfortable O s et o APPROXIMATELY
Shloet' staggered stance LESS THEN 30% OF
selection and knees slightly YOUR WORKDAY.
bent

B Stand in an athletic ALTERNATE
stance to allow BETWEEN SITTING
weight shifting AND STANDING

EVERY 60-90
MINUTES.




