Arrange Your Workstation

Every time you work, take time to adjust

workstations that aren’t quite right in
order to minimize awkward and frequently

performed movements.

If you use the
phone a lot,
use a headset
to avoid
cradling the
phone on your
shoulder.

Select a chair that
supports your
back in a relaxed,
upright position
with a slight arch.
You may need a
lumbar roll (or a
rolled towel) at
your waist.
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Keep hard-copy
documents at eye
level by using a
document holder.
—_—

Keep elbows at

a 90° angle, with
elbows close to
the body and
forearms parallel
to the floor. Keep
wrists straight,
supported by a
foam pad or chair
armrests.

Position monitor at eye level,
directly in front of your body,
about an arm’s length from
your eyes (at least 18”).

Tilt the monitor or
adjust lighting to
avoid glare.

Use a keyboard and/or
mouse that is designed to
be ergonomically correct.
Keep the mouse close to
the keyboard (or on the
keyboard, using an elevated
mouse pad) to minimize
reaching.

| — Keep upper legs parallel to

the floor with feet flat. Use
a footrest if your feet don’t
reach the floor.
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