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introduction
The purpose of this guide
This guidebook will help determine if your computer workstation is a good fit for you. It will provide the basic tools to set 
up and maintain a healthy workspace in the office. This guide is not designed to address specific injuries—in this situation, a 
professional in the field should be contacted.

The guide includes:
Definitions – making your way through the jargon.•	
Posture and equipment guidelines and standards.•	
Warm-up and stretch examples.•	
Checklist for assessing workstation layout and posture to help reduce the risk of musculoskeletal injuries (MSI).•	OO



Good Posture versus Poor Posture
To identify poor posture, you need to be able to answer: “what is good posture?” When using a computer, we may start with 
correct posture, but quickly resort to slouching and reaching. At your computer workstation, ideal posture can be described as:

This image depicts ideal sitting posture, however, it should be noted that no posture is ideal indefinitely. You must change 
your posture and position frequently by adjusting the setting on the chair and alternating tasks (typing, writing, walking and 
standing) as often as possible. This will ensure proper blood flow and reduce the risk of injury.  
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Armrests
Armrests can provide support for the upper part of your forearms, thereby reducing the stress on your shoulders and back. 
However, the armrests should not prevent the chair from being drawn close to the desk, nor restrict natural movements. If your 
armrests cannot be adjusted to allow for this, then consider removing or replacing them. Also keep in mind that soft armrests 
will minimize contact stresses on your elbows. Gel wraps can be purchased to go over armrests that may be too hard.  

Your Work surface
Like your chair, your work surface should fit you. Once you have adjusted your chair, you can determine the appropriate height 
for your work surface. The top of your work surface should be at your elbow height. Elbow height is measured while your upper 
arms are hanging relaxed by your sides and your lower arms are bent at a right angle. Make any necessary adjustments by raising 
or lowering your work surface or chair. If your work surface cannot be lowered or raised to accommodate your elbow height, 
you can raise your chair and use a footrest. The footrest should be large enough for both feet.

If necessary, a keyboard tray can be used to bring the keyboard and mouse to elbow height. A keyboard tray should be height 
and tilt adjustable, have room for both the keyboard and mouse, and should not compromise legroom.

Materials used frequently should be located within easy reach (a good way to arrange work materials is in a semicircle shape). 
By keeping materials you do not use frequently out of reach, you will have to get out of your chair for them. This will promote 
blood circulation and reduce overall discomfort.





To further reduce the risk, limit the use of the mouse and use the keys and functions 
on the keyboard instead. 









Office set-up Checklist
Computer & Desk Stretches (Approximately four minutes)



Office Ergonomics Checklist






