
OFFICE ERGONOMICS
Ergonomics is the science of designing the job to fit the 
worker, not forcing the worker to fit the job.

ENVIRONMENT:
The office environment should 
enhance health and safety. 
• Avoid sharp contrast between 

adjacent surfaces 

• Minimize glare by placing light 
source parallel to line of sight, 
wearing dark clothing, using indirect 
light and an anti-glare filter

• Minimize extremes in heat, noise, air 
flow and relative humidity

WORK PROCESS:
Human beings are designed to move, 
not to sit still for long periods of time.  
We need to move to be healthy.
• Vary your task and motion during the day

• Take 10-30 second breaks every 30 min.

• Take longer breaks from the VDT every 
60 min.

• Individualize your schedule, 
pace, and posture

• Minimize the absolute number of  
keystrokes whenever possible

WORKSTATION & 
EQUIPMENT:
Design and equipment placement should 
support neutral postures.
• Place primary documents, equipment and work 

tools within 16” of your arm

• Provide adequate storage space to support work

• Clear obstructions from below work surface 

• Arrange document holder and VDT 18-25” 
away and align with torso

• Angle document holder and VDT slightly 
upward 10-20

• Regularly adjust chair to promote optimal posture 

1

2

3

4

6

7
8

5

Caution: These exercises may not be appropriate for everyone. Consult your doctor before starting any exercise program. 

  1. Neck straight or slightly forward balanced over spine

  2. Sit all the way back in your chair to ensure inward 
 curve of lumbar

  3. Adjust tilt tension to provide smooth, even support

  4. Angle between trunk and thigh should vary between 
 95° to 110° min.

  5. Angle between calf and thigh should be greater 
 than 60° when seated

  6. Feet should be flat on the floor or footrest. If keyboard  
 cannot be adjusted down, adjust chair up.

  7. Arms hang naturally within forearms parallel to floor  
 maintaining “neutral” hand-position.

  8. Position keyboard and mouse to promote “neutral or  
 negative” hand position adjusted to elbow height.

  9. VDT Position: 18-25” minimum away, 15-30° below  
 horizontal slight line (3-5”), and tilt up 10-20° “reading  
 line for eyes”

10. Document holder should be placed at same 
 distance as VDT

11. Occasionally shift focus to distant objects
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      NECK RELAXERS 
Breathe deeply and slowly tip your head from side to 
side. With your head upright, turn it to look over each 
shoulder. Next, drop your chin down to your chest, 
then raise it as far back as you can. Do each exercise 
slowly several times.

SHOULDER ROLLS 
From a relaxed position, shrug your shoulders up 
toward your ears. Then roll them back, then down to 
the relaxed position. Repeat at lease 3x using a slow, 
deliberate motion.

CHIN TUCKS 
Keep your chin level and pull your head backward 
to form a double chin. Hold this position for a few 
seconds and then relax. Repeat several times

EASE EYE STRAIN 
Blink often. Look away from your work and focus on 
distant objects. Keep monitor screen clean and adjust 
to avoid glare.

FINGER STRETCH 
Make a tight fist with each hand and release, spread-
ing the fingers as far apart as possible. Hold for 5 
seconds and relax. Repeat several times

THUMB STRETCH 
Gently pull back and down on your thumb until you 
feel the stretch. Hold for several seconds and relax. 
Do each hand 3x.

WRIST EXTENSION 
Hold your hand in the up position and press it gently 
back with the other hand. Hold for several seconds 
and relax. Do each hand 3x.

 
WRIST CURL 
Drop your hand downward and press it gently back 
with the other hand. Hold for several seconds and 
relax. Do each hand 3x.

WRIST CIRCLES 
Stretch out both arms and draw circles with your finger 
tips, rotating your hands at the wrists. Do several circles 
in each direction.

SLOW BACK BENDS 
Place hand in the hollow of your back. Bend slowly 
backward over your hands without bending your 
knees. Straighten up without holding the backward 
bend. Repeat slowly and carefully several times.

 
DOWN STRETCH 
Clasp hands behind your back and try to touch your 
elbows. Hold for 5 seconds and release. Repeat same 
exercise in front of your body.

STRETCH FOR HEALTH 
Take a break! Stand up. Get away from you computer 
and stretch your body with both arms raised overhead.

PRAYER ’S STRETCH 
Press hands together in front of you with fingers pointed 
up. Lower hands toward your lap until you feel a stretch 
in your wrists. Hold for several seconds and repeat.

 
SIDE/BACK 
Interlace fingers and lift arms high over your head. 
Keep elbows straight. Slowly lean to the left or right. 
Feel the stretching.

 
UPPER BACK 
Hold left elbow with right hand and gently push the 
arm toward your right shoulder. Hold the stretch for 
several seconds and relax. Repeat with other arm and 
do several repetitions.

EXERCISES FOR THE NECK, UPPER BODY, HANDS, WRISTS & FOREARMS 
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