
ADJUSTING
AND ADAPTING
YOUR COMPUTER WORKSTATION

A COMFORTABLE
POSTURE...

EVERYTHING WITHIN  
REACH...

CHECKLIST

YOUR THIGHS SHOULD BE PARALLEL TO
THE FLOOR
• Ad just the he igh t and / or ang le of  t he chair seat .

YOUR FEET SHOULD LAY FLAT ON THE
FLOOR OR ON A FOOTREST
• Ad just t he he ig h t o f t he chair seat .

(See over, No te 1)

BACK OF THE KNEES SHOULD BE CLEAR
OF THE FRONT EDGE OF THE SEAT
• Ad just t he dep th of t he chair seat so t hat yo u

can easily p lace yo ur fist beh in d yo ur knee .  
• Be sure t o specify t he ap pro priate seat dep th

len g th w hen orderin g a ne w chair. 

YOUR BACK: LOWER AND
MID-BACK SHOULD BE WELL 
SUPPORTED
• Ad just t he he ig h t , t ensio n , an d an g le of t he

backrest , t o ensure t he lu m bar su p p ort is p osi-
t io ned at yo ur waist .

YOUR FOREARMS SHOULD BE SUPPORT-
ED AND YOUR SHOULDERS RELAXED AT
ALL TIMES 
• The height of and distance between your armrests

sh o u ld allo w freed o m of m ove m en t for yo ur
forear ms w hen perfor m in g tasks, ye t provide
su p p ort for t he m d urin g rest perio ds or w hen
usin g yo ur m o use .

• Avo id h u nch in g yo ur sh o u lders an d ensure t hat
t he e lb o ws/ u p per ar ms re main close t o yo ur
torso . (If armrests d o n o t ad just , see over, No te 2)

YOUR ELBOWS SHOULD BE AT APPROXI-
MATELY THE SAME HEIGHT AS THE KEY-
BOARD
• Ad just t he he ig h t o f yo ur keyb oard t ray or

w ork surface so t he keyb oard is at t he he ig h t
of yo ur e lb o ws.
(If t h is is n o t p ossib le , see over, No tes 3 an d 4)

YOUR WRISTS SHOULD BE STRAIGHT AT
ALL TIMES AND YOUR HANDS IN LINE
WITH YOUR FOREARMS
• Ad just t he an g le an d he ig h t o f t he keyb oard t ray

or w ork surface t o ensure st raig h t wrists.
• If yo ur keyb oard t ray or w ork surface is n o t

ad justab le , ad just yo ur seat t o ensure st raig h t
wrists. Yo u w ill need t o use a fo o trest if yo u
have raised t he seat an d yo ur fee t are n o t flat
an d w e ll su p p orted o n t he flo or.
(See over, No tes 4 an d 5)

THE MONITOR SHOULD BE AT A COM-
FORTABLE READING DISTANCE AND
HEIGHT
• The vie w in g d istance sh o u ld be w it h in 16” t o 29”

(40cm-74cm). Ab o u t o ne ar m’s len g th .
• The m o n it or he ig h t sh o u ld allo w the neck t o be

in a neu tral p osit io n w hen lo okin g at t he t o p
ro w of t ext o n t he screen .
(See over, No te 6)
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• Place the m ouse next to the keyboard
and at the sam e height. (See over, No te 7)

• Docu m ent(s) shou ld be on a docu m ent-
ho lder that is p laced either bet ween the
keyboard and the screen or next to and
at approximately the sam e height as the
m on itor screen .

• A task light im proves light ing on the 
d ocu m en t(s) yo u are read in g . (See over,
Note 8)

A properly ad justed w orkstat ion allo ws you to adopt

a natural and co mfortab le posture. To benefit fro m

these ad just m ents, your w ork shou ld be properly

organ ized . (See over, No te 9)



ADJUSTING AND
ADAPTING

YOUR COMPUTER WORKSTATION

MORE INFOR M ATION

NOTE 1
ADJUSTING THE HEIGHT 
OF YOUR CHAIR SEAT
• Ad just the height of your chair seat so that it is

belo w or at knee height.

NOTE 2
ARMRESTS
• Your forearms can be supported by 

armrests. If your armrests are no t ad justab le,
rep lace w ith ad justab le armrests if possib le.

NOTE 3
WORK SURFACE
• If your w ork surface is no t ad justab le, ad just the

height of your chair seat so that your elbo ws are
at the sam e height as the keyboard .

• The height of the chair shou ld be ad justed con-
sidering the height of the w ork surface and the
w ork being done.

NOTE 4
FOOTREST
• A foo trest may be necessary w hen the chair is

raised for a w orker to reach a w ork surface and
w hen fee t are unsupported .

• If a w orker m oves h is or her chair frequent ly
bet ween d ifferen t w ork surfaces, m ore than one
foo trest may be requ ired .

NOTE 5
HAND POSITION
• The purpose of a hand / wrist support is to pre-

ven t your wrists fro m rest ing on hard surfaces
during rest periods bet ween keyboard tasks.

• Good hab its include avo id ing extre m e wrist pos-
tures, such as those illustrated belo w.

NOTE 6
POSITION OF COMPUTER 
MONITOR
• If you wear b ifocals and view the screen w ith the

lo wer port ion of the lenses, it may help to posi-
t ion the m on itor lo wer or t ilt it back slight ly.
(Watch ou t for g lare!)

NOTE 7
SIZE AND POSITION OF THE MOUSE
• Your m ouse shou ld be the proper size to fit 

your hand and be posit ioned d irect ly beside 
your keyboard .

• If you have a keyboard tray
that is no t w ide enough to
acco m m odate the m ouse,
consider the use of
ad justab le shelves that may
be at tached to the w ork
surface or those that may
extend the keyboard tray.

• Another op t ion is to elim inate your keyboard
tray by p lacing your keyboard and m ouse on the
work surface. Note that if you choose this option,
re m e m ber to app ly the necessary ad just m ents to
the chair and m on itor height as requ ired .

• Ensure your arms are close to your body w h ile
using the m ouse.

NOTE 8
LIGHTING AND GLARE
To avo id g lare and increase m on itor screen 
visib ility, you can:

• Reduce, elim inate or d iffuse any overhead
light ing that is reflected on your screen;

• Posit ion your m on itor so that your line of
vision is parallel to the w indo w ;

• Ensure that the m on itor screen has a light
background co lour and dark characters;

• An an t ig lare screen shou ld be avo ided un less
other m easures are no t app licab le.

Please no te : g lare contro l m easures shou ld ensure
that a co mfortab le posture can be maintained .

NOTE 9
WORK ORGANIZATION
Even the m ost co mfortab le posture shou ld be
changed period ically.

• Tilt your chair seat and backrest to vary posture;
• Take short breaks frequently to avoid prolonged

static postures;
• Alternate w ork at the co m puter w ith non-

co m puter tasks;
• Adopt a work pace that is regular and reasonable

for you;
• Period ically look away fro m the screen to a

farther d istance;
• Stretch regularly and perform relaxation exercises;
• Sw ivel your chair to face your next task

instead of t w ist ing your body.

Co nce p t io n
Direct io n de la san té p u b liq ue
de Mo n tréal-Cen tre 
– San té au travail

Healt h    San té
Canada   Canada


