
Adjusting and Adapting
Your Computer 
Workstation Checklist

Your thighs should be parallel to  
the floor
•	 Adjust the height and/or angle of the chair seat.

Your feet should lay flat on the floor or on 
a footrest
•	 Adjust the height of the chair seat. (See over,  

Note 1)

Back of the knees should be clear of the 
front edge of the seat
•	 Adjust the depth of the chair seat so that you can 

easily place your fist behind your knee.

Your back: lower and mid-back should be 
well supported
•	 Adjust the height, tension, and angle of the 

backrest, to ensure the lumbar support is 
positioned at your waist.

 
Your forearms should be supported and 
your shoulders relaxed at all times
•	 The height of and distance between your armrests 

should allow freedom of movement for your 
forearms when performing tasks, yet provide 
support for them during rest periods or when using 
your mouse.

•	 Avoid hunching your shoulders and ensure that the 
elbows/upper arms remain close to your torso. (If 
armrests do not adjust, see over, Note 2)

Your elbows should be at approximately 
the same height as the keyboard
•	 Adjust the height of your work surface so the 

keyboard is at the height of your elbows. (If this is 
not possible, see over, Notes 3 and 4)

 
Your wrists should be straight at all times 
and your hands in line with your forearms
•	 Adjust your work surface to ensure straight wrists.

•	 If your work surface is not adjustable, adjust your 
seat to ensure straight wrists. You will need to use a 
footrest if you have raised the seat and your feet are 
not flat and well supported on the floor. (See over, 
Notes 4 and 5)

The monitor should be at a comfortable 
reading distance and height
•	 The viewing distance should be within 16” to 29” 

(40cm-74cm). About one arm’s length.

•	 The monitor height should allow the neck to be in a 
neutral position when looking at the top row of text 
on the screen. (See over, Note 6)

•	 Place the mouse next to the keyboard and at the same 
height. (See over, Note 7)

•	 Document(s) should be on a document holder that is placed 
either between the keyboard and the screen or next to and 
at approximately the same height as the monitor screen.

A properly adjusted workstation 
allows you to adopt a natural 
and comfortable posture. To 
benefit from these adjustments, 
your work should be properly 
organized. (See over, Note 9)
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More Information

NOTE 1: 
Adjusting the height of your chair seat
•	 Adjust the height of your chair seat so that it is below or at 

knee height.

NOTE 2: 
Armrests
•	 Your forearms can be supported by armrests. If your armrests 

are not adjustable, replace with adjustable armrests if possible.

NOTE 3: 
Work surface
•	 If your work surface is not adjustable, adjust the height of your 

chair seat so that your elbows are at the same height as the 
keyboard.

•	 The height of the chair should be adjusted considering the 
height of the work surface and the work being done.

 
NOTE 4: 
Footrest
•	 A footrest may be necessary when the chair is raised 

for a worker to reach a work surface and when feet are 
unsupported.

•	 If a worker moves his or her chair frequently between different 
work surfaces, more than one footrest may be required.

NOTE 5: 
Hand position
•	 The purpose of a hand/wrist support is to prevent your wrists 

from resting on hard surfaces during rest periods between 
keyboard tasks.

•	 Good habits include avoiding extreme wrist postures, such as 
those illustrated below.

NOTE 6: 
Position of computer monitor
•	 If you wear bifocals and view the screen with the lower portion 

of the lenses, it may help to position the monitor lower or tilt it 
back slightly. (Watch out for glare!) 

NOTE 7: 
Position of the mouse
•	 Put your mouse close to the keyboard at all times

NOTE 8: 
Lighting and glare
To avoid glare and increase monitor screen visibility, you can:

•	 Reduce, eliminate or diffuse any overhead lighting that is 
reflected on your screen;

•	 Position your monitor so that your line of vision is parallel to 
the window;

•	 Ensure that the monitor screen has a light background colour 
and dark characters;

•	 An antiglare screen should be avoided unless other measures 
are not applicable. Please note: glare control measures should 
ensure that a comfortable posture can be maintained. 

NOTE 9:	  
Work organization
Even the most comfortable posture should be changed 
periodically.

•	 Take short breaks frequently to avoid prolonged  
static postures;

•	 Alternate work at the computer with non computer tasks;

•	 Adopt a work pace that is regular and reasonable  
for you;

•	 Periodically look away from the screen to a farther distance;

•	 Stretch regularly and perform relaxation exercises;

•	 Swivel your chair to face your next task instead of twisting 
your body
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