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Setting up your Workspace

Footrest:

Keep thighs parallel to 
floor with feet 
supported. Use a footrest 
if needed.

External Keyboard 
and Mouse:

Keep wrists straight and 
forearms/wrists floating.
Use a mouse and external 
keyboard to avoid reach.

Monitors: Ensure the top 1/3 of the 
screen is at eye level. Center 
with primary monitor, no 
gaps between monitors, 
angled ≈30 degrees.
If needed use sturdy items to 
raise monitor height.

Ensure 2-3 fingers 
width distance 
between the chair 
edge and back of 
the knee.

Sit all the way back, 
with neutral spine, 
and shoulders 
relaxed.
Use a lumbar pillow 
or rolled towel for 
additional support.

Properly adjusted 
and locked in 
upright position.

Chair:

Keep elbows at 
sides and flexed at 
90 degrees.
Use cushion or folded 
towel to raise seated 
height.

Arm rests should allow 
shoulders to be relaxed while 
not interfering with getting close 
to keyboard and mouse. 
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Try these stretches as microbreaks throughout the day to reduce fatigue. 
Hold each stretch 20-30 seconds and repeat 3 times unless otherwise stated. 

Other Reminders:
❑ Ideal posture is head aligned over the shoulders, ears, shoulders and hips 

aligned
❑ Use primary monitor for majority of work and use secondary monitors less 

frequently
❑ Take frequent microbreaks and perform counterbalance stretches as needed
❑ Stand every 30-60 minutes, if possible
❑ Follow 20/20/20 rule

Reminders and Stretches
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While seated, bring 
one ankle across 
opposite knee. Use 
arms to pull knee 
towards opposite 
shoulder feeling for 
stretch in glutes or 
back part of the hip.

Step forward into 
lunge position. Drive 
front knee forward 
and hips back 
maintaining upright 
posture, feeling for 
stretch in front of 
back hip.

Stagger feet and 
place hands on low 
back.  Gently arch 
back and push hips 
forward feeling for a 
stretch in low back. 
Hold up to 10 seconds.

Sit or stand with good 
posture. Bring elbows 
back and squeeze 
shoulder blades down 
and back in a controlled 
motion.  Perform 10-15 
times.

Flex: With arm 
extended, apply 
pressure to bottom of 
hand, feeling for a 
stretch in forearm. Ext: 
Switch stretch and 
apply pressure to top of 
hand. 

Rotate chin towards 
one shoulder and use 
hand on same side to 
gently apply pressure, 
feeling for a stretch in 
the back of the neck. 

Interlock fingers and 
raise arms above 
head. Rotate hands 
palm up and push 
arms upwards. Hold 5 
seconds and perform 
15 times.

Looking straight ahead, 
gently slide head back 
to in in line with 
shoulders.  Gently tuck 
chin in, feeling for 
stretch in the back of 
neck.  Hold for 3-5 
seconds.  Perform 10 
times.


