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Safety Subject 
 

Ergonomics            
Safe Lifting 

 
• Office workstations should be properly designed to minimize ergonomic 

hazards.  Get an ergonomic assessment if necessary. 
• Stretching techniques can help reduce fatigue in sedentary or repetitive 

work situations. 
• Proper lifting techniques should always be used.  Lift with your legs, not 

your back.  
 
 
 
 
 

 



 
PROPER WORKSTATION DESIGN 

 
 
Display Screen. Most new VDTs have separate, adjustable keyboards and display screens that allow both the 
keyboard and display screen to be positioned appropriately for the employee.  This is important because VDT 
operators may spend a considerable amount of time looking at the display. Screens should have user controls 
for character brightness. Screens that swivel horizontally and tilt or elevate vertically enable the operator to 
select the optimum viewing angle.  The topmost line of the screen should not be higher than the user’s eyes. 
The screen and document holder should be the same distance from the eye (to avoid constant changes in focus) 
and close enough together so the operator can look from one to the other without excessive movement of the 
neck or back.   The preferred viewing distance for VDTs ranges between 18 and 24 inches. 
 
Keyboard. The keyboard should be adjustable to 
ensure proper position, angle, and comfort for the 
operator. A lower-than-normal work surface may 
be required to keep the operator’s arms in a 
comfortable position. This can be achieved by 
installing a keyboard extender or tray.  The 
preferred working position for most keyboard 
operators is with the forearms parallel to the floor 
and elbows at the sides, which allows the hands to 
move easily over the keyboard.  The wrist should 
be in line with the forearm.  
 
Mouse. The mouse should be positioned at the 
operator’s side with his or her arm close to the 
body for support, while maintaining a straight line 
between the hand and forearm. The upper arm 
should not be elevated or extended while using 
the mouse. The top surface of the wrist should 
also be flat, not angled. A mouse pad or rest can 
be used to help maintain straight wrists. 
 
Chair Height. When an employee spends from 6 to 8 hours in the chair, the height of the chair and the work 
surface are critical. The human body dimension that provides a starting point for determining correct chair 
height is the “popliteal” height. This is the height from the floor to the point at the crease behind the knee. The 
chair height is correct when the entire sole of the foot can rest on the floor or footrest and the back of the knee 
is slightly higher than the seat of the chair.  This allows the blood to circulate freely in the legs and feet. 
                                                                                                                                                   
Armrests. Armrests should be low and short enough to fit under work surfaces to allow users to get close 
enough to the work surface. Chairs can be purchased with adjustable armrests. 
 
Backrest. A proper backrest should support the entire back including the lower region. The seat and backrest of 
the chair should support a comfortable posture that permits frequent variations in the sitting position. The 
backrest angle and chair height should be easily adjustable. 
 
Seatpan Design. Size and shape are two factors to consider in the design of the seatpan of the chair. The 
seatpan should be slightly concave with a softly padded, rounded, or “waterfall” edge. This will help distribute 
the weight and may also prevent sliding forward in the chair. The angle of the seatpan should also be 
considered. Some options include a seatpan that slopes slightly down at the back or one that has a forward tilt 
that produces less stress on the lower region. 



 
 
 
 

Back Exercises for People Who Sit 
 
These easy back exercises are designed for 
people who sit. Taking a micro-break for back 
exercise can help realign a slouching spine. It 
can also relieve muscle tension caused by 
sitting. You'll feel an energy and circulation 
boost, too. Try these exercises at your desk, 
at home, or even in your car. You can take a 
few minutes for all six exercises, or just do 
one or two. The more you do, the better you'll 
feel. Do each exercise slowly, stretching as 
far as you can, then pause a moment (but 
don't hold), and release. 

 
 

For Your Cervical Curve 
    
Chin Glide 
Why: To help realign your cervical curve. 
How: Glide your chin straight back, keeping 
your head and ears level. (You'll know 
you're doing this exercise right if it gives you 
the feeling of a double chin.) Repeat 5 to 10 
times, several times a day. 

Shoulder Circles 
Why: To release muscle tension in your 
neck, shoulders, and upper back. 
How: Circle your shoulders backward in a 
wide arc. Make several circles, then relax. 
Repeat 5 to 10 times, several times a day. 
You can also circle your head, slowly and 
gently in either direction, to release tension 
in your neck and upper back. 

   



For Your Thoracic Curve 
   
Middle Back Stretch 
Why: To realign your thoracic curve. 
How: Bend both elbows and press one arm 
above you (as if you're trying to brush your 
ear with your elbow) and the other behind 
you. Press as far as you can stretch. Pause 
a moment, then release. Repeat 5 to 10 
times on each side, several times a day. 

Elbow Press 
Why: To release muscle tension in your 
middle back. 
How: Bring your elbows out to the side at 
chest level. Press them gently backward as 
far as you can stretch. Pause a moment, 
then release. Repeat 5 to 10 times, several 
times a day. Try this when you feel a little 
stiff or tired. 

   

For Your Lumbar Curve 
   
Reverse the Curve 
Why: To reverse the "slouch curve" and 
release muscle tension in your lower back. 
How: For your safety, stand up. Press your 
palms on your lower back for support, and 
gently bend backward. Pause a moment, 
then release. Repeat 5 to 10 times, several 
times a day. 

Tummy Tuck 
Why: To strengthen your abdominal 
muscles. These muscles help support your 
lower back and keep it aligned. 
How: Sit with your buttocks firmly against 
the back of your chair. Exhale and tighten 
your abdominal muscles for a count of 10. 
Release. Repeat 5 to 10 times, several 
times a day. 
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