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It is recommended that you follow the above comfort tips to 
avoid placing additional stresses on your neck, shoulders, 
arms, hands/wrists, or back. Proper workstation layout, 
including adjustments of chair/computer and keyboard, will 
allow for a safe, comfortable work environment leading to a 
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Use a document holder
while typing information

Do not over-stretch your 
fingers while keying, use a 
wrist pad during typing
pauses

Minimize glare on your screen

Top of screen
at eye level

Keep your head
upright, facing forward

Relax your shoulders

Sit up with your  chair
slightly tilted back

Keep your elbows at
side, at 900 angle and
your wrists straight

Keep your thighs
approximately
parallel to floor

Rest your feet firmly
on floor or footrest

Keep backs of your knees 
slightly away from chair

Use a light touch on
keyboard, keep your
keyboard at elbow-
height

Use a document holder 
while typing information.

Do not overstretch your 
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a wrist pad during typing 
pauses.

Use a light touch 
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from chair.
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Minimize glare on your screen. ����������
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facing forward.

Relax your shoulders.

Sit up with your chair 
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your wrists straight.
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Comfort Tips for the Office
Top of screen 
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eye level.
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The information contained in this document was obtained from sources that to the best of the writer’s 
knowledge are authentic and reliable. Arthur J. Gallagher & Co. makes no guarantee of results, and 
assumes no liability in connection with either the information herein contained, or the safety suggestions 
herein made. Moreover, it cannot be assumed that every acceptable safety procedure is contained herein, 
or that abnormal or unusual circumstances may not warrant or require further or additional procedures.


