SETTING UP YOUR WORKSTATION
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Setting up your chair

Adjust height so that your hips are higher than your knees with your
feet firmly on the floor or footrest. Do not lower your chair to suit
your desk height, adjust your desk height if possible. A footrest is to
be used if the chair height has to be raised to meet the desk and
your feet cannot reach the ground.

Needed to accommodate thigh length and enable you to sit back into
the chair to gain support from the backrest. Leave a gap of about the
width of your fist between your knee and the front of the seat.

Rotates the pelvis forward which encourages the spine into an
upright posture. Make sure the chair is raised high enough to allow
the seat to tilt forward. *A forward tilt may not be suitable for certain
conditions, ask our physiotherapist for advice.

The height of the lumbar curve differs from person to person,
so adjust height to support your individual body shape.

Movement is an important part of preventing musculo-skeletal
disorders. We recommend that you do not lock your chair.
By taking the opportunity to recline in your chair (talking on
phone, etc), disc pressure is greatly reduced.

Adjust height so that elbows are supported but with shoulders
relaxed. Armrest depth should not prevent you from sitting
close to your desk.

Useful in a reclined position to allow your neck and shoulder
muscles to relax. Adjust height and depth to support you at
the base of your skull.

Setting up your desk

Most office desks are static and fixed at 72-75cm high which
may not be the correct height for you when you have set up
your chair correctly. A desk height that is too low can cause a
'C' shaped spine and musculo-skeletal pain. A desk that is too
high will cause the shoulders to 'shrug' leading to neck tension.

Sit-Stand Desk: Electronically height adjustable at the touch of
a button. The ideal solution as you can work at the desk in
sitting or standing posture. Set-Up desk: Height adjustable by
means of a peg or screw system. Desk Raisers: Sit under the
desk feet to increase height by 3cm increments.

First set up your chair using information provided. The middle
row of the keyboard should be level with the elbow (forearms
parallel to the floor). Do not shrug your shoulders to meet the
desk.
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Setting up your desktop

Set the monitor screen at arms length and at a height where the top of

the screen is at eye level. Position the screen at 90 degrees to any light
source avoiding glare/reflections. Have regular eye checks and ensure,
if you need glasses, that you select the appropriate lenses for VDU use.

When referring to paperwork, use a copyholder to position the data to
prevent prolonged periods of neck flexion.

The keyboard and mouse should be within zone of easy reach. It is
useful to be ambidextrous with the mouse so that either arm can be
rested if doing a lot of mouse work. To bring the mouse closer to your
body, a shorter (300mm) keyboard is advantageous if the numerical
keypad is not required.

Cradling the phone between you neck and shoulder causes severe
muscle tension. If you regularly use the phone, consider a headset.

Reduces the viewing distance, lessens eye strain and encourages a
balanced posture.

All the above principles apply. If using a Laptop for extended periods, a
height adjustable stand and seperate keyboard/mouse is recommended.

Suppliers of ergonomic seating, desking and accessories. Professional advice and ergonomic assessments from our chartered physiotherapists

Back2 Showroom, 28 Wigmore Street, London W1U 2RN. Tel: 020 7935 0351. www.back2.co.uk




A DAY AT THE OFFICE

Sit tall . . . don't slouch!

'ﬂ Head sits anterior to body. Neck 0
muscles support weight of head [
[ leads to tension in neck muscles.

Shoulders rounded and chest [ []
[1 muscles shortened increases the [
[1 risk of developing a work related [
upper limb disorder.

Lumbar spine slumped and knees [
above the level of hips. Leads to [
increased pressure through the
lumbar discs and excessive 1 [
ligament and muscle stretch in (1]
lumbar spine.
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Head is balanced on vertebral [ []
column. Neck muscles relaxed.

Open posture with chest leading [
[l and shoulders back creates [1 []
[ correct balance between neck, (]
shoulder and upper limb muscles.
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Lumbar spine upright and knees [
below the level of hips. Increasing [
the angle between the trunk and [
the thigh encourages the spine [1]
into an upright posture which may |
reduce and even disc pressure.
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Keep Moving!

Enforced static posture is bad. With office related
musculo-skeletal disorders on the increase, it is now
widely appreciated that movement has to be
introduced into the office scenario. It is often said
that . .

Find ways to create movement in the office
environment.
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Take mini breaks regularly - at least hourly.

Use this time to move around, change posture [
and maybe do some of the exercises shown [
opposite.

Keep mouse and telephone within easy reach, [
alternating between the left and right side may [
help alleviate tension in the neck and upper [
limbs.

If you have a free float or recline mechanism on [
your chair, use it to regularly change your [
position. This will have the effect of maintaining [
tone in the trunk muscles, improving circulation, [J
breathing and alertness.

If you have a electronic height adjustable [
workstation, use the opportunity to sit, perch or [
stand whilst continuing with your office work. If |
you have a fixed height desk try to stand up [
whenever possible. e.g. when on the phone, [
talking to colleagues.

Exercise!

These exercises will reduce the risk of developing computer related
aches and pains. They will also increase circulation, send more
oxygen to the brain, and help you stay alert.

Put the heel of your hands into your lower back. Draw your elbows back
and down. Keeping your head and neck steady with chin tucked in, lift
your chest towards the ceiling. Hold for 5 seconds. Repeat 3 times.

Rotate your head left then right, taking care to keep your eyes on the
horizon and aiming your chin at your shoulders. Use your eyes to
focus on something in the distance. Repeat 3 times.

Sitting tall, imagine you are suspended by a piece of string from the
crown of your head. Keeping eyes level with the horizon, tuck your
chin in to make a double chin. Hold for 5 seconds. Repeat 3 times.

Gently interlock your fingers, palms facing away from you. Press your
palms away from your body, gently stretching the forearm muscles,
fingers and muscles between the shoulder blades. Hold for 5 seconds.

Keep your shoulders back and lift them towards your ears, breathing
in slowly. Tighten the muscles in your shoulders and hold for 5
seconds. Breathe out as you drop the shoulders. Repeat 3 times.

Put your hands behind your neck, loosely grasped. Keep head and
neck tall. Squeeze below the shoulder blades and take elbows back,
taking care not to press on the neck. Hold for 5 seconds.

If you have a pre-existing medical condition it may be advisable to
discuss these exercises with a medical professional before starting.

Suppliers of ergonomic seating, desking and accessories. Professional advice and ergonomic assessments from our chartered physiotherapists

Back2 Showroom, 28 Wigmore Street, London W1U 2RN. Tel: 020 7935 0351. www.back2.co.uk




