
• Try to stretch after spending periods of time in static postures (i.e. carrying, driving, sitting).

• Try to stretch after completing repetitive movements (i.e. lifting, collating, marking).

• Break up task by alternating heavy work with other work tasks, which don’t require repetitive 
movements or maintained postures.

• Take regular stretching breaks (3 to 5 minutes every hour).

• Hold stretches for 10 seconds.

• Stretches should feel comfortable. If you do feel pain, discontinue and consult your doctor/physio.

Upper back Stretch

Place hands
behind your head
and open your
elbows to the side
as far as you can.

Shoulder stretch

Stretch arm across front
of body, cradle elbow
with hand and gently
pull elbow towards
opposite shoulder. Avoid
twisting.

Lower back stretch

Support lower back with hands
and lean backwards while lifting
chest. Relax and return to
starting position.

Shoulder stretch

Stretch arm above head,
cradle elbow with hand
and gently pull elbow
behind head.

Wrist stretch

Standing with
your arms down
in front of you,
make a soft,
loose fist with
your right hand.
 Keeping your
elbow straight,
bend the wrist
and fingers so this hand is within your left hand
so that you feel a stretch in the front of the
forearm – count to 10.  Change arms and repeat
3 times with each hand.

Chest stretch

Grasp hands behind back,
push chest out and push arms
upwards and backwards.

Neck stretch (Pendulum)

Lean left ear towards your
shoulder without moving
your shoulder. Repeat with
right.
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There are three natural curves in your spine: cervical, thoracic and lumbar.
Correct posture maintains all three curves, preventing undue stress and strain
by ensuring your body is in its proper alignment and distributing body weight
evenly. Incorrect posture places stress on the muscles in the back, neck and
upper shoulders, eventually resulting in musculoskeletal strain and subsequent
discomfort and pain. When awkward postures are repeated or held for
extended periods of time the risk of injury is increased.

It is recommended that laptop use be restricted to short periods of time.  If
using for long periods (i.e. over 2 hours) then it should be used with a docking
station and normal monitor.  If this is not available it is recommended that
the laptop be used with an external keyboard and mouse, and the monitor
be placed at the correct height ( i.e. top tool bar at eye level).  All other
postures and movements are as for normal computer use.

• Organise your time so that you are not sitting for long periods in a static posture.

 • Take regular stretch breaks or alternate marking duties with other non sedentary duties.

• Consider the pen/pencil you are using e.g. soft lead pencil or free flowing pen, thicker circumference
or pen/pencil grips to reduce small hand muscle fatigue.

• Be aware of your posture - especially your hands, wrists, shoulders and neck.

• Ensure your back is well supported at the correct height (as for setting up your workstation).

• All items should be placed within your optimum reach sector to avoid over reaching, twisting 
or turning.

• Place your work onto a slopeboard or an A3 file to bring the work closer to you.

Lighting for computer/desk work should be considered, as improper
lighting can cause problems with eye strain, headaches and general
fatigue.

• Alter the position of the monitor to avoid glare/reflection on the 
screen.

• Shield light sources.

• Ensure light levels are sufficient.

• It important to rest your eyes periodically. Look up and away 
from the screen and focus on a distant object (more than 
3 metres away).  Shift vision back to your work and refocus.

• Include some eye exercises in your regular stretching regime.
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Important points to consider

This guideline is designed to prevent discomfort and muscular strain when staff are working at their
computer or workstation, whether at home or in the office. It outlines how you should set up your
workstation, how you should be seated and some points to remember when managing your workload.
The staff from EduSafe are available for consultation to assess your individual needs. Please contact
us if you are experiencing any symptoms.

A good posture is one in which you are comfortable and well supported by correctly adjusted
furniture.  It reduces muscle strain and fatigue.

• Adjust your chair so the elbow tips are at the same level as the lower row of keys.

• Ensure your feet are well supported (on floor or footstool) with your thighs parallel to the floor.

• Adjust the height of the chair backrest to support  your lumbar curve.

• Adjust the seat depth of your chair so you are firmly supported by the back rest (if the chair is 
pushing against your calves you may need a smaller chair – please contact EduSafe).

• Adjust the top toolbar of your computer monitor to the level of your eyes unless you are wearing
graduated lenses. In this case you need to ensure you are not extending or flexing your neck 
significantly–please contact EduSafe for advice.

• Position the monitor approximately an arms length away.

• Use  a  document holder to view hardcopy documents.  Place
the document holder adjacent to the monitor or between the 
keyboard and the monitor so it is just an eye flick to view the 
document.

• Ensure symmetrical posture (e.g. have keyboard and monitor
directly in front of you).

It is important to maintain the health of your muscles by taking regular breaks from static posture and
repetitive activities.  A break of 3 – 5 minutes is recommended every hour.  Incorporate some stretches
into your daily routine (see over).

• Use the mouse as close to the keyboard as possible and hold lightly with your thumb, fourth 
and fifth fingers. Keep wrist in alignment with arm and use arm muscles instead of wrist movements.

• Keep frequently used items (e.g. pens, telephone, calculator) close to you to avoid overreaching.

• Avoid leaning below desk level to retrieve items.

• Avoid stretching up over desk from a sitting position to retrieve files.

• Change posture regularly – organise your day to perform a variety of tasks.

• Avoid neck flexion and leaning over your work. A slope board or large A4 file can be used to 
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