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HOW TO SIT AND STAND 

 

ADJUSTING THE CHAIR AND ORGANISING THE WORKSTATION AND 
EQUIPMENT TO MEET ERGONOMIC REQUIREMENTS 

Because computers have increased productivity, it has become necessary to balance the comfort and 

health of the computer operator and the need for efficiency and productivity. Ergonomics is the study of 

the relationship between the impact on the body and the equipment and machinery used for work. 

 

ERGONOMIC WORKSTATIONS 
A workstation consists of: 

• the computer system - including monitor and keyboard 

• the desk 

• the chair 

 

When keyboarding, it is preferable to be seated.  

Look at the diagram below and consider 
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THE WORKING ENVIRONMENT 

 

LIGHTING 
Natural lighting is always preferable but is not always possible. A Front Office area, for example, is usually 

well lit. Soft overhead lighting does not create glare on the monitor but this cannot always be provided. 

Anti-glare filters can be used to reduce glare on the screen, although it is better to position monitors in 

such ways as to avoid reflective glare. 

 

TEMPERATURE 
If productivity is to be maintained, and your health and welfare to be taken into account, the room 

temperature has to be at a comfortable level. Remember that computers generate heat. Hence, the area 

around your workstation will be at a higher temperature. Ensure there is enough airflow around your 

workstation. When working in a confined area, it may be necessary to have a desk fan. 

 

AIR CONDITIONING 
Since most work areas have air conditioning, remember that the atmosphere will be drier than an area 

without air conditioning. This can lead to eye irritation and dryness. Together with the glare from a 

computer, this can result in headaches. By taking preventative measures the chance of these difficulties 

arising can be reduced greatly. 

 

APPROPRIATE POSTURE 
Refer back to the diagram relating to ergonomically designed workstations and take note of the correct 

posture when operating a keyboard. 

When keying in data for lengthy periods, the movement of the fingers over the keyboard - particularly as 

you develop speed - can result in the muscles doing repetitive movements. This can cause a number of 

different injuries to the tendons in the wrists, shoulders, hands, fingers and elbows as well as to the 

muscles in the back. The collective term given to these injuries is ‘Repetitive Strain Injury’ or RSI. 

Alternatively, you may have heard this referred to as ‘Occupational Overuse Syndrome’. 

RSI is suspected if there is any swelling or redness accompanied by pain in any of the abovementioned 

bodily areas. Like all things, prevention is better than cure. 

 

PREVENTING RSI 
Ensure your posture is always correct. As you are working, consciously think about your posture at the 

workstation until it becomes second nature. 
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Reduce the amount of time you spend doing repetitive tasks. Vary your work to include other tasks away 

from your workstation.  

Do appropriate exercises at regular intervals while you are working and if you feel any pain or swelling of 

any kind, ensure you report it to your supervisor so that treatment can commence. 

REST/EXERCISE PERIODS AND PREVENTATIVE EXERCISE 
There may be occasions when you are required to spend lengthy periods in front of the computer. You 

need to have a routine that will include periods of rest and to do a range of exercises that will enable your 

muscles to recuperate. By doing regular exercises at your workstation, you will reduce the strain on your 

muscles caused when you sit or stand in one position for lengthy periods. The exercises will also help 

reduce eye strain and the build up of stress and eye strain. 

Each half hour, take a short rest break and do two or more exercises. You will find that you are more 

refreshed and more productive. 

 



Workplace Health & Safety 1705 

 

© TRAINING INSTITUTE OF AUSTRALIA  Page 24 

 


