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Presenter
Presentation Notes
The State ADA Coordinator’s Office facilitates a coordinated approach toward disability rights compliance for executive branch agencies. Each division and department has an ADA coordinator to ensure that people with disabilities have equal opportunity and nondiscrimination in jobs and services. I work in Department of Administration, Division of Personnel, with the Equal Employment Opportunity Program.Ergonomics may be used for people with disabilities or without disabilities. Each person is different in how they work and the conditions or equipment they work with. This presentation provides postures that will work with a wide range of tools and office furniture. Supervisors, human resource professionals, and ADA coordinators may be acquainted with additional resources to aid employees in managing their ergonomics needs.



Disclaimer 

The material presented during this session is for 
informational purposes only. Neither the content 
nor the delivery of the content is or shall be 
deemed to be legal advice or legal opinion. The 
audience cannot rely on the content delivered as 
applicable to any circumstance or fact pattern.  
The information provided is not a substitute for 
professional legal advice, and is not binding on the 
ADA Compliance Program or the State of Alaska.  

Presenter
Presentation Notes
This disclaimer is obligatory. Your agency is subject to various laws that may go beyond ADA requirements. You are advised to consult legal counsel for disability issues.



Basic = Non-medical 

• This basics session is to aid with application of 
basic office ergonomics principles, and should 
not be construed as providing medical advice.  

• Participants are advised to consult an 
ergonomics professional, occupational or 
physical therapist, or other medical 
professional(s) regarding medical issues.  
 



Overview  
• Neutral postures  

• Ergonomics settings  
- Chair      - Desk  
- Monitor  - Keyboard 
- Mouse    - Peripherals 

• Exercises  

• Resources  



Neutral Postures in Office Environments 

Neutral postures 
can make 
workstations 
more comfortable 
by minimizing 
stress on the 
musculoskeletal 
system.  
 

 

Source of pictures and drawings: Occupational 
Safety and Health Administration  

Presenter
Presentation Notes
Not everyone has a chair with a forward tilt or other features. This presentation aims to aid workers with the appropriate postures for the equipment they have. Neutral postures work with the body’s natural alignment, and reduce strain on joints, tendons, nerves and muscles.Each person will need to decide what works best for them on an ongoing basis. A worker should take an active approach toward maintaining healthy postures.Almost all of the pictures provided in this presentation are from the Occupational Safety and Health Administration website on office ergonomics. The information contained in this presentation is from a wide variety of sources. Most of these sources are linked on the accompanying Office Ergonomics Job-Aid, which is also available on Alaska.gov/ADA, and toward the end of this presentation. 

https://www.osha.gov/SLTC/etools/computerworkstations/positions.html
https://www.osha.gov/SLTC/etools/computerworkstations/positions.html


Chair Settings 

• Adjust chair 
height to keep 
feet flat on the 
floor or on a foot 
rest.  

• Adjust back 
height to support 
lumbar and curve 
of the spine.  
 

 



Chair Settings  

• Slide seat pan to a 
couple inches behind 
the knee. 

• Tilt back 100°-110° to 
keep an upright, but 
slightly reclined 
posture.  

• Set arm rests to elbow 
height. Retract or 
remove them if they 
restrict movement. 
 



Chair Positions 

When 
• Upright, keep the seat 

horizontal to the floor. 
• Declined, raise the chair a 

few inches and slope the 
seat forward about 8°.  

• Reclining, recline the seat 
back 10°-20° and extend 
feet slightly. Avoid neck 
strain. 

 



Desk 

• Avoid contact stress: Set 
about an inch or two below 
bent elbows and use a wrist 
rest. 

• If desk height is fixed, try 
elevating your seat by  

– using a declined position, or 
raising the chair height and 
using a foot rest. 



Monitor 

• Angle perpendicular to 
sunlight or adjust blinds.  

• Favor one monitor and 
use the other less 
frequently.  

• Center on body 20 to 40 
inches away.  

• Set top of screen at eye 
level.  

 



Keyboard 

• Set keyboard tray at elbow 
height on tray or desk. 

• Move keypad to center of 
body (use the “B” key).  

• Retract lifts (“feet”).  
• Angle tray forward 5-10° 

for ideal setup. Or use flat 
setup.  

• Rest wrists lightly on a wrist 
rest when not typing.    

Too Far  

Too close 

Angle up may stress wrist 



Mouse 

• Place mouse on same 
surface as keyboard. 
 

• Switch hands when 
mousing to reduce stress. 
 

 
 
 
 
 
 
 

 
 
 
 
 
Upper – appropriate 



Peripherals 

• Place most used items within 
reach.  

• Wear headset while on the 
phone for long periods.  

• Set document holder in front 
of the monitor at a 35° angle, 
or alongside the monitor. 

• Organize reference materials 
for easy access.   

• Store items with adequate 
maneuvering space, inside 
pull-out drawers or on shelves.  
Place heavier items lower 

 



Exercises 
(Consult a health care professional before attempting exercises.)            
Perform every 20 minutes to one hour: 
• Look away from the monitor into the distance.  
• Vary tasks and seating positions to avoid repetition.  
• Stretch using shoulder shrugs, neck rolls, ankle 

rotations, leg and arm extensions, hand-shakes, & 
finger spreads.  

• Remember to keep an upright posture with shoulders 
back. 

• Relax and/or stand briefly to relieve hands, posture  

Presenter
Presentation Notes
A medical provider once told me to think like an athlete while sitting at a desk, to be mindful of the postures I’m using and relax. This would apply to the action of sitting upright, keeping shoulders back, and typing lightly. Another professional said I could keep a post-it note at my desk to remind me to relax, exercise, and keep an upright posture. The accompanying job-aid serves that purpose. 



Chair 

Presenter
Presentation Notes
This office chair has settings for back tilt, height, and seat tilt features. It also has an adjustment for seat pan slider and tension, and a raise/lower lumbar support.Note that the arms on this chair have been removed because they may interfere with movement at the desk or keyboard. Some chairs also have the option to pull the arm rests out from the chair when they are not in use.  



Upright - Desktop 

Presenter
Presentation Notes
This shows how I position my keyboard for use on the desktop. Sometimes people prefer to use this position need to look at their keyboard because they are not touch typists. 



Upright 

Presenter
Presentation Notes
This is the upright position as indicated by a 90 degree angle of chair and keyboard tray. Note how my legs slope down slightly from the chair to the floor. The seat pan is a couple inches shy of the break in the knee, and I am using the back support to remind myself of an upright posture. I use the phone and take notes regularly, so these are off to the left in my “primary area” and my working files are to my right in the “secondary area”.



Inclined 

Presenter
Presentation Notes
Note that there is an inch or two rise in the height of my chair to compensate for the downward slope of the chair, so my feet are flat on the floor. I also tilted my keyboard tray forward at a similar angle to my chair. My back is resting lightly on the chair, so as not to cause too much stress on my back muscles. At first some people say this posture makes them feel like they are going to "launch" from the chair. With adequate support along the seat pan I find this posture helpful.Sometimes, instead of making the adjustment to this posture, I "perch" over the front of my chair by folding my legs under the chair. This has the effect of straightening my back and shoulders, while relieving pressure on my lower back.



Reclined 

Presenter
Presentation Notes
I don’t use this posture on a regular basis, only in brief periods when I need a change from other postures, or while I have visitors. If I have to actively work at my desktop it would cause too much strain. Or if I use this posture too long it might cause strain on my neck and/or shoulders.  I need to bring down the height of my chair and tilt it back, and tilt my keyboard toward me. 



Standup – Upright 

Presenter
Presentation Notes
While this picture shows a keyboard tray at a 90 degree angle for an “upright” posture, it may also be possible to tilt the tray forward for an “inclined” keyboard, or to place it on the desk. 



Resources 

State ADA Coordinator’s Office  
Occupational Safety and Health Administration 
National Institute for Occupational Safety and 
Health 
Job Accommodation Network 
Computer/Electronics Accommodation Program  
USDA Target Center  
Washington State Department of Labor and 
Industries 
Cornell University Ergonomics Web 

http://www.alaska.gov/ada
https://www.osha.gov/SLTC/etools/computerworkstations/
http://www.cdc.gov/niosh/mining/UserFiles/works/pdfs/2011-191.pdf
http://www.cdc.gov/niosh/mining/UserFiles/works/pdfs/2011-191.pdf
http://askjan.org/topics/ergono.htm
http://www.cap.mil/
http://www.dm.usda.gov/oo/target/
http://www.lni.wa.gov/Safety/Topics/Ergonomics/
http://www.lni.wa.gov/Safety/Topics/Ergonomics/
http://ergo.human.cornell.edu/


,... State of Alaska myAiaska My Government Resident Business in Alaska Visiting Alaska State Employees 

. Al<t\ka Dcp;trtmcnt of Admlllt\lrJtton 

~~~) ADA Compliance Program 
Home Request Access or Accommodat ion Contact 

My Role Is About the Office Resources 
Oepa.rbnent of Administration > State ADA Coordinator > Home 

State ADA Coordinator's Office Information 

--+ Accommodation Resources 

Working to Make Alaska Modern and Accessible ADA Coordinator Contact 

Facilities Access 

The Americans with Disabili ties Act (ADA) compliance program coordinates statewide implementation of 
disability rights taws to ensure people with di sabili ties have access to jobs and services within the 
executive branch of state government. Administrati ve Orders 262 and 129 establish the ADA compliance 
program and set the contro[ing poticies in regard to disability issues . 

Information Access 

Recreation Access 

News and Highlights 

Tools 

Request Access or Reasonable Accommodation 
• Employee 
• Member of the Public 

Effective Communication 

File a Complaint 

--+ Forms and Guidance 

Training 

Resources 
My Role Is 

• Member of the Public 

• Get/learn about access 
• Get/learn about Reasonable 

Accommodation 
• File a comptai n t 

• Employee or Supervisor 
• Human Resources 
• Service Provider 
• Procu rem en t 

• Facilities 
• ADA Coordinator 
• Web, Content, or IT Professional 

Hot Topics 
• Mobiti ty Devices Guidance 
• Effecti ve Communication Guidance 
• U.S. DOJ Proposed Rule on ADA Amendments 

Act 
• Ergonomics Job-Aid (PDF) 
• News and Highlights 
• Accommodation Resources 
• Accessible Recreation Facilities 
• Training 
• Forms and Guidance 
• Accessibile Facilities 

Contact Us 
• State ADA Coordinator 
• Department ADA Coordinators 

Presenter
Presentation Notes
The accompanying “Office Ergonomics Job-Aid”  is a quick reference for the principles mentioned in this presentation. 

Presenter
Presentation Notes
The accompanying “Office Ergonomics Job-Aid”  is a quick reference for the principles mentioned in this presentation. The most recent version of the job aid can be accessed via Alaska.gov/ADA on the home page, under Accommodation Resources, or Forms and Guidance. The current February 13th version is also available in the PDF of this presentation. 





Auxiliary aids and services are available upon request for individuals with disabilities. Visit www.Alaska.gov/ADA.           OfcErgoAid121613jb  

Office Ergonomics Job-Aid     (12/16/13) 
Make your workstation work for you!  
Consult a health or ergonomics professional for individual needs.   

Neutral Postures in Office Environments Upright Declined   
Neutral postures can make workstations more comfortable by minimizing 
stress on the musculoskeletal system. Although each office worker’s 
needs are different, experts usually recommend the two arrangements to 
the right. The “upright” position shows the seat and keyboard tray 
horizontal to the floor, whereas the “declined” position tilts them forward 
at a negative slope. A worker can also achieve neutral postures while 
standing using similar desktop/keyboard arrangements. A reclining 
position may be used with the keyboard tray flat or at a slight incline.  

Ergonomic Settings, Exercises and Resources  
Chair 
Adjust chair height to keep feet flat on the floor or on a foot rest.  
Adjust back height to support lumbar and curve of the spine.  
Slide seat pan to a couple inches behind the knee. 
Tilt back 100°-110° to keep an upright, but slightly reclined posture.  
Set arm rests to elbow height. Retract or remove them if they restrict movement. 
 

Positions – When:  
Upright, keep the seat horizontal to the floor. 
Declined, raise the chair a few inches and slope the seat forward about 8°.  
Reclining, recline the seat back 10°-20° and extend feet slightly. Avoid neck strain. 

 

 

 

 
Desk  
Set about an inch or two below bent elbows. If desk height is 
fixed, try elevating your seat by  

- using a declined position, or 
- raising the chair height and using a foot rest. 

Monitor  
Angle perpendicular to sunlight or adjust blinds.  
Favor one monitor and use the other less frequently.  
Center on body.  
Set top of screen at eye level.  

Keyboard and Mouse 
Set keyboard tray at elbow height on tray or desk. 
Move keypad to center of body (use the “B” key).  
Retract lifts (“feet”).  
Angle tray forward 5-10° for ideal setup. Or use flat setup.  
Rest wrists lightly on a wrist rest when not typing.    
Place mouse on same surface as keyboard. 
Switch hands when mousing to reduce stress. 

Peripherals  
Place most used items within reach.  
Wear headset while on the phone for long periods.  
Set document holder in front of the monitor at a 35° 
angle, or alongside the monitor. 
Organize reference materials for easy access.   
Store items with adequate maneuvering space, inside 
pull-out drawers or on shelves.  Place heavier items lower. 

Exercises 
(Consult a health care professional before attempting exercises.)            

Perform every 20 minutes to one hour: 

Look away from the monitor into the distance.  
Vary tasks and seating positions to avoid repetition.  
Stretch using shoulder shrugs, neck rolls, ankle rotations, leg 
and arm extensions, hand-shakes, & finger spreads.  
Remember to keep an upright posture with shoulders back. 
Relax and/or stand briefly to relieve hands, posture, etc.  

Resources 
State ADA Coordinator’s Office  
Occupational Safety and Health Administration 
National Institute for Occupational Safety and Health 
Job Accommodation Network 
Computer/Electronics Accommodation Program  
USDA Target Center  
Washington State Department of Labor and Industries 
Cornell University Ergonomics Web 

  

http://www.alaska.gov/ADA
http://www.alaska.gov/ada
https://www.osha.gov/SLTC/etools/computerworkstations/
http://www.cdc.gov/niosh/mining/UserFiles/works/pdfs/2011-191.pdf
http://askjan.org/topics/ergono.htm
http://www.cap.mil/
http://www.dm.usda.gov/oo/target/
http://www.lni.wa.gov/Safety/Topics/Ergonomics/
http://ergo.human.cornell.edu/
jcburke1
Sticky Note
Please visit www.Alaska.gov/ADA for the latest version of this job-aid. My thanks go to the team in Personnel for their help with this quick reference, especially Jessica Quintero.



Contact 

Jason Burke 
State ADA Coordinator 
10th Floor State Office Building  
Juneau, Alaska 99801 
(907) 465-6929 (v/tty) 
jason.burke@alaska.gov    
www.Alaska.gov/ADA  
 

mailto:jason.burke@alaska.gov
http://www.alaska.gov/ADA
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