Home Office
Worker Guide

Give Your Body What it Needs… And Still Get Your Work Done.

To encourage good posture and movement, you
need to ensure you are sitting safely, interrupting your
seated work regularly and moving well.

MoveSafe® promotes 3 Main Elements for all workers
to minimize the risk factors for injury.

Prepare & Maintain
Your Body

Prepare Your
Work Area &
Equipment

‘Big 3’ Safe
Posture and
Movement

The following risk factors are commonly encountered in a
standard seated work environment and over time can lead to
discomfort or even injury.

Musculoskeletal Injury (MSI) Risk Factors.
● Awkward Posture
● Static Positioning
● Repetitive Motions
● Contact Stress
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Prepare and Maintain
Your Body
Move your body early and often! The key to avoiding
static positions and repetitive movement risks is to
interrupt your work postures regularly and implement
recovery movements.
Try the following:
Prepare for Work

Optimize Your Equipment

● Perform some warm-up
exercises before starting
work.

● Try to find a supportive chair.
If you don't have a wheeled
office chair, use cushions or
pillows to improve support.
● If possible, consider bringing
your work keyboard and
mouse home with you.

● Take your body through a
healthy range of motion
before a day of sitting.

Get Away From Your Desk Move Often
● Change locations during
the day for a change of
position or scenery.
● Go for a walk around
the block

● Stand to perform interrupt
exercises at least hourly.
● Implement frequent upper
extremity microbreaks,
such as resting on the sides
of the hands.

Look for any movement opportunities throughout
the day!
Learn more about Preparing and Maintaining the
Body in seated work environments:
https://vimeo.com/123977564
Perform some of the exercises on the next pages
to help give your body what it needs, while still
getting your work done!
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ACTIVATE AND REFRESH SHOULDERS

10s
2x

10x

10x

Shoulder Rolls

Anti-Slouch Stretch

Shoulder Hinges

Do ten (10) full range circular
shrugs backwards. Keep
your arms relaxed at the side
of your body and make the
movements only with your
shoulders. Keep head
back with chin slightly
tucked.

Extend arms, thumbs
pointing back. Squeeze
shoulder blades together &
down, while raising crown of
head up. Keep chin tucked,
don’t look up. Hold ten (10)
secs and do twice.

Touch your elbows
together in front of chin
with fingers behind ears,
then open elbows and
squeeze shoulder blades
together. Keep your head
still. Repeat ten (10) times.

RESET SPINE AND ENGAGE CORE

3s
5x

3s
3x

Back Extensions

Posture Check

Standing Side Bend

Place hands in low back and
gently extend back, or reach
arms up behind head. Hold
the extended position for
three (3) seconds, return to
upright. Repeat five (5) times.

Stand tall, and lightly tense
muscles between shoulders.
Pull head back and tuck chin
slightly. Check position by
placing a fist snugly
between chin and chest.

Stand with feet apart,
one hand on hip. Reach
other hand up and slightly
across mid-line, as you
gently bend to the side.
Repeat 3x on each side.
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RELEASE TENSION

10s
2x

10s
2x

10x

Neck & Shoulder Stretch Forearm Massage
Reach down with shoulders
anchored. Tip ear to shoulder
for 2 breaths, then look down
at your hand for two breaths.
Then turn your ear towards
your chest and look slightly
up for 2 breaths. Repeat 2x on
each side.

Forearm Stretches

Grasp forearm muscle with
a firm grip and repeat 10
rotational movements as
if throttling a motorcycle.
to perform a deep tissue
massage.

Hold one arm out with your
elbow straight and palm
up. Gently bend your wrist
down. Then turn palm down
and press on back of hand,
bending hand down. Hold
each position10 seconds
and repeat 2 times on each
arm.

RELEASE TIGHT HIP MUSCLES AND REVERSE POSTURE

20s
2x

20s
2x

10s
3x

Seated Figure 4

Seated ‘Why Me’

Hamstring Hinge

Sit upright and rest right
ankle across left knee.
Hinge forward slightly
keeping head and chest
upright. Gently press right
knee towards the floor. Hold
20 secs, do twice on each
side.

Lean back and spread arms
wide, feeling the stretch
across the chest. Close your
eyes and take three (3) deep
breaths. Do three (3) times.

Sit on front edge of chair
with one leg out straight,
heel on ground, toes pulled
up. Hinge forward at hips to
feel stretch in back of leg.
Hold 20secs and do twice
on each side.
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Setting up Your Workstation - Home
MoveSafe
Office BIG 3

Stable Base: Feet supported on floor or footrest, sit all the way back in chair, thighs evenly supported by chair seat pan.
Hinge at Hips: Tuck close. To lean or reach forward, hinge at the hips while maintaining a neutral 3-curve spine posture.
Shoulders Anchored: Shoulders supported against chair backrest, head balanced over shoulders, arms relaxed at sides of body.

Feet Supported

Work Spaces

• While best to work at a desk, you may want change locations
during the day for a change of position or scenery.
• Whatever the location (desk, island, couch, etc.) basic
principles can still be maintained. take a moment to check-in:
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o Do I have a stable base?
o Are my keyboard and mouse encouraging my arms to
be relaxed and my shoulders anchored?
o Are my screen(s) at a reasonable height and distance?

Monitors & Screens

• While sitting back and well supported in your
seat, adjust your screen(s) so that the top of
the screen(s) are at or slightly lower than eye
level and roughly arms distance away.

1

• Choose a seating solution that is an appropriate height so that your
feet are firmly supported on the floor. If needed, use a footrest, box,
folded towels or other item to support your feet.
• Your hips should be slightly higher than your knees.

Backrest Position
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• Sit so you are supported in an upright and slightly
reclined position

• Consider adding a small pillow or rolled towel to
provide additional lumbar support ,if needed.
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• Keep shoulders relaxed and elbows near sides, of
body with wrists straight.

• As needed, use books, boxes or risers to raise
your screen(s).
• Position the monitors to minimize neck rotation.
• Take breaks from the screen. Every 20 minutes,
take 20 seconds to look at something 20 ft away.

Arms at Sides
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Keyboard and Mouse
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• Limit reaching by having your devices (keyboard,
mouse and phone) within arms reach.

Other Considerations

• Position yourself and equipment to a height so that the keyboard and
mouse are level with your relaxed elbow height.

• Around windows, position yourself perpendicular or adjust blind position
to reduce glare.

• To reduce reaching, have your keyboard & mouse near the front of the work surface.

• Working from home can provide challenges office supplies and
resources are limited. Creative solutions may be applied, such as:
o Use ironing boards, or even saw horses with a plank of wood to
create a desk.

• In other cases supporting your keyboard and mouse on a firm surface
directly on your lap will have them at the correct height.

• If working on a laptop, try to use a separate keyboard & mouse.

• If possible, consider bringing your work keyboard and mouse home with you.

• Even with good posture, incorporating movement and changing
positions throughout the day is essential.

Give Your Body What It Needs Today...And Still Get Your Work Done!
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Prepare Work Area
& Equipment
Optimizing the fit of your work area, tools and equipment
will make it easier to implement ‘Big 3’ positions and
movement habits and will reduce the workload for your
body.
● Use the Setup Guide. Refer to the workstation setup guide on the
previous page to guide you in the appropriate adjustment of
common workstation equipment.
● Become a Chair Expert. If you have an adjustable chair, take the
time to learn the features and functions as this is the most
important of your workplace tools. Use the video below to
guide you towards good seated support.
● It Is Up To You! You spend a significant amount of time at your
desk – make the investment in your own health to learn how to
properly adjust your equipment!
Learn more about Preparing the Work Area &
Equipment in office environments. Although the
equipment in your home office may be different, the
principles are the same:
https://vimeo.com/123977854

Healthy Posture & Movement
(the ‘Big 3’)
MoveSafe® has distilled healthy posture and movement
into 3 simple principles called the ‘Big 3’. The ‘Big 3’ are:
1. Wide, Stable Base
2. Hinge at the Hips
3. Shoulders Anchored
Learn more about ‘Big 3’ in seated work
environments:
https://vimeo.com/123978069
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MoveSafe® Fundamentals

BIG 3

3

Shoulders Anchored

Anchor shoulders against
chair, keep head balanced over
shoulders and arms supported
at sides of body.

2

Hinge at the Hips

To lean or reach forward,
hinge at the hips while
keeping shoulders anchored.

1

Stable Base

Support feet on the floor or footrest,
sit all the way back in the chair with
legs supported by the chair seat pan.
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Common Activities
When we use our body the way it is designed to be
used, every movement we make during the day makes
our body stronger and healthier. Use the information
below to train yourself on proper body movement for
common activities.
Cell Phone & Mobile Device Use.
● Hold your phone up where you can see it to
avoid hunching or dropping your head forward.
● Interrupt to stretch hands & thumbs often.
● Use voice dictation to minimize hand activity.
● Use 2 hands or hold phone in 1 hand and use
index finger of other hand if you must type.

Bending
● Hinge at the hips, maintaining
a stabilized, neutral spine.

Lifting

● Keep shoulders anchored
(and head aligned with torso)
by lightly tensing the muscles
between your shoulder blades
and sliding each shoulder
blade down towards its
opposite back pocket.

● Maintain a wide, stable base.
● Hinge forward at the hips with a stabilized,
neutral spine.
● Anchor shoulders, keep load close.
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9

Driving
Review your vehicle set-up to make sure you can
maintain the seated ‘Big 3’. Keep these MoveSafe®
tips in mind:
● Arm Position. A lower hand position on the wheel
reduces shoulder and upper back strain by
keeping elbows at your sides.
● Release Your Grip. When stopped, let go of the
steering wheel to reduce static gripping.
● Blood Flow. Contract and relax your glutes
regularly to keep the blood flowing on long
drives.

● Take a Break. Stop and get out to do interrupt
stretches at least every 2 hrs.

Household Activities
Incorporating MoveSafe® principles into all aspects of your
work, home and leisure activity will result in improved strength,
function and overall quality of life.
Share the information in this booklet with your friends and family
so everyone can benefit from a MoveSafe® lifestyle!
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