
© Weeklysafety.com, LLC 1

CONDUCT  ||  Chair Use
Volume 2 Issue 153

Sitting in and using a chair at work should not be dangerous, so 
don’t add unnecessary risk to a fairly safe activity.

➢ Always keep the entire base of the chair in contact with the floor. If the chair 
is wobbly, tilted, or unstable do not continue using the chair until it is fixed 
or replaced.

➢ Do not lean back in the chair by either lifting the front legs off the ground or 
forcing the back of the chair into a horizontal position. This can result in the 
chair slipping or sliding out from under you causing injury.

➢ Do not lean too far forward in the chair or sit too far forward on the edge of 
the seat because this can also result in an unexpected tip-over.

➢ Do not play pranks using anyone else’s chair and horseplay with chairs on 
wheels is prohibited.

➢ To prevent back injuries, avoid forceful twisting and turning motions while 
sitting. For example, don’t twist in your office chair to open a heavy filing 
cabinet behind you.

➢ Never run electrical cables (including extension cords) under rugs, in a high-
traffic area, or where chairs can roll over them. Cables that become 
damaged from a chair can cause electric shocks and present a fire hazard.

When it’s time to put together a brand-new office chair read the 
instruction manual first and follow all the directions for assembly.

➢ Ensure each piece of the chair is accounted for, put together 
in order, properly placed, and securely tightened.

➢ If not all the pieces were used during the chair assembly 
consult the instruction manual again because a leftover part 
may mean the chair you just built is incomplete and unsafe.

➢ Once the chair is assembled and upright, make sure all the 
legs/wheels are in stable contact with the floor.

➢ Before sitting in any newly assembled chair for the first time, double-check 
each wheel to ensure that they are all fully inserted into the base and 
securely attached.

➢ If the chair has a tilting function, make sure it is tight enough for a controlled 
motion so the first try in the new chair doesn’t send you flying backwards.
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Always select chairs with a five-legged base as the safest choice with the 
strongest foundation. Chairs with four or fewer legs at the base may provide 
inadequate support and are more prone to tipping.

Every six months, or on a regular basis, make sure to check the chair you are 
using for wear and tear or damage.

➢ Tighten-up any parts that have come loose and replace any parts that have 
become worn out. Do not use any chair that is not safe any longer! Do not 
pass around a damaged chair because it seems funny.

➢ If you don’t know what the procedure is to get a chair removed from the 
work area or replaced if a new one is needed, please ask.

OFFICE CHAIRS ARE NOT STEP STOOLS. 

Do not use any office chair as a ladder. It may be tempting to step 
on a chair to save time, but it is not safe.

➢ Never place any kind of step stool or ladder on an office chair 
(or anything else!) to gain additional height for the ladder.
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