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1. OBJECTIVE AND SCOPE

[bookmark: _GoBack]Display Screen Equipment is one of a number of health and safety standards forming the Trust’s written arrangements in compliance with general duties under the Health and Safety at Work etc. Act 1974.   

This standard outlines the arrangements in place to reduce the risks associated with persons who work with computer display screens, in compliance with the Health and Safety (Display Screen Equipment) Regulations 1992.           

2. RESPONSIBILITY

The Senior Management Team are responsible for ensuring the arrangements in this Standard are fully implemented within their areas of control.

Operational responsibility belongs to managers who must ensure that where required, arrangements are in place to manage the risks associated with DSE equipment, including the provision of trained employees to carry out assessments in areas under their control.
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1. INTRODUCTION

This Standard has been reviewed to ensure continued compliance with the Trust’s Health and Safety Policy and with regulatory requirements, primarily under the Health and Safety (Display Screen Equipment) Regulations 1992 (as amended in 2002).

These Regulations make certain provisions designed to protect users from ill- health or injury as a result of using Display Screen Equipment (DSE).

The principal health risks associated with DSE work are musculoskeletal problems and visual fatigue. Whilst the risks to individual users are often low, they can still be significant if good practice is not followed.

Nominated employees within each Section of the Trust, where employees are habitual users of DSE, must be trained to carry out DSE assessments and employees given adequate information on how to eliminate or reduce any health risks.

The work routine of employees who habitually use DSE should be organised so as to break up periods of continuous DSE work as far as reasonably practical.

DSE users will be entitled to appropriate eye and eyesight tests where specifically necessary for DSE work, with vouchers being provided for the purchase of glasses where required.

In summary, the procedure for the reduction of risks relating to the use of display screen equipment (DSE) is to:

· Identify the number of DSE users in the workplace
· Consider the work routine of users
· Assess workstations appropriate to any identified risks
· Provide DSE assessor training to nominated employees
· Provide information to DSE users to reduce any risks
· Provide eyesight tests for DSE use where necessary

2. DUTIES AND RESPONSIBILITIES

The Trust is responsible, as far as is reasonably practicable, for ensuring the health, safety and welfare of all employees and others who may be affected by Trust activities. The following key roles have specific duties in relation to employees who are DSE users.

2.1 Managers 

Managers will ensure all employees engaged in DSE use have been provided with suitable and sufficient information, training and equipment to do so safely and without risks to their health.



2.2 Employees

Employees must follow the guidance provided in this standard or any recommendations made by trained DSE assessors, to ensure that their workstations are set up correctly, as far as reasonably practical.

3. DEFINITIONS

3.1 Display Screen Equipment (DSE) and Visual Display Unit (VDU)

DSE and VDU are different terms for the same thing; they both refer to any graphic or alphanumeric display screen, regardless of the process involved, for example:

· Flat panel screens
· Touch screens
· Screens mainly used to display line drawings, graphs, charts or computer- generated graphics
· Laptops and handheld computers
· Portable communication devices
· Non-electronic display systems such as microfiche

3.2 Workstation

The workstation is the collective term for all of the equipment in the working environment including:

· The screen and keyboard
· Other parts of the computer and its accessories: such as the mouse or other input devices
· The desk, chair, printer, telephone or other items peripheral to the DSE

3.3 DSE Users

A user is defined as a full or part time employee that habitually uses DSE for a large proportion of their normal work and is:

· At their normal workstation
· Working at a shared workstation (hot desk)
· Working from home
· At another employer’s workstation

It is generally considered that a DSE user:

· Uses DSE continuously or near-continuously for spells of an hour or more at a time and is dependent on DSE for the work they do
· Uses DSE in this way more or less daily
· Has to transfer information quickly to, or from, the DSE
· Needs to apply high levels of attention and concentration

4. HEALTH HAZARDS

[bookmark: _Toc454366043][bookmark: _Toc533154511]4.1 Work Related Upper Limb Disorders (WRULD)

The most common health condition associated with DSE use is musculoskeletal disorders and specifically upper limb disorders. For example, arm, hand, shoulder or neck pain which may range from temporary fatigue or soreness to chronic soft tissue disorders; such as tendonitis or carpal tunnel syndrome.

4.2 Cross-infection in shared workstation

Shared workstations or “hot-desking” can increase the risk of cross-infection where good standards of personal and workstation hygiene are not observed.

Effective personal and workstation hygiene are key factors in mitigating the risks from cross-infection within the workplace and minimising the spread of infections such as COVID-19 and other common illnesses.

In all workplaces, anti-bacterial desk wipes or sprays must be provided, which can be used to clean desks, screens, keyboards, telephones etc. before and after use.

Additionally, hand sanitisers are provided in Trust workplaces and all employees should practice good hand hygiene at all times.

4.3 Eyes and eyesight

Medical evidence shows that DSE use is not associated with permanent damage to eyes or eyesight nor does it make existing conditions worse. However, because of the duration of DSE work and the use of specific eye focal ranges, some users may experience temporary visual fatigue, leading to a range of conditions; such as, sore eyes, impaired visual performance and headaches.

4.4 Other alleged health effects

There have been concerns that the use of DSE is linked to other health effects such epileptic seizures, radiation and increased risks to pregnant women. Current medical information based on research finds no evidence to support these concerns.

5. DSE ASSESSMENT

All managers are responsible for ensuring that DSE workstations within their area of control, including those of home workers, are suitably and sufficiently assessed.

There is no requirement to carry out a full DSE assessment for every workstation; assessments should be carried out based on the principles of risk assessment and where specific risks to individuals have been identified.

Each individual DSE user should be asked to carry out a self-assessment of their own workstation, referring to the guidance notes provided for this purpose (Appendix 1 and 2).

Prior to requesting a DSE assessment users are required to:

· Review their workstation using the DSE guidance (Appendix 1) to confirm that it is set up correctly
· Complete the DSE Self-Assessment Checklist (Appendix 2) to identify any potential issues
· Where  required,  contact  their  line  manager  to  arrange  for  a  DSE assessment to be carried out

Refer to DSE Set-Up Guidance for step-by-step instructions of how to set up a work station correctly.

Managers are required to:

· Identify, through the self-assessment process (appendix 1), individual users where a further DSE assessment is required
· Arrange for DSE assessments to be carried out where necessary, by a nominated and trained employee within their section or by a member of the Health and Safety team
· Ensure DSE Assessments are recorded on the approved Trust format (Appendix 3)
· Allocate responsibilities to ensure any recommendations made within the DSE assessment are carried out
· Communicate the actions required to the individual DSE user

6. DSE TRAINING

6.1 DSE Assessment Training

Persons nominated as DSE assessors must attend the DSE Assessment training course. This can be arranged through the Health and Safety Strategy Group.
The training will enable the assessor to:

· Assess  and  record  the  workstation  using  the  Trust’s  approved  DSE Assessment form (Appendix 3).
· Consider other information relevant to the assessment e.g. comments from the user or line manager.
· Draw	conclusions	and	make	reasonable	and	proportionate recommendations based on the assessment.
· Provide information and guidance to users

Employees nominated to undertake DSE assessments must be given sufficient authority by management to ensure that their advice and recommendations are acted upon.

The number of trained DSE Assessors will vary. Assessors should be nominated and trained in sufficient numbers to reflect the number of habitual DSE users within each Section.

6.2 User training and information

The  DSE  Regulations  require  that  all  users  receive  adequate  training  or information in the use of their workstations.

Health and safety information on the use of DSE must be communicated to users and should include:

· How to identify hazards and potential risks from the DSE and workstation
· A simple explanation of the causes of risks and the ways in which issues can develop e.g., poor posture leading to musculoskeletal problems and eventual fatigue and pain
· How the user can initiate actions to minimise the risks to themselves such as:
· How to achieve a comfortable posture when using DSE
· How to use the adjustment mechanisms on DSE equipment to aid good posture, prevent over reaching and avoid glare and reflections on the screen
· The need to take regular breaks and changes of activity
· The need for regular cleaning of screens and other equipment
· Information on eyes and eyesight tests

This information is contained in the DSE Awareness LearnPro module. Additionally, it can be communicated to users by the DSE assessor during the assessment process, or by using the DSE guidance which has been developed to provide useful and practical information (Appendix 1) or the DSE Set-Up Guidance for step by step information.

7.  HOME WORKING AND HOT DESKING

It is important that all work stations are set up correctly, regardless if it is a fixed workstation in a Trust building, a desk which is used by multiple users (hot desk) or an area where an employee is working from home.

A written DSE self-assessment is not required for every work location, however the user should always ensure that each work area is set up following the same basic principles as a fixed workstation, as far as reasonably practical. Further information for home workers is available in the Home Working standard.





8.  DAILY WORK ROUTINE OF USERS

Ideally a mix of screen and non-screen based work will help to prevent or control any risks to users. In many jobs this will happen naturally due to the type and organisation of the work being carried out.

Where work cannot be organised in this way, deliberate breaks, pauses or other duties must be introduced into the working day by management.

In general, The Health and Safety Executive (HSE) advise that:

· Breaks or changes of activity should be included during work time. They should reduce the workload at the screen, i.e. should not result in a higher pace or intensity of work on account of their introduction.
· Breaks should be taken before the onset of fatigue, not in order to recuperate.
· Short, frequent breaks are more effective than occasional, longer breaks,
· e.g. a 5-10 minute break, after 50-60 minute continuous screen and/ or keyboard work is likely to be better than a 15-20 minute break every 2 hours.
· Wherever practicable, users should be allowed some discretion as to how to carry out tasks; individual control over the nature and pace of work allows optimal distribution of effort over the working day.

9.  EYESIGHT TESTS

Under the Regulations, all DSE users are entitled to have eye and eyesight tests where they have made a request or where the user experiences visual difficulties which may be attributable to DSE work.

The Trust has arrangements in place to offer eye and eyesight tests, and provide glasses for DSE use where required.

This does not apply to employees who currently wear glasses/ contact lenses which are not exclusively for DSE use.

The Trust uses Specsavers Opticians to provide eyesight tests for habitual DSE users and glasses exclusively for use with display screens. This service is delivered to employees through a voucher scheme.

Employees authorised to make requisitions can purchase Specsavers VDU Eye care vouchers booklets through PECOS. Each booklet costs £85 and contains five vouchers.

Specsavers will send vouchers directly to the person placing the order, once the invoice has been authorised and paid.

Employees are entitled to one voucher only. The voucher should be removed from the book but the details of the employee should not be entered onto the stub. The employee should only enter their details onto the voucher on completion of the eyesight test and it has been confirmed that they need glasses for DSE work. Unused vouchers can then be returned to the Section and used again.

[image: ]
Each booklet of vouchers has a serial code and expiry date. Vouchers which have expired will be reimbursed in full or can be exchanged for new vouchers.

Employees must present their voucher when attending Specsavers for the eyesight test in order for the voucher to be correctly processed.

Each voucher entitles the employee to:

· An eyesight test
· A pair of glasses from the £45 range
· A further £20 discount from the £99 + range
· Entitlement to use the voucher with all in store offers
· Vouchers cannot be used to purchase contact lenses.

Where an employee chooses to upgrade glasses, any additional cost must be covered at their own expense. The maximum total amount in contribution from the voucher scheme is £65 (see above).

The optometrist will recommend when the employee should visit for a further eyesight examination but unless otherwise stated, a visit should be made every two years.

10.  FURTHER INFORMATION

For further information contact:

Health and Safety Strategy Group, East Ayrshire Leisure
E Mail: EALHealthandSafety@eastayrshireleisure.com 
Intranet: Health & Safety 
   


Health and Safety Section East Ayrshire Council
E Mail: healthandsafety@east-ayrshire.gov.uk  
EAC Intranet Health and Safety  

[bookmark: _Toc496010646]Further  useful  health  and  safety  information  on  the  use  of  DSE  in  the workplace is available on the HSE website, in particular:

Working with display screen equipment (DSE) a brief guide

Working with display screen equipment





































APPENDIX 1

DSE SELF-ASSESSMENT GUIDANCE
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1. The top of your screen should be at, or slightly below, eye level and positioned a comfortable distance, approximately one arm’s length (55 – 65 cm). 
2. Adjust the screen to the correct angle to suit your position.
3. Ensure that your back is in an upright position and 
4. adjust the height of the back of the chair correctly to provide support, 
5. particularly to the lower back and 
6. shoulders should be relaxed- additional support may be required.  Keyboard and mouse should be positioned at a comfortable distance to prevent over reaching. 
7. Forearms level or tilted slightly upwards with forearms and hands in a straight line and 
8. wrists slightly bent - wrist support provided where required.
9. Thighs should be horizontal, or tilted slightly downward, with 
10. little pressure on the underside of the thigh. 
11. The lower leg should be 90° - 120° to the thigh – 
12. adjust the height of the chair to achieve this and 
13. place feet flat on the ground – a foot rest may be required.

Desk Layout
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Your desk should be laid out to ensure you are not over stretching to reach a document, phone or other materials required to complete your day to day duties.

Ensure that you are seated square on with your keyboard and monitor directly in front – where typing up notes you may require a document holder.

Position your phone on your non-dominant side – where using your phone for prolonged periods, you may consider using a hands free set.

If you have a problem with glare, it is best to position your monitor at right angles to the light source – blinds for windows or an alternative lighting source may be required.


If you are experiencing any health effects, including difficulties seeing the screen clearly, and you think it might be related to using Display Screen Equipment, please report to your line manager.















APPENDIX 2
DSE Self-Assessment Checklist

This form can be used as an initial assessment to identify any issues the user may have in relation to DSE use. The form should be used in conjunction with the DSE Self-Assessment Guidance.

	Name
	

	Workstation location
	

	Date
	



	Screen
 
	Yes
	No 

	Can you easily adjust the brightness and contrast on the screen?
	
	

	Does the screen swivel and tilt?
	
	

	Is the image stable and free from flicker? 
	
	

	Do you experience any eyesight problems when reading the screen? 
	
	

	Keyboard

	Yes
	No 

	Is the keyboard separate from the screen? 
	
	

	Does the keyboard tilt?
	
	

	Are the characters on the keys easily readable? 
	
	

	Is the mouse comfortable and easy to use? 
	
	

	Chair

	Yes
	No

	Is the chair adjustable? 
	
	

	Does the chair support the curve of your back? 
	
	

	Are your feet flat on the floor or on a footrest when seated?
	
	

	Are your arms horizontal and eyes level with the top of the screen? 
	
	

	Desk

	Yes
	No

	Is the surface free from glare or reflection?
	
	

	Is the work surface large enough to accommodate necessary equipment/ papers etc.
	
	

	Is there enough room to change position and vary movement? 
	
	

	Lighting


	Describe the lighting at the workstation, is it: 
	About right 
	Too bright
	Too dark

	Do you get reflections/glare on the screen? 
	Never
	Sometimes
	Constantly 

	Comments 

	






If you are experiencing any health problems, including eyesight problems, which may be as a result of using DSE, please report to your line manager who will arrange for a DSE assessor to carry out a further assessment.

Name………………………………….                      Employee Number………………………

Post……………………………………                      Date……………………………………..
APPENDIX 3

DISPLAY SCREEN EQUIPMENT (DSE) ASSESSMENT


	SECTION
	
	 WORKPLACE
	

	Workstation location and number (if applicable):
	Users Name:
	Assessment Checklist completed by:

	
	
	

	Date of Assessment:
	Any further action needed?
	Follow-up action completed on:

	
	
	

	Risk Factors
	YES or NO
	Areas to consider
	 Action required

	1. Display Screen
	
	
	

	[image: ]Are the characters on the screen clear and readable?


	
	Make sure the screen is clean and cleaning materials are made available. Check that text and background colours work well together.
	

	Is the text size comfortable to read?
	
	Software settings may need adjusting to change text size.
	

	Is the image stable, i.e. free of flicker?
	
	Try using different screen colours to reduce flicker, e.g. darker background and lighter text. If problems still exist, get the set-up checked by IT.
	

	Is the screen’s specification suitable for its intended use?
	
	For example, intensive graphic work or work requiring fine attention to small details may require large display screens.
	

	Is the brightness and/ or contrast adjustable?
	
	Separate adjustment controls are not essential, provided the user can read the screen easily at all times.
	

	Does the screen swivel and tilt?
	
	Swivel and tilt need not be built in; you can add a swivel and tilt mechanism.
However, you may need to replace the screen if:
· Swivel/tilt is absent
· Work is intensive
· Problems getting the screen to a comfortable position.
	


	Is the screen free from glare and reflections?
	
	Use a mirror placed in front of the screen to check where reflections are coming from.
You might need to move the screen or even the desk and/or shield the screen from the source of reflections. Screens that use dark characters on a light background are less prone to glare and reflections.
	

	Risk Factors
	YES or NO
	Areas to consider
	 Action required

	Are adjustable window coverings provided and in adequate condition?
	
	Check that blinds work. Blinds with vertical slats can be more suitable than horizontal ones.
If these measures do not work, consider anti-glare screen filters as a last resort.
	

	 2. Keyboards

	Is the keyboard separate from the screen?
	
	This is a requirement, unless the task makes it impracticable (e.g. where there is a need to use a laptop).
	

	Does the keyboard tilt?
	
	Tilt need not be built in.
	

	[image: ]Is it possible to find a comfortable keying position? 
	
	Try pushing the display screen further back to create more room for the keyboard, hands and wrists.
Consider if a wrist rest may be beneficial.
	

	Does the user have good keyboard technique?
	
	Where required the user should be instructed how to prevent:
· Hands bending up at wrist
· Hitting the keys too hard
· Over stretching the fingers
	

	Are the characters on the keys easily readable?
	
	Keyboards should be kept clean. If characters still can’t be read, the keyboard may need modifying or replacing. Use a keyboard with a matt finish to reduce glare and/or reflection.
	



	3 Mouse, trackball etc.

	Is the device suitable for the tasks it is used for?
	
	If the user is having problems, try a different device. The mouse and trackball are general-purpose devices suitable for many tasks, and available in a variety of shapes and sizes.
Alternative devices like touch screens may be better for some tasks.
	

	Risk Factors
	YES or NO
	Areas to consider
	 Action required

	[image: ]Is the mouse positioned close to the user? 
	
	Most devices are best placed as close as possible, e.g. right beside the keyboard. The user should be informed:
· Not to overreach arm
· Not to leave their hand on the device when it is not being used
· How to have a relaxed arm and straight wrist.
	

	Is there support for the device user’s
wrist and forearm?
	
	Support can be gained from the desk
surface or arm of a chair. If not, a separate supporting device may help.
	

	Does the device work smoothly at a speed that suits the user?
	
	See if cleaning is required (e.g. of mouse ball and rollers).
Check the work surface is suitable - a mouse mat may help.
	

	Can the user easily adjust software settings for speed and accuracy of pointer?
	
	Users may need training in how to adjust device settings.
	

	 4 Software

	Is the software suitable for the task?
	
	Software should help the user carry out the task, minimise stress and be user-friendly. Check users have had appropriate training in using the software. Software should respond quickly and clearly to user input.
	

	5 Furniture

	Is the work surface large enough for all the necessary equipment, papers etc.?
	
	Create more room by moving printers, reference materials etc. elsewhere.
If necessary, consider providing new power and telecoms sockets, so equipment can be moved.  There should be some scope for flexible rearrangement.
	

	Can the user comfortably reach all the equipment and papers they need to use?
	
	Rearrange equipment, papers etc. to bring frequently used things within easy reach. A document holder may be needed, positioned to minimise uncomfortable head and eye movements.
	

	Are surfaces free from glare and reflection?
	
	Consider mats or blotters to reduce reflections and glare.
	

	Risk Factors
	YES or NO
	Areas to consider
	 Action required

	Is the chair suitable and stable? Does the chair have a working:
· Seat back height and tilt adjustment?
· Seat height adjustment?
· Swivel mechanism?
· Castors or glides?
	
	The chair may need repairing or replacing if the user is uncomfortable, or cannot the adjustment mechanisms.





	

	Is the chair adjusted correctly for the user?
	
	The user should be able to carry out their work sitting comfortably and should be shown how to adopt suitable postures while working.
The arms of chairs may stop the user getting close enough to use the equipment comfortably. Move any obstructions from under the desk.
	

	[image: ]Is the small of the back supported by the chair’s backrest? 
	
	The user should have a straight back, supported by the chair, with relaxed shoulders.
	

	[image: ]Are forearms horizontal and eyes at roughly the same height as the top of the VDU?



	
	Adjust the chair height to get the user’s arms in the right position, and then adjust the VDU height, if necessary.
	

	Are feet flat on the floor, without too much pressure from the seat on the backs of the legs?
	
	If not, a foot rest may be required.
	



	6 Environment

	Is there enough room to change position and vary movement?
	
	Space is needed to move, stretch and fidget.
Consider how the office layout could be better laid out. Cables should be tidy and not a trip or snag hazard.
	

	Is the lighting suitable, e.g., not too bright or too dim to work comfortably?
	
	Users should be able to control light levels by adjusting window blinds or light switches. Consider shading or local lighting, e.g. desk lamps
	

	Risk Factors
	YES or NO
	Areas to consider
	 Action required

	Does the air feel comfortable?
	
	VDUs and other equipment may dry the air. Circulate fresh air if possible. Plants may help. Consider a humidifier if discomfort is severe.
	

	Are levels of heat comfortable?
	
	Can heating be better controlled? More ventilation or air-conditioning may be required if there is a lot of electronic equipment in the room. Or, can users be moved away from the heat source?
	

	Are levels of noise comfortable?
	
	Consider moving sources of noise,
e.g. printers, away from the user as far as reasonably practical.
	

	7 Other

	Can the user use the telephone comfortably?
	
	Desk phone should be placed on non- dominant side i.e. left hand side for right handed person. Avoid cradling phone between the neck and shoulder.
	

	Does the user suffer from medical conditions which may contribute towards aches, pains or discomfort while working with VDUs?
	
	Any muscular pain or discomfort should be referred to Occupational Health or GP.
	

	Has the user been advised of their entitlement to eye and eyesight testing?
	
	Free eye examinations available. Voucher towards cost of glasses if any eyesight issues are directly related to working with VDU
	

	Has the user been advised to take regular breaks away from working with VDUs?
	
	Encourage to do so
	

	Are there any other problems associated with working with the VDU which haven’t been covered?
	
	
	

	 8. Findings/ Recommendations

	










AUTHORISED BY: 	Chief Officer
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