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1. [bookmark: _Toc44259015][bookmark: _Toc78554693]
INTRODUCTION

[bookmark: _Toc42680368]
The regulations require the employer to consider the following:

· Whether their members of staff regularly use DSE as a significant part of their day.
· Whether they use a keyboard, mouse or other input device.
· Whether they complain of discomfort, aches and pains

The regulations require that a formal assessment of DSE workstations be made in order to identify any risks to health as a result of use of the workstation itself.  It is also a requirement that subsequent action to reduce risks is identified. The risks to be considered include upper limb pains and discomfort, adverse effects on the eye and eyesight, together with general fatigue and stress. Any risks identified must be reduced to the lowest extent reasonably practicable


2. [bookmark: _Toc78554694]GUIDELINES


The information below has been produced to assist users to achieve good working postures and to organise their workstations safely.  If necessary, it can be separated from the main document and issued directly to them.

How to Achieve Good Working Postures

There is no such thing as one correct sitting posture, so varying the way you sit during the day will help to reduce aches and pains.  Certain postures should be avoided and your sitting position influences the comfort of your entire body.  It is most important to adjust your seat and DSE correctly.

Step 1 - Adjust Your Seat Height

Sit in front of your terminal and adjust the height of your seat so that your forearms are roughly horizontal and your wrists are straight when your hands are on the keyboard.  If your feet are not comfortably on the floor, or there is pressure on the back of your thighs from the seat edge, then use a footrest.

If you sit too high or too low you will be forced to type with bent wrists or in a hunched or stooped position.  This can cause discomfort in your wrists, arms, shoulders, neck or back and therefore it should be avoided.

Step 2 - Adjust Your Backrest

Make sure your bottom is towards the back of the seat and then adjust the height and angle of your backrest so that it supports your lower back.  If you still need extra support put a cushion in the small of your back.  If necessary, try altering the angle of the seat base so that it is tilted slightly forward.  This makes it easier to maintain a comfortable upright posture.

Try changing the angle of the backrest during the day to vary your sitting position.  Avoid slouching or perching on the edge of your seat as you will not get any support from the backrest if you do.  Also, the slouched ‘C’ shape posture is damaging to your back - discs, muscles and ligaments are stressed in this posture.

You may feel uncomfortable at first, but this is because you have to ‘unlearn’ bad posture habits reinforced over many years. Do take the time and effort to achieve good posture - it is well worth it!
Step 3 - Adjust Your Screen Position

The height and angle of your screen influences the position of your head and neck.  If the angle is wrong you may suffer from neck and shoulder pain.  Usually the most comfortable position is looking slightly down (at an angle of approximately 10-15 degrees).

If your screen is too low you will not be able to maintain an upright posture or your neck may be bent too far forwards - try using proprietary screen raisers to overcome this.  Ideally, the screen should be positioned so that the central part of the screen is at eye level.

Touch typist - make sure you are sitting in the correct position, with your hands in your normal typing position.  Without moving your head you should just be able to look over the top of the screen; then lower your eyes to the middle of the screen; adjust the screen height to achieve this.

Non-touch typist - again make sure you are sitting correctly with your hands resting on the keyboard.  Start by looking at the keyboard, then raise your eyes (not your head) and look at the middle of the screen; adjust screen height to achieve this.

Step 4 - Screen/Seat Position

The ideal position is one where the screen is in front of you, to allow your body to remain in a neutral position (not twisted).

For some people this means the screen is in, or near, the middle of the desk; for others it may be offset in which case you must swivel your chair so that your whole body is parallel with the screen.

Step 5 – Keyboard and Mouse

If necessary, support the wrists with a wrist-rest when using the keyboard.  When using the mouse, try to support the whole forearm on the desk or use a mouse mat to support the wrist and forearm.  Also, if you do a lot of repetitive mouse movements, try to reduce the amount of time spent using the mouse by:

· Using the keyboard controls.
· Training yourself to use the mouse with either your left or right hand.
· Taking frequent breaks, rather than continually operating the mouse.
	


	

Additional Points
	
Make Sure You Can Read the Screen Comfortably
	
Tired eyes and headaches at the end of the working day may be the result of difficulty reading your screen.  This could be due to a number of factors, such as:
	
	
Dirty Screens
	
Screens quickly attract dust and then text becomes difficult to read, so it is important to clean screens regularly with proprietary cleaner.  If you use a filter, remember to clean the screen behind the filter as well.  Working with a dirty screen means your eyes have to work even harder.  
	
Vision
	
DSE work, like any other close work, requires good or corrected vision.  Ideally, you should have your eyesight checked on a regular basis.  If you feel that DSE work is affecting your eyesight or causing discomfort, then inform your manager. 
	
Reflections and Glare
	
Reflections and glare from windows or artificial lights make the screen difficult to read.  There are several things which will help:
	
· Try moving your screen to a different angle.
· Avoid sitting with windows or light directly in front of or behind your screen.
· If possible, sit at right angles to light coming through windows.
· Use window blinds.
· If lighting levels are too high, try selectively turning off lights or use task lighting.
· Adjust the brightness and contrast controls on the monitor to suit the lighting conditions.
· If you still have problems see your DSE Advisor or manager.
	
Organise Your Work Area
	
How you organise your work area will influence the way you sit.  The best arrangement will depend on the tasks involved in your job. If your work area is badly arranged so that you have to sit in a bent or twisted position, then back or neck ache is likely to result.  This can be avoided if you think carefully about the requirements of your job and arrange your work area accordingly.
	
 
	
Document Holders
	
Do you spend most of your time reading from source documents, or looking at your screen?  Many people assume that the screen should be placed directly in front of them.  If you are reading mainly from hard copy documents the best solution could be to move the screen to one side and use a copy holder to raise documents to a comfortable height.  The important thing to remember is to keep the document holder level with the screen.  The idea is to minimise head and neck movement and also to reduce the need for your eyes to keep refocusing. 
	
Try to place your screen in a position where background distractions from such things as moving people, shiny surfaces or wall notices are not visible on the screen.
	
Take a Break
	
The human body is designed for movement and it does not like prolonged periods of static posture.  Whenever possible, try to break up any long periods of DSE work with other activities such as photocopying or telephoning.  The aim is to move around and change your posture, so that your eyes and body get a rest from DSE work.
	
Report any Problems
	
If you start to experience any problems when working with your DSE you must tell your line manager

















3. [bookmark: _Toc78554695]DSE WORKSTATION RISK ASSESSMENT

This assessment should be completed by the DSE “user”.  It should then be passed to your Manager for checking and counter-signature.  
	
Name:______________________________________________________________________________

	
Group:__________________________________________________________________________

	
Establishment:_______________________________________________________________________

	
Location:____________________________________________________________________________

	
VDU Model/Type:__________________________________________________________________

	
If working from home, give details:______________________________________________________




	Type of Worker – Please Indicate (see main text for definitions)

	

	Office-based
	


	Full time working at home
	


	XX% working from home/XX% in office (2 assessments needed)
	




Please tick the appropriate box							       

	Display
	Yes           No

	1.	Is the screen display clear, with characters well defined?
	
	
	

	2.	Is the image stable, with no flickering or instability?
	
	
	

	3.	Is the brightness and contrast easily adjustable by the user?
	
	
	

	4.	Can the screen swivel and tilt?
	
	
	

	5.	Can the screen rest elsewhere other than on the processor?
	
	
	

	6.	Is the screen free from reflection and glare?
	
	
	

	7.	Is there a screen cleaning kit readily available?
	
	
	

	8.	Is the screen’s specification suitable for its intended use?
	
	
	





	Keyboard
	
	
	

	1.	Can the angle of the keyboard be adjusted; is it separate from the screen?
	
	
	

	2.	Is there adequate space in front of the keyboard to rest hands?
	
	
	

	3.	Is there a matt surface to avoid glare?
	
	
	

	4.	Is the layout and contour of keys on the keyboard comfortable to use?
	
	
	

	5.	Are the symbols on the keys easy to read?
	
	
	

	6.	For lap-top users is a docking station with separate keyboard, mouse and screen  provided? 
	
	
	

	
Mouse, Trackball etc
	
	
	

	
	Yes           No

	1.	Is the mouse or trackball suitable for the tasks it is used for?
	
	
	

	2.	Is there support for the user’s wrist and forearm?
	
	
	

	3.	Does the device work smoothly at a speed that suits the user?
	
	
	

	Software
	
	
	

	1.	Is the software suitable for the task?
	
	
	

	2.	Is specialist software required (for example, voice activated equipment)? 
	
	
	

	Furniture
	
	
	

	1.	Is the work surface large enough to allow flexible arrangement of screen keyboard, documents etc.?
	
	
	

	2.	Are surfaces free from glare and reflectance?	
	
	
	

	3.	Is there a need for a document holder?
	
	
	

	4.	Is there adequate space for users to find a comfortable position (for example, are there obstructions, is there adequate leg room)? 
	
	
	

	5.	Does the chair have:
	
	
	

		Seat back height and tilt adjustment?
	
	
	

		Seat height adjustment?
	
	
	

		Swivel mechanism?
	
	
	

		Castors or glides?
	
	
	

	6.	Does the chair afford good posture?
	
	
	

	7.	Is the chair adjusted correctly while in use?
	
	
	

	8.	Will the chair accommodate the weight of the person using it?  (Is he/she over 100 kg (16 stone) as indicated in HSG57?)
	
	
	


						
	Environment
	
	
	

	1.	Is there sufficient room for the user to change position?
	
	
	

	2.	Is there lighting suitable for the mix of work?
	
	
	

	3.	Is glare a problem?
	
	
	

	4.	Is there adequate contrast between screen and background?
	
	
	

	5.	Are there adjustable window coverings?
	
	
	

	6.	Are levels of heat/humidity comfortable?
	
	
	

	7.	Are levels of noise acceptable?
	
	
	



	Other Considerations
	Yes           No

	1.	Does the user take regular breaks?
	
	
	

	2.	Does the user have personal choice about when to take breaks?
	
	
	

	
	
	
	



	Overall Use of Work Station and Working Environment
	
	
	

	1.	Is the workstation generally satisfactory?
	
	
	

	
2.	Detail below any particular difficulties or discomforts (such as distracting background, trailing 	electrical leads).

	
	
	
	
	
	
	
	
	
	
	




	3.	Describe any particular health complaints which may be affecting the user.

	
	
	
	
	
	
	
	
	
	
	



Summary of Requirements

			         Yes	 No					       Yes             No
	1.  New Table
	
	
	
	7.  New printer or Acoustic cover
	
	
	

	2.  New Chair
	
	
	
	8.  Screen Cleaning kit
	
	
	

	3.  Window Blinds
	
	
	
	9.  Mouse Mat
	
	
	

	4.  Anti-Glare Screen
	
	
	
	10. Software
	
	
	

	5.  Foot Stool
	
	
	
	11. Trackball
	
	
	

	6.  Document Holder
	
	
	
	12. Other (specify below)
	
	
	



Detail of Specific Requirements
	
	
	

Record of any Changes or Alterations to Workstation 
	
	
	
	


Signing

I confirm that I have read and understood the DSE guidance on the safe set up and use of my workstation.  I will review my workstation assessment annually or when changes to my workstation occur.  I undertake to inform my line manager if I experience any health problems which may be associated with the use of the workstation.

DSE User

Name of user conducting assessment (please print):	
Signature of user:	
Post held (please print):	
Date assessment carried out_______________Re-assessment date (maximum 1 year)	

LINE MANAGER

Name of Line Manager who has checked workstation (please print)::	
Signature of Line Manager:	
Date workstation check  carried out_________________  
If the user has reported any problems these should be raised with the relevant line manager.

Once this assessment has been completed it may be necessary to compile a report of outstanding requirements for consideration by senior management.  Priorities should be identified based on the results of the assessments completed within the section.

REMEMBER - KEEP THIS RECORD ACCESSIBLE AND UPDATE IT AS REQUIRED.
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