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ASHFORD AND ST PETER’S HOSPITALS NHS FOUNDATION TRUST  

DISPLAY SCREEN EQUIPMENT POLICY  
 

See also:  
Health and Safety Policy 
Moving & Handling Policy   
Risk Assessment Policy 
European Directive, No. 90/270/EEC of 29 May 1990 
Health and Safety (Display Screen Equipment) Regulations 1992, as amended by the 
Health and Safety (Miscellaneous Amendments) Regulations 2002 
 
 
1.  INTRODUCTION 

 
The Health and Safety (Display Screen Equipment) Regulations came into force on 
1st January 1992. Under the regulations there is a duty of care to eliminate or reduce 
injury or ill health to all employees who operate Display Screen Equipment (DSE). 
 
 
2. POLICY 

 
Ashford and St Peter’s Hospitals NHS Foundation Trust has a duty to ensure health, 
safety and welfare at work relating to the use of Display Screen Equipment (DSE). 
 
All workstations with display screen equipment must be designed and installed to meet the 
user’s requirements. All staff classified as users are entitled to receive a free eye test. 
 
 
3. DEFINITIONS 

 
3.1 Display Screen Equipment (DSE) 

 
Display Screen Equipment means any alphanumeric or graphic display screen 
regardless of the display process involved. This policy also applies to non-electronic 
systems such as microfiche viewers. It does not include calculators, cash registers or 
screens or where the main use is to display television or film. 
 
Exemption to this policy includes: 

a) Systems intended mainly for public use. 
b) Portable systems not in prolonged use. 
c) Small date display panels on calculators, cash registers, medical and 

scientific equipment. 
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d) Display panels on “window typewriters”. 
 

3.2 User or Operator   
 
Where the DSE Policy refers to a “user” this means a member of staff who habitually 
uses DSE as a significant part of normal work. An “operator” means a self-employed or 
contracted person similarly occupied. It is for Line Managers to determine which 
members of staff fall within the definition of a user using the following guidance. Where 
use is more or less continuous on most days, a person will be deemed a user. A 
person should also be classified as a user if most or all of the following criteria apply: 

a) the job cannot be done effectively or at all without DSE 
b) the worker has no discretion over whether to use DSE 
c) the job requires significant training or particular skills 
d) the worker uses DSE for periods of an hour or more at a time, more or less 

on a daily basis. 
e) the task depends upon the fast transfer of information between the worker 

and screen 
f) attention and concentration demands are high, such as where there may be 

critical consequences of an error. 
 
Workers who are almost certain to be classified as users include: those employed as 
visual display unit (VDU) operators who spend all their time keying information; 
secretaries who copy-type onto a word processor or transcribe from a dictation 
machine for two or three hours a day; data input operators, telesales staff and others 
who continually use DSE whilst taking calls; journalists working to deadlines; graphic 
designers, including those engaged in page make-up. 
 
Members of staff not included as users are: senior executives who use DSE for 
occasional periods, receptionists who only use DSE for limited purposes, for example 
to look up a name or telephone number. 

 
3.3 Workstation 
 
“Workstation” means an assembly comprising – 

i. Display screen equipment (whether provided with software determining the 
interface between the equipment and its operator or user, a keyboard or any 
other input device), 

ii. Any optional accessories to the display screen equipment, 
iii. Any disk drive, telephone, modem, printer, document holder, work chair, 

work desk, work surface or other item peripheral to the display screen 
equipment, and 

iv. The immediate work environment around the display screen equipment. 
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See Appendix 1 for workstation requirements 
 

3.4 Portable Devices 
 
Portable devices not in prolonged use are not covered by these regulations.  So the 
DSE Regulations do apply to portable DSE in prolonged use – which can include 
laptop and handheld computers, personal digital assistant devices and some portable 
communications devices. While there are no hard-and-fast rules on what constitutes 
‘prolonged’ use, portable equipment that is habitually in use by a DSE user for a 
significant part of his or her normal work, should be regarded as covered by the DSE 
Regulations. While some of the specific minimum requirements in the Schedule may 
not be applicable to portables in prolonged use, employers should still ensure that such 
work is assessed and measures taken to control risks.  
 
Appendix 2 gives further guidance on practical steps to safeguard those using 
portables devices 

 
The exclusion in regulation for ‘small data or measurement display’ is there because 
such displays are usually not intensively monitored by workers for long continuous 
spells. This exclusion covers, for example much scientific and medical equipment, such 
as cardiac monitors, oscilloscopes, and instruments with small displays showing a 
series of digits. However, with the merging of information and communication 
technologies, small screens are increasingly used for a wider range of purposes.  
 
Examples are mobile phones and personal organisers that can be used to compose 
and edit text, view images or connect to the Internet. Any prolonged use of such 
devices for work purposes will be subject to the DSE Regulations and the 
circumstances of such cases will need to be individually assessed. It cannot be 
assumed that such devices, having much of the functionality of full-sized DSE, are 
excluded because their screens are ‘small’. However, mobile phones that are in 
prolonged use only for spoken conversation are excluded because their display 
screens are incidental to this kind of use. 

 
 
4.  TRUST RESPONSIBILITIES 

 
This policy sets out the basic requirements needed to provide and maintain an 
environment in which display screens can be operated without risk to health. The Trust is 
obliged, where a screen is used by a member of staff or a contracted person who meets 
the criteria defined as a user, to perform an analysis of the workstation. Such an analysis 
must look at the equipment, the furniture and the immediate working environment. This 
should be done in consultation with the Health, Safety and Security Advisor or a suitably 
trained Safety Representative. Any risks to health must be identified, evaluated and 
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reduced to an acceptable level. Actions taken, and reasons why, must be reported to the 
Manager. 

 
 

5. MANAGERS RESPONSIBILITIES 
 
Managers will be responsible for the execution of DSE risk assessments for their staff. The 
risk assessment should determine who are users and should establish the suitability of the 
work station and the practices. The assessment must be recorded and actioned where 
required. 
 
Each manager must ensure that all those identified as users complete the individual 
workstation assessment form and must deal with any identified risks. 
 
 
6. EMPLOYEE’S RESPONSIBILITIES  
 
Each DSE user must complete an individual workstation assessment form (attached to this 
policy Appendix 3), where the findings and the action needed to comply with this policy 
will be brought to the attention of the manager.  
 
 
7. HAZARDS ASSOCIATED WITH DISPLAY SCREEN EQUIPMENT 

 
Work related upper limb disorder describes a range of conditions of the shoulder, arms 
and the hands and has been associated with working with DSE. This is usually due to a 
combination of factors, such as prolonged static posture, awkward positioning of hands 
and wrist, high workloads, and poor layout of work stations. 
 
Medical evidence shows that using DSE is not associated with damage to the eyes or 
eyesight. However, some people may experience temporary fatigue due to poor working 
conditions, poor lighting and poor screen quality. 
 
Poor job design or work organisation can lead to user’s experiencing physical fatigue 
and stress. These effects can be minimised by careful design, selection and positioning of 
the DSE, good design of the workstation, the working environment and training. 
 
Some users have reported facial skin complaints and occasional itching or reddening 
of the face and/or neck. These complaints are usually associated with the environmental 
factors such as low relative humidity or static electricity near the display screen. 
 
Staff using DSE, are not at risk from radiation. No adverse health effects have been found 
to arise from the use of DSE, therefore there is no reason for a member of staff who is 
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pregnant, or is seeking to become pregnant, to avoid working with such equipment. 
However, the Trust acknowledges that some employees may have genuine concerns, and 
this can itself contribute to stress and ill health. The policy is therefore that any pregnant 
employee may request a temporary transfer or a reduction in the volume of DSE work. 
Such requests will receive full and proper consideration and will be granted where this can 
be achieved without undue disruption to the Trust operations. 
 
Accredited DSE Assessors can conduct specific work station assessments; generally for 
staff who have an identified condition and where reasonable adjustments need to be made 
to help staff comply with the regulations and this policy. This may be as a result of an 
occupational health referral, or a direct request from a line manager etc. These 
assessments will be completed using the assessment tool at Appendix 4.  
 
 
8. ANALYSIS OF WORKSTATION 

 
Users of DSE at home for work purposes will also fall within the scope of this policy. This 
remains the case regardless of ownership of the relevant equipment. 
 
The completion of an assessment will enable the Trust to: 

a) Recognise any shortcomings which may give rise to a risk to health and safety 
b) Identify and address those areas which fail to meet the requirements of this policy 
c) Demonstrate to the employee that the necessary assessment has been carried out. 
d) Demonstrate compliance to the Health and Safety Executive (HSE). 
e) Assist the Trust insurers in the investigation of civil claims liability. 

 
The completed assessment must be reviewed: 

a) Where there is reason to believe that it is no longer valid. 
OR 

b) Where there has been a significant change in the matters to which it relates. 
 

The purpose of the assessment is to evaluate the level of risk pertaining to the hazards 
identified from the DSE assessment and to implement suitable and sufficient controls to 
reduce the level of risk to an acceptable level. 
 
Where one workstation is used by more than one worker, whether simultaneously or in 
shifts, it should be analysed and assessed in relation to all those covered by the DSE 
Regulations. For example if a very tall and a very short worker are sharing a workstation, 
the assessor should check the chair has a wide enough range of adjustment to 
accommodate both of them, and that a footrest is available when required. 
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9. WORK ROUTINE 
 
The Manager must plan the daily work routine of DSE users in such a way to incorporate 
periodic interruptions by breaks or changes of activity. The effect must be to reduce total 
DSE work rather than to concentrate the same amount of work over a shorter total period. 
 
Short, frequent breaks are more satisfactory than longer infrequent ones. Wherever 
possible, breaks or changes of activity should be taken at the discretion of the user. 
In some circumstances it may be necessary to enforce the taking of breaks. 
 
 
10.  EYE AND EYESIGHT TEST 

 
An eye and eyesight test will be offered and paid for by the Trust on employment and 
thereafter, if required, at two yearly intervals. The user can request a re-test at any time if 
he/she develops symptoms associated with display screen work. If corrective appliances 
are required specifically for DSE use, the Trust will pay the cost of basic lenses and 
frames. Users who wish to upgrade to designer frames must fund the excess cost 
themselves. Glasses required to correct near or far visual defects are not the Trust's 
responsibility and will not be funded. 
 
To reclaim costs the individual must present a copy of the optician's charges for the 
eyesight test and /or corrective appliance to their manager who will then arrange a refund 
from their own departmental budget. The maximum cost to be refunded is £60 (at time of 
publishing this policy) 
 
 
11.  TRAINING AND IMPLEMENTATION 
 
The Trust will provide adequate health and safety training in the use of workstation 
equipment. Training will be directed towards reducing the risks of musculo-skeletal 
problems, visual difficulties and mental stress. The training will be carried out in 
conjunction with the Occupational Health Department, Health Safety and Security Advisor, 
Moving and Handling Advisor, and will include: 
 

 the importance of comfortable posture and postural change. 
 how and why to adjust furniture and equipment. 
 sensible layout and positioning of workstation equipment. 
 requirements for screen cleaning and other maintenance. 
 the importance of breaks and/or changes of activity. 
 the need to report problems promptly, and the procedures for this. 
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12.  MONITORING 
 
The policy will be monitored by the Health, Safety and Security Advisor and 
Occupational Health Department by reviewing incidents, risk assessments and staff 
referrals relating to the use of DSE equipment. Any non-compliance will be reported 
to the appropriate manager for action. 
 
 
13.  REFERENCES AND BIBLIOGRAPHY  
 
Health and Safety (Display Screen Equipment) Regulations January 1993. 
Health and Safety (Display Screen Equipment) Regulations 1992 
Display Screen Equipment Work, Guidance on Regulations 1992 
Tolley’s Health and Safety Hand Book, Policies 1999 
Croner Publication CD ROM Office Safety 1999 
HSE Publication INDG36 (rev2) 
_ 
If you have any comments that would assist in the implementation of this policy or further 
guidance on completing the DSE Assessment Form then please contact a member of staff 
identified below. 
 
Contact Numbers Phone 
Occupational Health Department 2404 
Health Safety and Security Advisor 2227 
Moving and Handling Co-ordinator 3664 
 
The Trust has a statutory duty to carry out an Equality Impact Assessment (EIA) and a 
copy is attached to this policy. 
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APPENDIX 1 
 

WORK STATION REQUIREMENTS 
 
THE SCREEN 
 
1 The display screen must have well-defined characters of adequate size and adequate 
spacing. 
2. The image must be stable and flicker-free (to 90% of users). 
3. The brightness and the contrast between the characters and the background must be 
easily adjustable, and must also be adjustable to suit ambient conditions. 
4. The screen must swivel and tilt freely to suit the needs of the user or operator. 
5. It must be possible to use a separate base for the screen, or there must be some 
other method to achieve an appropriate screen height. 
6. The screen must be free of reflections and glare that may cause discomfort to users or 
operators. 
 
THE KEYBOARD 
 
1 The keyboard must be separate from the screen and must be tiltable, to enable a 
comfortable position to be found during use. 
2. There must be enough space between the front of the keyboard and the edge of the 
work surface to provide hand/arm support (50mm). 
3. The surface must be matt to avoid reflective glare. 
4. The arrangement of the keyboard and the function of the keys must facilitate its use. 
5. Key symbols must be adequately contrasted and visible during normal use. 
 
THE WORK SURFACE 
 
1 The work surface must be of low reflectance, large enough for the task and to 
accommodate a flexible arrangement of all necessary equipment and material upon it. 
2. The document holder must be stable and adjustable so as to minimise the need for 
awkward head/eye movements. 
3. The space must be sufficient to allow a comfortable working position to be achieved. 
 
THE CHAIR 
 
1. The chair must be stable and allow easy freedom of movement and a comfortable 
position. 
2. The seat must be adjustable in height. 
3. The back rest must be adjustable in height and angle of tilt. 
4. A footrest must be made available to a user or operator who wishes for one. 
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ENVIRONMENT 
 
SPACE 
 
There must be sufficient space for workers to change position and to vary movements. 
(L24: Workplace Health Safety & Welfare Regs – 1992 Approved Code Practise) 
 
LIGHTING 
 
1. Room lighting or task lighting (desk lamps, etc.) must ensure satisfactory conditions 
and appropriate contrast, taking into account the type of work and the needs of the 
worker (lighting level at the work surface should be between 300–500 lux for a 
combination of screen work and non-screen tasks) 
 
2. Glare and reflections on the screen or other equipment that may cause disturbance 
must be prevented. Prevention must be achieved by coordinating the layout of the 
workstation with that of the lighting. Lighting, so far as is reasonably practicable, to be by 
natural light. 
 
REFLECTIONS & GLARE 
 
1. Workstations must be designed to prevent glare or reflections on the screen from 
windows, brightly coloured walls, etc. 
 
2. Windows must be fitted with adjustable coverings to control daylight falling upon the 
workstation (window blinds). 
 
NOISE 
 
Noise emitted by workstation equipment must be considered when the workstation is 
being equipped. In particular, noise should not distract attention or disturb speech. 
 
Note: This requirement would not apply, for example, to noise from an alarm bell on a 
display panel that is deliberately intended to distract attention. 
 
HEAT 
 
Workstation equipment must not produce excess heat liable to cause discomfort. 
 
MINIMUM TEMPERATURE 
 
Whilst not specified in the Health and Safety (Display Screen Equipment) 
Regulations 1992, the Workplace Health, Safety and Welfare Regulations 1992 give 
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requirements in respect of temperature. Where a substantial proportion of work is 
done while sitting down, the minimum temperature to be achieved is 16°C. Research 
has shown that employees become sluggish and unproductive at lower 
temperatures. There is also the possibility of low temperature having an adverse 
effect on health. 
 
 
MAXIMUM TEMPERATURE 
 
Health and safety legislation does not specify a maximum working temperature, 
however employers have a statutory duty to ensure that the working environment is 
not likely to be injurious to health. Working at excessively high temperatures is 
known to cause drowsiness and inefficiency among workers, ultimately resulting in 
health problems. BS 7179 gives the recommended temperature range for an office 
environment in which display screen equipment is used as 19°C–23°C. It follows that 
achievement of the optimum temperature can only be obtained by the contribution of 
heat from sources other than the deliberate use of electricity energy. In practice, 
heat given out by plant and equipment will usually enable the preferred temperature 
to be reached, and often exceeded. 
 
HUMIDITY 
 
An adequate level of humidity must be maintained (40%–60% RH). 
 
RADIATION 
 
Radiation (other than visible light) must be reduced to negligible levels from the point 
of view of health and safety. 
 
SOFTWARE 
 
The employer must take the following principles into account: 
 
– Software must be suitable for the task 
– Software must be easy to use and where appropriate adaptable to the abilities 
of the worker 
– Information must be displayed in a format and at a pace that is suitable for 
users or operators 
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APPENDIX 2 
 

Further Guidance On Working With Portable Work DSE 
 

1 Portable DSE, such as laptop and notebook computers, is subject to the DSE 
Regulations if it is in prolonged use. This appendix gives practical guidance. 
 
2 Increasing numbers of people are using portable DSE as part of their work. While 
research suggests that some aspects of using portable DSE are no worse than using 
full-sized equipment, that is not true of every aspect. The design of portable DSE can 
include features (such as smaller keyboards or a lack of keyboard/screen 
separation) which may make it more difficult to achieve a comfortable working 
posture. Portable DSE is also used in a wider range of environments, some of which 
may be poorly suited to DSE work. 
 
3 To reduce risks to portable DSE users, the following recommendations should be 
followed  

Risk Assessment  

4 Risk assessment for users of portables can be a challenge, as it is clearly not 
practicable to use an independent assessor to analyse each location where work 
may take place as a user travels around with their portable.  
 
5 One solution is to give portable DSE users sufficient training and information to 
make their own risk assessments and ensure that measures are taken to control 
risks (for example poor posture) whenever they set up their portable. Portable users’ 
risk assessments for, say, half an hour’s work in a borrowed office can be quite 
informal and need not be written down. Where, however, a portable is in lengthy or 
repeated use in the same location, it would be appropriate for the user’s risk 
assessment to be recorded, for example on a checklist. In all cases, portable users 
need to be alert to potential risks and report any problems to their employer. 
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Appendix 3 

Workstation Self Assessment Form 

First Name  Last 
Name 

 

Post Title  Work 
Area 

 

Manager  Date  
Work Station Requirements 

The Screen Y N Comments 
Display has well defined characters of adequate size and 
spacing 

   

Image is stable and flicker-free    
Brightness and contrast is adjustable   
The screen is able to swivel and tilt   
Able to adjust the height to a comfortable height   
Free of reflections and glare   
Input Devices Y N Comments 
Is the keyboard separate from screen and able to tilt to 
your needs 

   

Enough space between the front of the keyboard and the 
edge of the desk (50mm approx.)  

  

Arrangement and function of the input keys facilitate its 
use 

  

Key symbols are adequately contrasted and visible   
The mouse is able to be positioned close enough to you 
for a comfortable wrist position to be achieved 

  

All input devices function properly and as intended   
The Work Surface Y N Comments 
The work surface is matt to avoid reflective glare    
The work surface is large enough for the task and 
comfortably accommodate all equipment on it 

  

A document holder is available if you regularly reference 
between sheets of paper and the screen 

  

The work surface area is sufficient for a comfortable 
working position to be achieved 

  

The Chair Y N Comments 
Chair is stable, allows freedom of movement and a 
comfortable seated position 

   

The chair is height adjustable   
The back rest is adjustable in height and tilt   
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The chair is able to fit under the desk allowing you to sit 
close to the input devices 

  

A foot rest is available if you require one   
Environment Y N Comments 
There is sufficient space for you to change position and to 
vary your movements 

   

There is sufficient room lighting or task lighting for the task 
in hand 

  

The work station layout can be adjusted to avoid glare and 
reflections on the screen 

  

Windows are fitted with adjustable coverings to control 
daylight falling on the work station 

  

The noise emitted by workstation equipment is below the 
levels that would distract the user or disturb speech 

  

Any heat produced by work station equipment is below the 
level of causing discomfort 

  

The minimum temperature is 16°C or above   
There is an adequate level of humidity   
Software Y N Comments 
Software is suitable for the task    
Software is easy to use and where appropriate adaptable 
to the ability of the user 

  

Information is displayed in a format and pace that is 
suitable for the user 

  

Telephone Y N Comments 
A headset is available if you are regularly writing or typing 
whilst on the telephone 

   

The telephone can be placed in an easy to reach position   
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Appendix 4 

Display Screen Equipment Assessment 

 

 

 

 

DSE Assessment 
Name:                                       Job Title:           

Department:      

Date:                  

DSE Assessor:  

 

FAO:                   

              

Rationale 

The Health & Safety at Work Act (HASAWA) requires that employer’s do all that is reasonably 
practicable to ensure the health & safety of their employees whilst at work. Conversely employees 
have a duty to abide by the rules, by taking reasonable care of themselves and those affected by 
their acts or omissions. 

The Health & Safety (Display Screen Equipment) came into force on the 1st January 1993. Under 
these regulations there is a duty of care to eliminate or reduce injury / ill health to all employees 
who operate Display Screen Equipment. 

The purpose of a risk assessment is to manage the health and safety risks in the workplace to 
prevent accidents and cases of work-related ill health. This is achieved by providing clear instructions 
and information combined with adequate training, to ensure employees remain safe at work.   The 
risk assessment has the aim of outlining measures to be taken to help: 

 Remove 
 Avoid 
 Reduce 
 Accept 
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Any risks created by identified hazards. 

 

Introduction 

 

Observations in Summary 

   

Specific Points of Note – Health 

It must be noted that any medical advice that ………receives, supersedes the recommendations of 
this assessment and may require a further assessment follow up 

 

General Advice 

 

General 
Assessment 

Advice  Observation  Recommendations  

Seating – correct 
working posture 

 

Sit back and move your 
chair close to your desk 

Maintain contact between 
you back and the seat back 
– this helps support you 
inward curve of the lumber 
spine 

Adjust the forward tilt of 
your seat between 5⁰-15⁰- 
allowing your hips  to be 
slightly higher than your 
knees 

 

Your arms should be 
relaxed – forearms parallel 
to the desk 
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Your head balanced- not 
leaning forward 

 

Your screen should be 
approximately an arm’s 
length from you 

 

Top of the screen should be 
at comfortable eye level – 
adjust accordingly 

 

Ensure there is a space 
behind the knee – 2 to 4 
fingers is a useful guide 

If the is a greater distance 
the chair may not be giving 
you adequate support 

  

Feet Positioning  

 

Move any obstructions 
from under the desk 

 

Feet on a foot rest or flat on 
the floor 

 

 

Feet should not be resting 
on the castors of the chair, 
or on toes, as this will 
prevent good back support 
from the chair 

 

  

Keyboard  The keyboard must be   
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directly on front of you – 
with approximately 5cm of 
desk between you and the 
keyboard 

 

The angle of the keyboard 
can be adjusted – decide 
what is most comfortable 
for you 

 

Hands should not be flexed 
at the wrists as this can 
cause pain in the wrists 

 

Arms should not be 
overstretched with the 
keyboard too far away as 
this can cause strain and 
pains in the arms , 
shoulders and upper back 

 

Shoulders should be relaxed 
with elbows in the side of 
the body 

 

Strike the keys on the 
keyboard lightly 

 

Wrist rests are not normally 
required if sitting at the 
correct height for the desk. 
i.e. not too high or low.  
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Positioning of work Always try to work in 
alignment with the screen, 
without needing to turn 
your head to read 
documents.  

 

If information is mainly 
from the screen, i.e. e mails, 
and not inputting from 
paperwork, then a 
document holder is not 
needed. 

 

Avoiding regularly reading 
from documents placed on 
the desk and to the side 
typing as this can cause 
long term neck problems. 

 

Avoid reading or working 
from documents directly in 
front of the keyboard as 
typing in this posture can 
cause tension in the upper 
back 

 

If data is inputted from 
paperwork on a regular 
basis then a document 
slope which goes between 
the screen and keyboard is 
needed.  

 

There is a standard slope 
which can be used if writing 
on the paperwork, or a 
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larger one which is higher at 
the back, which is easier to 
read from. 

 

 

Mouse/mat Using a mouse incorrectly 
can be the cause of many 
muscular aches and pains in 
the hand, arm, upper back 
and neck. These symptoms 
can be avoided by doing the 
following: 

 

Use keyboard shortcuts 
where possible e.g. cut, 
paste, print etc. 

 

Keeping to mouse 
positioned as close as 
possible to the side of the 
keyboard, with the wrist 
resting on the desk or arm 
of the chair. The upper arm 
should be by the body and 
the forearm horizontal onto 
the mouse.  

 

Avoid leaving the hand on 
the mouse when it is not 
being used, unless relaxed 

 

Avoid gripping hold of the 
mouse tightly as this causes 
unnecessary tension in the 
muscles. Keep a straight 
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arm and relaxed wrist 

 

Avoid using a wrist rest in 
front of the keyboard or on 
a mouse mat. Check they 
are sitting at the right  
height for the keyboard as 
this normally solves any 
problems 

 

If the mouse has a roller 
ball, clean the ball regularly 
or ask for an optical mouse. 

 

Some mouse software 
settings can be set for left 
handed staff 

 

Release the mouse cable if 
it does not stretch far 
enough to be comfortable 

Monitor and 
screen 

 

In front of you to 
keep the neck in 
alignment 

 

Are eyes roughly at 
the same height as 
the top of the 
screen  

 

Flat screens don’t usually 
cause reflections, but if 
they do occur a blind may 
be needed for the window.  

 

Try not to positon the 
screen in front of a window 
as the light contrast can 
cause headaches.  

 

Does the text and 
background colour work 
well together if not 
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sometimes it can be 
changed by the IT dept.  

 

The contrast and brightness 
can be changed on the front 
of the monitor 

 

Clean the monitor regularly 
with a screen wipe 

 

If there is any flicker on the 
screen inform IT 

 

Telephone 

 

Must be within comfortable 
reach – avoid 
overstretching to answer 

 

Avoid holding the phone 
between your ear and 
shoulder whilst typing  

 

 

Use the hands free facility, 
if available and suitable for 
the environment ( 
confidentiality) 

 

If the phone is used a lot 
then use a headset 

 

Put the phone on the side 
to be picked up from – non 
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writing hand 

 

Desk and space 

 

11 cubic metres is 
recommended for 
each person 
minimum 

(L24: workplace 
health , Safety and 
welfare 
Regulations 1992- 
approved code of 
practice) 

Is the work surface 
large enough for all 
the necessary 
equipment /papers 

Create more room by 
tidying and clearing the 
desk, move items that are 
used more often closer to 
you. Aim for a paper free 
environment 

 

 

Extension cables (PAPT 
approved)  may be needed 
for equipment  

 

 

  

Lighting 

 

Is the lighting 
comfortable? Not 
too light or dark to 
work 

 

Are the blinds in 
good working 
order? 

Different people like 
different levels of lighting. 
Natural light is best. 

 

If lighting is a problem try 
adjusting window blinds or 
maybe use task specific 
lighting (desk lamp etc.) 

  

Air & Temperature 

 

Does the air 
temperature feel 
comfortable? 

Computers and other 
equipment may dry the air. 

 

Circulate fresh air if 
possible. Plants help absorb 
CO2. Adjust radiator or air 
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conditioning but give it 
chance to take effect. 

 

Have plenty to drink each 
dat. A drink every hour 
improvise concentration 
reduces headaches and 
makes people get up 
regularly. 

Noise 

Are levels of noise 
comfortable? 

Consider moving sources of 
noise away, or use sound 
proofing.  

 

Some headsets block out 
background noise. 

  

Planned Changes 
Of Activity 

Are regular breaks 
taken away from 
the screen and 
keyboard? 

i.e. getting up from 
the screen at least 
every hour. (10 
mins per hour NB 
this is not a break, 
the requirement is 
to do something 
different. HSE DSE 

It is important to get up and 
stretch muscles and change 
focusing length at least 
once an hour, to carry out a 
different activity to prevent 
a build-up of tension, 
fatigue and muscular 
problems 

 

This should be increased to 
half hourly if there is a back 
or neck problem 

 Move and stretch at 
regular intervals 
throughout the day – your 
body does not like to be 
held in one position for 
too long 

Eye Tests 

If they are a DSE 
user as defined by 
organisation policy, 
are they aware of 
their entitlement to 
an eyesight test? 

If there are problems with 
headaches, blurred vision or 
difficulty focusing this must 
be reported.  

 

If a user as defined in the 
DSE policy a free eye test is 
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available, and basic glasses 
for computer work, if 
prescribed by the optician. 

This needs to be discussed 
with their manager 

 

Summary Of recommendations 

DSE Risk Assessment Action Plan – Manage 

Date Degree of 
risk 

Action to be taken to reduce 
risks  

Review 
date 

Date 
Achieved  

Degree of 
risk 

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

Risk rating Priority Action Timescales 

Extreme Urgent priority action immediate 

High High or urgent priority Immediate to 48hours 

Medium Medium priority Within 4 weeks 

Low No low priority Within 6 months 
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Appendix 5 

Equality  Impact Assessment Summary 
 

 
Background 
Description of the aims of the policy 
Context in which the policy operates 
Who was involved in the Equality Impact Assessment 
 
This policy has been developed to comply with the requirements of the Management of 
Health and Safety Regulations to assess the risks to staff at work and to ensure that all staff 
are aware of their responsibilities. 

  
 
Methodology 
A brief account of how the likely effects of the policy was assessed (to include race 
and ethnic origin, disability, gender, culture, religion or belief, sexual orientation, age) 
The data sources and any other information used 
The consultation that was carried out (who, why and how?) 
 
 
The policy is based on guidance provided by the NHS Protect and the Health and Safety 
Executive and is not likely to have any Equality or Diversity implications. 
 
 
Key Findings 
Describe the results of the assessment 
Identify if there is adverse or a potentially adverse impacts for any equalities groups 
  The policy is based on current legislation and there are no potential impacts for any         
equality groups. 
 
The policy is based on current legislation and there are no potential impacts for any         
equality groups. 
 
Conclusion 
Provide a summary of the overall conclusions 
 
The policy provides fair, consistent guidance on managing health and safety in the 
 workplace for lone workers. 
Recommendations 
State recommended changes to the proposed policy as a result of the impact 
assessment 
Where it has not been possible to amend the policy, provide the detail of any actions 
that have been identified 
Describe the plans for reviewing the assessment 
 
No changes recommended. 
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Guidance on Equalities Groups 

Race and Ethnic origin (includes gypsies 
and travellers) (consider communication, 
access to information on services and 
employment, and ease of access to services 
and employment) 

Religion or belief (include dress, individual 
care needs, family relationships, dietary 
requirements and spiritual needs for 
consideration) 

 

Disability (consider communication issues, 
access to employment and services, 
whether individual care needs are being met 
and whether the policy promotes the 
involvement of disabled people) 

 

Sexual orientation including lesbian, gay 
and bisexual people (consider whether the 
policy/service promotes a culture of 
openness and takes account of individual 
needs 

 

Gender (consider care needs and 
employment issues, identify and remove or 

justify terms which are gender specific) 

Age (consider any barriers to accessing 
services or employment, identify and remove 
or justify terms which could be ageist, for 
example, using titles of senior or junior) 

 

Culture (consider dietary requirements, 
family relationships and individual care 
needs) 

 

Social class (consider ability to access 
services and information, for example, is 
information provided in plain English?) 

 

 

 

 

 
 


