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Purpose of the Report (select as appropriate)
Ar Gyfer Penderfyniad/For Decision

SBAR REPORT
Sefylifa / Situation
The Health and Safety Committee (HSC) is requested to approve the revised and updated 463
— Display Screen Equipment (DSE) & Workstation Assessment Procedure — (Version 3).This
report provides the required assurance that this Written Control Document has been developed
in line with all relevant legislation/regulations and available evidence and can therefore be

implemented within Hywel Dda University Health Board (HDdUHB).

Cefndir / Background

The Display Screen Equipment (DSE) & Workstation Assessment Procedure demonstrates a
commitment by Hywel Dda University Health Board (HDdUHB) to identify, assess and control
the risks associated with display screen equipment (DSE) as required by the Health and Safety
(Display Screen Equipment) Regulations 2002 and Sections 2 and 3 of the Health and Safety
at Work etc. Act 1974.

This procedure relates to the use of DSE, also known as Visual Display Units (VDUs), when
the use of this equipment represents a significant part of daily work. This applies to DSE used
in offices, reception areas/interview rooms (where public security issues may also need to be
considered), shared workstations, hot-desks, work in the community and in other employer’s
workplaces. It also covers the principles for agile or home working (note, separate specific
health and safety guidance now exists for agile and home working).

As space within the Health Board becomes increasingly scarce and the concept of shared
workstations and/or ‘hot-desking’ becomes ever more prevalent, there is a growing need for
DSE users and their managers to understand the requirements of the DSE Regulations to
enable HDdUHB to create a safer, more comfortable environment in which to work.

Asesiad / Assessment

There have been no changes to the relevant legislation or guidance since the 2019 Version 2
of this Procedure, therefore the only changes that have been made are to update the corporate
arrangements and some minor improvements / adjustments. In terms of changes made to the
corporate arrangements, the Owning Group is now the Health and Safety Advisory Group, the
lead Executive Director for the Procedure is now the Director of Nursing, Quality and Patient
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Experience rather than the Director of Operations and the list of other Health Board documents
to be read in conjunction with has been updated.

Other changes between Version 2 and Version 3 of this Procedure:

e Added a consent section to the Workstation Assessment for the sharing of information;

e Adjusted the order of the sections in the Workstation Assessment to cover furniture first,
particularly the chair, as the rest of the workstation set up essentially comes from correct
positioning of the elbow in a seated position;

e Added signposting to the All-Wales Guidance on Working with Display Screen
Equipment (DSE) Whilst Agile Working and/or Working from Private Premises;

¢ Amended contact details for specialist advice.

The above changes were as a result of discussions at the DSE Working Group, which is a task
and finish group set up to review and standardise DSE arrangements across the Health and
Safety, Manual Handling and Occupational Health Departments. The required amendments
were agreed at the group on 20" June 2022.

The reviewed and updated Procedure was then circulated to the full membership of the Health
and Safety Advisory Group (HSAG) for comment for a period of two weeks. HSAG comprises
of representation from Health and Safety, Occupational Health, Operational Compliance, Fire,
Infection Control, Manual Handling and Legal Services. No comments were received. The
updated Procedure was discussed and approved by the HSAG on 10" August 2022. As only
minor amendments to the Procedure have been made, there has been no requirement to
undertake consultation via global email to staff.

The Procedure will be available in all areas via the HDdAUHB Policy Internet site. For the
Display Screen Equipment (DSE) & Workstation Assessment Procedure to be successful,
departmental managers will be required to ensure that DSE Workstation Assessments are
conducted, as detailed in the Procedure, and that actions are implemented and monitored
within their areas of responsibility.

Compliance with this Procedure will be monitored locally via the Workplace Inspection
Checklist process and re-enforced within localities by local risk management and health and
safety arrangements.

This document will be reviewed every three years or earlier should audit results or changes to
legislation / practice within HDdUHB indicate otherwise.

Argymbhelliad / Recommendation
For the Health and Safety Committee to approve the revised and updated 463 — Display
Screen Equipment (DSE) & Workstation Assessment Procedure — (Version 3)

Amcanion: (rhaid cwblhau)
Objectives: (must be completed)

Committee ToR Reference: 3.16 Approve organisational Health and Safety Policies,
Cyfeirnod Cylch Gorchwyl y Pwyllgor: | Procedures, Guidelines and Codes of Practice (policies
within the scope of the Committee).

Cyfeirnod Cofrestr Risg Datix @ Sgor | Not applicable.
Cyfredol:
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Gwybodaeth Ychwanegol:

Further Information:

1. Staying Healthy

1.1 Health Promotion, Protection and Improvement
2.1 Managing Risk and Promoting Health and Safety
7. Staff and Resources

1. Putting people at the heart of everything we do
4. The best health and wellbeing for our individuals,
families and communities

2H Supporting talent, succession planning and
leadership development

2. Develop a skilled and flexible workforce to meet the
changing needs of the modern NHS

e L26 (2nd Ed), Work with display screen equipment:
Health and Safety (Display Screen Equipment)
Regulations 1992, Guidance on Regulations, HSE,
2003

o INDG36 (rev4), Working with display screen
equipment (DSE), A brief guide, HSE Guidance,
2013

e Health and Safety (Display Screen Equipment)
Regulations 2002

e Sections 2 and 3 of the Health and Safety at Work
etc. Act 1974

o Workplace (Health Safety and Welfare) Regulations
1992

e Equality Act (2010)

As contained within the body of the report.

Health and Safety Advisory Group
Local consultation

Effaith: (rhaid cwblhau)
Impact: (must be completed)
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There may be financial implications for line managers
ensuring that any equipment needs and/or appropriate
control measures identified by the workstation
assessments are implemented so far as is reasonably
practicable.

There is a positive impact on staff safety, health and
wellbeing through compliance with this Procedure.

Not applicable.

Not applicable.

A breach of health and safety regulations can result in the
issue of prohibition or improvement notices or criminal
proceedings.

Prosecutions and claims due to breaches in legislation or
personal injury claims can lead to negative publicity.

Not applicable.

The Equality Impact Assessment (EqlA) document from
2019 has been reviewed and updated.

No evidence gathered at this stage to indicate a negative
impact on any protected group(s).

The implementation of this procedure will enhance human
rights aspects in so far as the HB will ensure that, where
individuals are required use DSE in the course of their
work, their workstation is suitable assessed.

It is particularly important for staff to report any health
concerns that may be associated with DSE or any
adjustment which may need to be considered due to a
disability (e.g. Dyslexia, upper limb disorder) that may
affect their use of DSE.

It may be beneficial for pregnant staff members to have a
reassessment of their workstation, including use of DSE,
during pregnancy.

Anecdotally, it may be beneficial for older employees to
have regular DSE assessments to identify any issues and
to safeguard their health and wellbeing during their
continuing employment.
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For Approval

Policy Number: 463 Supersedes: V2 Classification Corporate
Version No Date of Approved by: Date of Date made Review
EqlA: y: Approval: Active: Date:
V2 05/2019 H&S EPC 17.07.2019 | 18.07.2019 | 17.07.2022
V3 08/2022 HSC
Brief Summary This document provides guidance on the arrangements for managing the use

of Document:

of Display Screen Equipment (DSE) as part of the Health Board’s
responsibility to staff under Health & Safety Legislation.

Scope:

This procedure is applicable to all Hywel Dda University Health Board
(HDdUHB) staff, including Independent Members, volunteers, those
seconded into the Organisation or holding honorary contracts, locums and
students.

To be read in

010 - Health and Safety Policy

conjunction All-Wales Guidance on Working with Display Screen Equipment (DSE) Whilst
with: Agile Working and/or Working from Private Premises
Owning
Committee/ Health & Safety Advisory Group / Health and Safety Committee
Group
Ex_ecutlv.e Mandy Rayani | Job Title Dlrect_or of Nursing, Quality and Patient
Director: Experience
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Reviews and updates

Version | Summary of Amendments: Date
no: Approved:
1 New Policy 28.6.2016
2 Revised policy 17.07.2019
3 Full update
Glossary of terms
Term Definition
DSE Display Screen Equipment
VDU Visual Display Unit
Keywords Display Screen Equipment, Visual Display Unit, DSE, VDU, Workstation
Assessment
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1. INTRODUCING
This procedure demonstrates a commitment by Hywel Dda University Health Board
(HDdUHB) to identify, assess and control the risks associated with display screen
equipment (DSE) as required by the Health and Safety (Display Screen Equipment)
Regulations 2002 and Sections 2 and 3 of the Health and Safety at Work etc. Act 1974.

This procedure relates to the use of DSE, also known as Visual Display Units (VDUs),
when the use of this equipment represents a significant part of daily work. This applies to
DSE used in offices, reception areas/interview rooms (where public security issues may
also need to be considered), when working in the community, in other employer’s
workplaces and when agile or home working. It also applies to shared workstations, hot-
desks and situations where people regularly use a number of different workstations.

As space within the Health Board becomes increasingly scarce and the concept of
shared workstations and/or ‘hot-desking’ becomes ever more prevalent, there is a
growing need for DSE users and their managers to understand the requirements of the
DSE Regulations to enable HDdUHB to create a safer, more comfortable environment in
which to work.

The overall responsibility for implementing the requirements of this procedure, ensuring
resources are available and to ensure that the working arrangements are followed rests
with the Chief Executive, but is usually devolved to the line manager.

2. SCOPE
This procedure is applicable to all HDdUHB staff, including Independent Members,
volunteers, those seconded into the Organisation or holding honorary contracts, locums
and students. This procedure relates to all staff whose work requires them to use DSE for
the majority of their working day. The DSE Regulations apply only to persons identified
as ‘users’ of DSE. Where it is obvious that an employee uses DSE more or less
continuously on a daily basis, they would automatically be considered as a DSE user.

The following definitions should be noted:

e Display Screen Equipment refers to any alpha numeric or graphic display screen
regardless of the display process involved. DSE may include personal computers,
laptops, tablets, smart phones, film viewers (screening) etc.

e The workstation refers to any type of computer equipment such as a personal
computer, laptop, smart-phone, tablet and other items such as, telephone, printer
document holder, work chair, work desk, work surface; any optional accessories or
other peripheral item to the DSE.

3. AIMS

This procedure aims to protect employees and others, so far as is reasonably
practicable, from the risks associated with DSE. In doing so, this procedure covers the
DSE, the workstation, the immediate working environment, equipment, training, individual
needs and eyesight tests. This procedure aims to prevent health problems including:

e Musculoskeletal disorders - particularly upper limb disorders;

e Visual and general fatigue;

e Stress and other psychosocial issues,
by encouraging good design of equipment, furniture, the working environment and the
organisation of work.

Database No0:463 Page 4 of 17 Version Draft 3
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4. OBJECTIVES
The aims of this procedure will be achieved by the following objectives:
¢ Define and identify display screen ‘users’;
¢ |dentify roles and responsibilities;
Outline training arrangements;
Introduce the DSE Workstation Checklist;
Provide information on routes for advice;
Outline reporting procedures for those employees that are symptomatic;
Provide details for DSE related eye tests.

5. DISPLAY SCREEN USERS - ‘DSE USERS’
The DSE Regulations are designed to protect people from the hazards associated with
this kind of work which are predominantly those that lead to musculoskeletal problems,
visual fatigue and stress. The likelihood of experiencing problems will depend upon the
frequency, duration, intensity and pace of spells of continuous use of display screen
equipment.

It is therefore inappropriate to make a judgment purely on the amount of time spent on
DSE work, but rather to consider all elements of the work done by each individual and
then make a judgement, using the following list of criteria which is drawn from the official
Guidance on the DSE Regulations:
e The individual depends on the use of display screen equipment to do the job, as
alternative means are not readily available for achieving the same results;
e The individual has no discretion as to use or non use of the display screen
equipment;
e The individual needs significant training and/or particular skills in the use of display
screen equipment to do the job;
e The individual normally uses display screen equipment for continuous spells of an
hour or more at a time;
e The individual uses display screen equipment in this way more or less daily;
e Fast transfer of information between the user and screen is an important
requirement of the job;
e The performance requirements of the system demand high levels of concentration
by the user, for example, where the consequences of an error may be critical.

6. DSE USERS & PORTABLE COMPUTERS
Where DSE users use portable computers e.g. laptops, tablets etc. for significant periods
of time these are also covered by the regulations. Specifics relating to portable
computers include:

e Where portable computers are used for prolonged periods (i.e. one hour or more)
the user must be supplied with a docking station or other equipment that allows the
workstation to be set up correctly i.e. separate keyboard and mouse, monitor riser,
adjustable chair and suitable working environment.

e Where possible, a docking station which allows a laptop to be slotted in and used as
a full sized workstation should be provided, particularly where work regularly takes
place at a particular location.

e Where laptops are used for significant periods in workplaces provided by other
employers e.g. on secondment, it is good practice to make advance arrangements
to ensure that a suitable working environment is provided including an adjustable
chair etc.

e Where work takes place in a variety of locations e.g. mobile workers, the use of a
separate keyboard, mouse and monitor riser (or separate screen) may be more
practicable.

Database No0:463 Page 5 of 17 Version Draft 3
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7. ROLES AND RESPONSIBILITIES

The Chief Executive and the Executive Team are responsible for:
e The implementation of this procedure and ensuring that all employees are familiar
with its contents, insofar as it is relevant to their role and responsibilities;
e The allocation of sufficient resources to effectively manage risks associated with

display screen equipment.

Directors and Assistant Directors are responsible for:
e Ensuring arrangements are in place to bring this procedure and any revisions to the
notice of all employees within their areas of responsibility and others who may be

affected;

e Ensuring that managers receive sufficient training to undertake their role;
e Ensuring that risk assessments take place when introducing new information

technology;

e Ensuring that the resources required to implement this procedure are made

available;

e Ensuring that procedures are put in place for the control of risks associated with

display screen equipment.

Working arrangements for All Managers and All Employees:

THE MANAGER:

THE EMPLOYEE:

Has overall responsibility for the workstation
assessment regardless of who carries out or
contributes to the assessment.

The Manager will ensure that all employees
who may be exposed to the risks associated
with DSE complete a workstation
assessment. (Jointly with the employee if
required). The assessment should be
undertaken using the DSE Workstation
Checklist which can be found in Appendix 1.

Will complete a workstation self-
assessment. This can be independently or
jointly with the manager.

The assessment should be undertaken
using the DSE Workstation Checklist which
can be found in Appendix 1.

Will ensure that accurate records of
workstation assessments are maintained for
all of their employees who use DSE.

Will retain copies of their own workstation
assessment(s).

Will ensure that any equipment needs
and/or appropriate control measures
identified by the workstation assessment are
implemented so far as is reasonably
practicable.

The completed DSE Workstation Checklist
should be submitted with any request for
funding for equipment etc. (For information
on routes for advice, please see Section
13).

Will comply with the advice given regarding
workstation use.

Will provide a completed DSE Workstation
Checklist for submission with any bid for
funding for equipment etc.

(For information on routes for advice, please
see Section 13).

Database No:463
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Will identify those employees that fall within

the definition of ‘DSE Users’ and ensure that
they undertake the DSE E-Learning training | Will complete the mandatory training DSE
module via ESR (See Section 12). This is E-Learning module if identified as a ‘DSE

automatically a mandatory module for all User’. (This will be automatic if in an Admin
Admin and Clerical roles, however, the or Clerical role or as identified by the line
module is available to all employees and manager or the employee themselves).

those that fall within the definition should be
directed to the module.

Will ensure that any assessment is updated | Will ensure that any assessment is updated

once the required actions have been once the required actions have been
completed (if undertaken jointly). completed (if undertaken independently).
Will ensure that workstation assessments Will ensure that workstation assessments
are reviewed if there are any changes in the | are reviewed if there are any changes in the
work method or the working environment, work method or the working environment,
including planned relocation changes or including planned relocation changes or
individual circumstances. individual circumstances.

Must report any concerns to their manager
as soon as possible, including any
difficulties, discomfort or health issues that
may be associated with the use of display
screen equipment®.

Will ensure that a management referral to
Occupational Health/GP is arranged if
employees are symptomatic. For information
on symptom reporting, see Section 14.

*It is particularly important for employees to report any health concerns that may be
associated with DSE or any adjustment which may need to be considered due to a
disability (e.g. Dyslexia, upper limb disorder) that may affect their use of DSE.

. REGULAR USE OF MORE THAN ONE WORKSTATION

Where an employee uses more than one workstation on a regular basis, their workstation
assessment should include all the workstations where they normally work. This may
occur where someone is responsible for more than one site. If the employee requires a
reasonable adjustment at one workstation, the other workstation should comply with the
same standard.

. SHARED WORKSTATIONS

Where workstations are specifically used by a small number of people, the workstation
should be designed to meet the requirements of those who normally work there as
indicated by individual workstation assessments e.g. provision of an adjustable monitor
riser if the workstation is shared by people who differ in height.

10.HOT-DESKS

Where workstations are available to any member of a mobile team or work group, they
should be designed to meet the requirements all potential users by being fully adjustable.

11. AGILE/HYBRID WORKING AND WORKING FROM PRIVATE PREMISES

Satisfactory workstation arrangements should be in place for all agile/hybrid working,
home working and work in private premises following a self-assessment process,
whether on an occasional or permanent basis. Please refer to the All-Wales Guidance on
Working with Display Screen Equipment (DSE) Whilst Agile Working and/or Working
from Private Premises (HDdUHB version) on the Health, Safety and Security Department
intranet page.

Database No0:463 Page 7 of 17 Version Draft 3
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12.DSE TRAINING
The DSE Regulations stipulate that all employees identified as DSE Users should receive
information, instruction, and training to help them identify risks and observe safe work
practices, including the analysis of workstations to assess and reduce risks.

HDdUHB has introduced an E-Learning training module available via the ESR learning
portal entitted 000 NHS Wales - Display Screen Equipment (DSE). As taken from the
learning portal: ‘The aim of the module is to provide awareness of the regulations, correct
set up of workstation & safe working practice when using display screen equipment. The
module will also assist with identifying any issues and will give information on what can
be done to provide a more comfortable and productive way of working with DSE’.

This E-Learning module is automatically a mandatory training module for all employees
in administrative and clerical roles as per ESR. The module is also now undertaken as
part of the corporate induction for those new employees entering HDdUHB into
administrative and clerical roles.

It should be noted though that there are some sectors of the workforce, such as patient
care providers, who regularly use DSE but who may not strictly fit within the regulatory
definition as DSE users. This does not mean however that they would not benefit from
the course. Note: Patient care providers are required to attend mandatory patient manual
handling training, and this incorporates a section on the use of DSE.

The training module will remain available via the ESR learning portal for anyone to
undertake, regardless of whether or not it has been assigned to them as a mandatory
module and all managers are encouraged to promote the utilisation of the course.

13.ROUTES FOR ADVICE
There are three main routes for advice for managers and/or employees following the
completion of a DSE Workstation Checklist. A flowchart can be found on page 9:

e For general advice for employees with concerns about workstation setup,
adjustments and equipment that cannot be resolved using the DSE Workstation
Checklist, please contact your local Moving and Handling Department.

e For general or specific advice for symptomatic employees, please contact your local
Occupational Health Department. For further information on symptom reporting,
please see Section 14.

e For advice on the wider working environment or workplace concerns, please contact
a member of the Health, Safety and Security Department.

Please ensure that the DSE Workstation Checklist which can be found in Appendix 1 is
completed prior to contacting the relevant department for advice.

Contact numbers:

Carmarthenshire Ceredigion Pembrokeshire
Moving & Handling 0300 303 6138 01822 5947 01720 3831
Occupational Health 0300 303 9674
Health, Safety and Please refer to the Health, Safety and Security
Security Department intranet homepage
Database No:463 Page 8 of 17 Version Draft 3
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Routes for advice flowchart:

Complete DSE E-
Learning Module via ESR

Complete DSE
Workstation Checklist

Issues or Concerns?

Keep checklist for

future reference

Concerns about the
workstation that
cannot be resolved
using the Workstation

Contact:
Moving and Handling
Department

Employees
experiencing DSE /
workstation
related symptoms

Contact:
Occupational
Health Department

Concerns about the
wider working
environment or
workplace

Contact:
Health, Safety &
Security Department

14.SYMPTOM REPORTING
Managers should arrange for a follow-up assessment to be carried out where there is any
report of:
Backache
Tired eyes/headache
Aches or pains in hands of arms
Discomfort whilst using the workstation
Impairment of grip or movement of fingers or other joints.
Other health issues that may be affected by DSE work such as a disability.
Referrals should be made to the Occupational Health Department using the Management
Referral Form.

15.EYESIGHT TESTS FOR DSE USERS
HDdUHB has established a Corporate Eye Care Service with Vision Express. The
scheme ensures that HDAUHB meets its legal requirements whilst offering a benefit that
many employees will hopefully value highly as part of the employee benefits scheme.
(Please note: HDAUHB will be changing providers in September 2022. The terms and
process will be very similar to those outlined below. Please check the staff benefits page
or contact the Health and Safety Team for further information).

For those employees that meet the criteria of a ‘DSE User’ as per Section 5, Vision
Express will provide the following benefits:
e The member of staff will pay just £15 and receive a full eye test, including Digital
Retinal Photography;

Database No:463 Page 9 of 17 Version Draft 3
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e They will also receive a discount of £45 off a dispensed pair of prescription glasses
or a pair of basic frames with single vision lenses;

¢ |f the member of staff wishes to upgrade to a more expensive frame the employee
will simply pay the difference in-store.

[ ]

The process for claiming the cost is as follows:

e Complete the request form on the Health Board Staff Benefits page and submit -
your voucher will be emailed to you;

e Ensure that your voucher had been signed by the manager who would normally
sign off your expenses;

e Take the voucher into a Vision Express store and get a full eye test and £45
towards your pair of prescription glasses as required. (£15 payment will be required
at this point);

¢ Once signed by the Optometrist the form should be used as a receipt to claim back
the £15 voucher via e-expenses (as approved by your manager).

Note (1): Staff are able to go to any optician and claim back £15 towards the cost of the
eye examination and glasses. Vision Express themselves provide the addition benefit of
£45 towards glasses.

Note (2): HDdUHB only have to provide single lens glasses for VDU use. However, the
vouchers can be used to purchase any type of lenses subject to the user paying the
additional cost.

16.LEGISLATION AND RELEVANT LAW

The following reference sources and relevant law have been used in the compilation of
this Display Screen Equipment (DSE) & Workstation Assessment Procedure:
e |26 (2 Ed), Work with Display Screen Equipment: Health and Safety (Display
Screen Equipment) Regulations 1992, Guidance on Regulations, HSE, 2003.
e INDG36 (rev4), Working with Display Screen Equipment (DSE), A brief guide, HSE
Guidance, 2013.
Health and Safety (Display Screen Equipment) Regulations 2002;
Sections 2 and 3 of the Health and Safety at Work etc. Act 1974;
Workplace (Health Safety and Welfare) Regulations 1992;
Equality Act (2010).

Further information is available on the HSE website:
http://www.hse.gov.uk/msd/dse/index.htm
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APPENDIX 1 — DSE WORKSTATION CHECKLIST

Display Screen Equipment (DSE) Workstation Checklist

Workstation location and number (if applicable):

User:

Checklist completed by:

Assessment checked by:

Any further action needed:

Follow-up action completed on:

By completing and sharing this checklist with your manager, you consent to its electronic storage by, and sharing with, relevant departments | Signature: Date:
such as Manual Handling, Occupational Health and/or Health & Safety. If you do not consent to this information being shared, please make
this clear on the form. Specialist advice entered on this form about your workstation will also be shared with your manager.

The following checklist can be used to help you complete a risk assessment and comply with the Health and Safety (Display Screen Equipment) Regulations. The questions
and ‘Things to consider’ in the checklist cover the regulatory requirements. Work through the checklist, ticking either the ‘Yes’ or ‘No’ column against each risk factor:
e ‘Yes’ answers will require no further action;
¢ ‘No’ answers will require investigation and/or remedial action by yourself or your line manager. The manager should record their decisions in the ‘Action to take’ column;
The ‘Professional Use Only’ column should be left blank by the employee/line manager and will be used by a professional should any further intervention be required.

Risk factors Tick answer Things to consider Action to take Professional Use Only
Yes | No
1 Furniture
Is the work surface large enough for all Create more room by moving printers,
the necessary equipment, papers etc.? reference materials etc. elsewhere. If
_ necessary, consider providing new
- AL ] s power and telecoms sockets, so
= b s equipment can be moved. There should
= =
‘| i v ! | be some scope for flexible
T \ rearrangement.
/'.¢ \- ™ -
- A v
- \
- " ) I‘,».
fa \ N
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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.

Is the chair suitable?

Does the chair have a working:

e Seat back height and tilt
adjustment?

e Seat height adjustment?

e Swivel mechanism?

e (Castors or glides?

The chair may need repairing or
replacing if the user is uncomfortable or
cannot use the adjustment
mechanisms.

Is the chair adjusted correctly?
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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.

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, 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 footrest may be needed.

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 portable).

Does the keyboard tilt?

Tilt need not be built in.

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.

Users of thick, raised keyboards may
need a wrist rest.

Database N0:463

Page 13 of 17

Version

Display Screen Equipment (DSE) & Workstation Assessment Procedure

Draft 3

17/21



14/17

Does the user have good keyboard
technique?

Training can be used to prevent:
e Hands bent up at the wrist;
e Hitting the keys too hard;

e Overstretching the fingers.

Are the characters clear and 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 such as touch screens may be
better for some tasks (but can be worse
for others).

Is the device positioned close to the
user?
s i

P

I

Most devices are best placed as close as

possible, e.g. right beside the keyboard.

Training may be needed to:

e Prevent arm overreaching;

o Tell users not to leave their hand on
the device when it is not being used;

e Encourage a relaxed arm and straight
wrist.

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

Support can be gained from, for
example, the desk surface or arm of a
chair. If not, a separate supporting
device may help. The user should be
able to find a comfortable working
position with the device.
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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 be needed.

Are the characters clear and readable?

Can the user easily adjust software
settings for speed and accuracy of
pointer?

Users may need training in how to
adjust device settings.

4 Display screens

Are the characters clear and readable?

Make sure the screen is clean and
cleaning materials are available. Check
that the 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
and jitter?

Try using different screen colours to
reduce flicker, e.g. darker background,
and lighter text. If there are still
problems, get the set-up checked, e.g.
by the equipment supplier

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.

Are 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 have height
adjustability?

Screen should be adjusted to suit user

height, with eyes approximately in line
with top of screen, so that neutral neck
posture can be maintained.
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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:

e swivel/tilt is absent or unsatisfactory;

e work is intensive; and/or

e the user has 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.

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
and seek specialist help.

5 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, with
adequate feedback, such as clear help
messages.
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6 Environment

Is there enough room to change
position and vary movement?

Space is needed to move, stretch and
fidget. Consider reorganising the office
layout and check for obstructions.
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, e.g. by adjusting window blinds
or light switches. Consider shading or
repositioning light sources or providing
local lighting, e.g. desk lamps (but make
sure lights don’t cause glare by
reflecting off walls or other surfaces).

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. If not,
consider soundproofing.

7 Final questions to users...

Have you experienced any discomfort or other symptoms which you can attribute to working with the DSE?

Have you been advised of your possible entitlement to eye and eyesight testing?

Do you take regular breaks working away from VDUs?
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