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1. Introduction 



1.1 The aim of this document is to identify the principal risks to the health and safety of employees and contractors arising from the use of display screen equipment and specify the general precautions that must be taken to eliminate or reduce these risks. This document covers all places of work including Hot Desking and working from home.



1.2 For the purposes of this guide and legislation, the term ‘display screen equipment’ refers to the use and supply of any computer and its associated equipment, laptop computers, the software, certain cash registers, microfiche machines, etc. The guide also covers the requirements for workstations associated with the display screen equipment.



1.3 The legislation requires an assessment of the risks to staff from the display screen equipment. The risk assessments must be specific to the particular equipment and workstation.



1.4 There are specific legal requirements, duties and responsibilities contained within the Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the Health and Safety (Miscellaneous Amendments) Regulations 2002.



2. Training



2.1 All staff must be provided with sufficient instruction, training or supervision to be able to carry out their work safely. 



2.2 Managers and supervisors should have sufficient experience or training to be able to identify the hazards and to be able to put in place measures to reduce the chances of injury.



2.3 Any employee who is required to carry out risk assessments for the use of display screen equipment should as a minimum have attended a Display Screen Equipment Assessors course.



2.4 Any employee who is required to use work equipment must be trained in its safe use. Training records should be kept and maintained.



3. Work equipment 



3.1 The term ‘work equipment’ applies to all the hardware associated with the display screen equipment, the workstation (desk, chair etc), printers, scanners, document holders etc.



3.2 All work equipment must be suitable for the purpose and maintained and repaired or renewed when damaged.



3.3 Where the safety of work equipment is dependent on proactive inspection and maintenance, a programme should be established for a competent person to carry out the necessary works (e.g. portable appliance testing).



3.4 Maintenance and inspection records should be kept.





4. Key Health and Safety Points



4.1 Managers and supervisors must ensure that: 



· A workstation assessment is carried out for all workstations where display screen equipment is used. For complex situations, the H&S Team should be contacted for advice and support. 

· Staff who are display screen equipment users are, on request, provided with a suitable eye test and reimbursed for the cost. (The Health & Safety Team can advise on the process.)

· All employees or contractors work in accordance with the adopted safe working practices and procedures.

· Employees are provided with sufficient levels of information, instruction, training and/or supervision 

· All accidents, incidents near misses and problems are reported and recorded as soon as possible.

· All work equipment and personal protective equipment is maintained to a safe condition

· All necessary documentation is maintained.



4.2 Employees must ensure that: 



· They undertake to on-line training and assessment via Learning Pool. 

· Whenever there is a substantial change to the work that they undertake or to their workstation or equipment, a further assessment must be undertaken.

· They advise their manager of any ill-effects being experienced whilst using display screen equipment.

· They adhere to the adopted safe working practices and procedures

· All accidents, incidents or near misses are reported to their manager or supervisor as soon as possible.

· They use work equipment in the correct manner and report any defects to their manager or supervisor.

· They do not endanger themselves or others.






5. Process to Obtain an Eye Test

Staff that work with DSE, such as computer screens, on a regular basis, are entitled to a full eye examination and vision test.  Slough Borough Council uses a corporate provider for such tests. Further details can be found on SBC Insite. 



To obtain a voucher:



1. Complete an Eye Test Requisition Form (available on SBCInsite http://insite/people/health-and-safety/hs-templates ). Please ensure that all details are completed, including management signature.. 

2. Submit the Eye Test Requisition Form to the H&S Team on _HealthandSafety@slough.gov.uk  

3. H&S will process the requisition

4. H&S will email a voucher back to the individual member of staff

5. Employee to arrange an eye test and present the voucher at the appointment. 



A voucher entitles an employee to:

•   A full eye test including Digital Retinal Photography

•   A set discount of £45 (provided by the corporate provider) on a complete pair of    

    glasses of any prescription or

•   A pair of single vision glasses from the basic range free of charge



SBC do not reimburse costs if the member of staff does not present the voucher at the time of the eye test.



SBC also do not reimburse costs, if staff go to other opticians.
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		Slough Borough Council


Display Screen Equipment Risk Assessment Form





Name:


Department:




Location:




Date:

		

		

		



		Question

		Delete as appropriate

		Comments/ Action

		Date Action Completed



		Environment



		1. Space



		Is there sufficient space (legal minimum 3.7 m²) with enough storage, to enable easy access to the workstation

		Yes / No

		

		



		Does the space permit reasonable variation in the position of furniture and equipment

		Yes / No

		

		



		2. Lighting



		Is there adequate lighting for all tasks

		Yes / No

		

		



		Is lighting variable to suit ambient conditions

		Yes / No

		

		



		Is the lighting co-ordinated to avoid reflection and glare from falling upon the screen and other equipment

		Yes / No

		

		



		Have desk lamps (or other local task lighting) been supplied where necessary 

		Yes / No

		

		



		3. Reflections and Glare



		Have adjustable window blinds (or an alternative type of easily adjustable covering been fitted to the windows

		Yes / No

		

		



		Are wall surfaces designed to minimise reflections from falling upon the workstation

		Yes / No

		

		



		Have other fixtures and fittings been positioned to avoid reflections upon the workstation

		Yes / No

		

		



		Where the need cannot be avoided, has an appropriate screen filter been supplied



		Yes / No

		

		



		4. Noise



		Have noisy pieces of equipment (printers, etc.) been kept away from the workstation, or sound proofed.

		Yes / No

		

		



		Have all other sources of noise been reduced to prevent distraction or interference with persons tasks.

		.


Yes / No

		

		



		5. Temperature




		Is the temperature at the workstation comfortable

		Yes / No

		

		



		Is the temperature maintained at a level that ensures operator comfort.

		Yes / No

		

		



		Have all sources of excess heat (i.e. those likely to cause discomfort or injury) been eliminated or controlled.

		Yes / No

		

		



		6. Humidity



		Is an adequate level of relative humidity maintained.

		Yes / No

		

		



		7. Radiation



		Is work equipment in a good state of repair, thus ensuring the minimisation of radiation, other than visible light

		Yes / No

		

		





		Equipment



		8. Display Screens



		Does the display screen have easily adjustable controls for brightness and contrast

		Yes / No

		

		



		Is it possible to easily tilt and swivel the screen

		Yes / No

		

		



		Does the screen stand upon an adjustable stand, or is there other ways to achieve the correct height

		Yes / No

		

		



		Is the screen free of reflections or glare

		Yes / No

		

		



		Is the image on the screen stable / free from flicker

		Yes / No

		

		



		Are all characters well defined, of adequate size with sufficient spacing between lines and text

		Yes / No

		

		



		Is it possible to easily move the screen, having regard to its size, weight and electrical cabling



		Yes / No

		

		



		9. Keyboard



		Is the keyboard separate from the screen

		Yes / No

		

		



		Is it possible to adjust the angle of tilt of the keyboard

		Yes / No

		

		



		Are the Key symbols adequately contrasted

		Yes / No

		

		



		Does the keyboard have a matt surface

		Yes / No

		

		



		Is there adequate space at the front of the keyboard to support the hands and arms of the operator

		Yes / No

		

		



		Is the keyboard style and the arrangements of the keys so designed to enable ease of use

		Yes / No

		

		



		10. Other equipment



		Has a document holder been provided and is it adjustable to suit the operator.

		Yes / No

		

		



		Has all other equipment (mouse, telephone, modem or printer) been assessed for suitability 

		Yes / No

		

		





		Furniture

		

		

		



		11 Work Surface

		

		

		



		Is the desk surface sufficiently large enough to allow a flexible/comfortable arrangement of all work equipment

		Yes / No

		

		



		Does the surface have a matt finish to prevent reflections

		Yes / No

		

		



		Is the desk height suitable

		Yes / No

		

		



		Is there sufficient space below the desk to enable the operator to sit comfortably

		Yes / No

		

		



		12. Chair



		Is the chair stable and does it allow easy freedom of movement

		Yes / No

		

		



		Is it easy to adjust the seat height, the backrest angle and height.

		Yes / No

		

		



		13. Other furniture



		Has, if applicable, a footrest been made available

		Yes / No

		

		



		If any equipment is placed on shelves is it stable and secure

		Yes / No

		

		





		Operator/Computer Interface



		14. Software design



		Is the software suitable for the task

		Yes / No

		

		



		Does the operator find it easy to understand how to use the software

		Yes / No

		

		



		15. System performance



		Is information displayed at a pace intended to be comfortable to the operator

		Yes / No

		

		



		Is the format in which information displayed suitable for the operator.

		Yes / No

		

		



		16. Job design



		Has the job been designed to incorporate off-screen activities within the working day

		Yes / No

		

		



		Are there adequate opportunities for regular breaks from using the DSE. 

		Yes / No

		

		



		Is the operator given some control on when and for how long they can do tasks away from the screen.

		Yes / No

		

		



		Have steps been taken to minimise repetitive or boring tasks, such as continual data entry

		Yes / No

		

		



		Where possible, have “peaks and troughs” in the workload been eliminated. 

		Yes / No

		

		



		Comments:




		

		



		Employee  Signature:
                                   Date:

         Position:


DSE Assessor Signature:                     
           Date:
                     Position: 
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Working from home assessment















                                                        			





















	

Introduction

The aim of this questionnaire is to identify any problems with your home workstation and environment. 



VDU

If your work involves working at computer screens or other information technology equipment for prolonged periods, there may be a risk of back, neck, arm or wrist strain, headaches and eyestrain. If you are suffering from any symptoms that you feel are attributable to work, it should be reported to your manager and your doctor.



The diagram below shows how you should set up your home workstation.



[image: ]

To avoid discomfort:

· Adjust the seat, keyboard and screen to suit you;

· Adjust the screen to avoid glare and reflection from lights and windows;

· Adjust the screen using the brightness and contrast controls to suit the lighting conditions;

· Keep the screen clean;

· Adjust your chair so that your back and legs are supported and your forearms are approximately horizontal.









Name: 							Date:

Location of assessment (room): 				Home: Y / N





Complete the form below and return to your manager prior to commencing home working.



Your Chair

		Are you using a five wheeled computer chair?

		Yes

		No



		Is your seat height adjustable? *

		Yes

		No



		Is the seat back adjustable for both height, backward and forward tilt?*

		Yes

		No



		Do you know how to adjust your seat? *

		Yes

		No



		With the seat adjusted to the correct working height can you easily place your feet on the floor? *

		Yes

		No



		Do your feet touch the ground?

		Yes

		No



		Does the chair allow movement?

		Yes

		No



		Is the chair comfortable? 

		Yes

		No





* If using a normal domestic chair at home please choose one that allows you to have a comfortable upright seating position.



Your Desk

		Is the desk surface large enough to allow you to position your screen, key board or laptop in a comfortable position?

		Yes

		No



		Is the desk surface large enough to comfortably allow you to work?

		Yes

		No



		Is the height of your desk suitable?

		Yes

		No







The Keyboard

		Can you move the keyboard to a comfortable position?

		Yes

		No



		Can the keyboard height be raised and lowered? 

		Yes

		No



		If using a laptop do you need a laptop stand?                                         

		N/A

		Yes

		No



		Can you easily read the symbols on the keyboard?

		Yes

		No



		Is there enough room in front of the keyboard to support your hands and lower arms?

		Yes

		No







Your Display Screen

		Is the screen display clear and easy to read?

		Yes

		No



		Are there any distracting light reflections on the screen?

		Yes

		No



		Does the screen tilt? 

		Yes

		No



		Does the screen swivel? (Not applicable to laptops)                              

		N/A

		Yes

		No



		Do you know how to adjust the brightness and contrast on your screen?

		Yes

		No







You the User

		When using the display screen equipment do you suffer from any aches and pains in the neck, back or upper limbs?

		Yes

		No



		Are you currently being treated for these symptoms?                           

		N/A

		Yes

		No



		When using the display screen equipment do you suffer from any headaches or eyestrain?

		Yes

		No



		Are you currently being treated for these symptoms?                            

		N/A

		Yes

		No



		Do you suffer with any pain in the neck, back or upper limbs when moving the pedestal?

		Yes

		No





(*) If you are suffering with pain that is related to using display screen equipment, please advise you manager.



Your Training

		Have you completed the DSE Online training (Cornerstone)?

		Yes

		No



		Have you been given any training in how to use the software?

		Yes

		No







Your Environment

		Are there any tripping hazards present in the local vicinity of where you are working?

		Yes

		No



		Are any of your electric cables fraying?

		Yes

		No







Once completed, return to your manager.
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If you have any questions about working away from the office
speak with your manager first.
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Key points to consider:
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Workstation Exercises
Recommendations to reduce aches and painsRecommendations to reduce aches and pains: 

· Regularly vary work tasks, looking at organisation of the working day. 

· Break up ‘on-screen’ activities with micro-breaks – tasks which involve movement, stretching and changes to body position. 

· Trying standing during some tasks and moving away from the workstation, for short periods, where possible.



Why Stretch? 

No matter how well the workstation is designed, problems may arise where work organisation is poor or disrupted. Working at a computer often involves few changes in body position. This lack of movement can lead to muscular aches and pains.
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Stretches for Wrist, Hand and Forearm

With elbow held close in to side of body, slowly rotate palm upwards and then downwards until stretch is felt at each extreme. 

Hold each for slow count of 10. 

Repeat 3-5 times.



With hand open and facing down, move wrist from side to side, until stretch is felt at each extreme. 

Hold each for slow count of 10. 

Repeat 3-5 times.



Make a fist; ensuring thumb is straight, not tucked under fingers (1a). slide fingertips up palm, tips of fingers moving towards base of fingers, until stretch is felt (1b). 

Hold for slow count of 10. 

Repeat 3-5 times.
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Holding upper part of hand with the other hand, slowly bend wrist down and then upwards until stretch is felt at each extreme. 

Hold each for slow count of 10. 

Repeat 3-5 times.

Sitting with elbows out and palms together, slowly rotate plams down until stretch is felt. 

Hold each for slow count of 10. 

Repeat 3-5 times.































Stretches for Neck and Shoulders
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Sit or stand upright. Without lifting chin, slide head straight back until a stretch is felt. 

Hold each for slow count of 10. 

Repeat 3-5 times.
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Drop head slowly to one side, taking ear towards shoulder until a stretch is felt. 

Hold each for slow count of 10. 

Repeat 3-5 times.











Sitting with back supported, slowly roll shoulders up and backwards in a circular motion.

Repeat 10 times

[image: ]

Raise shoulders towards ears until slight tension felt across tops of shoulders

Hold each for slow count of 10. 

Repeat 3-5 times.
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Stretches for back

Interlace fingers and lift arms above head, keeping elbows straight. Pressing arms back slowly stretch to one side. 

Hold for slow count of 10. 

Repeat 3-5 times.
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Hold right arm with left hand just above elbow. Gently push elbow towards left shoulder until stretch is felt. 

Hold for slow count of 10. 

Repeat 3-5 times each side.
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Interlace fingers and lift arms above head. Slowly lean backwards until stretch is felt.

Hold for slow count of 10. 

Repeat 3-5 times.
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Stretches for Leg and AnkleSlowly lift one leg, straightening knee.

Hold for slow count of 10. 

Repeat 3-5 times with each leg..
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Lift ankle clear of floor. 

Alternatively flex and extend ankle in a pumping action. 

Repeat 10 times each ankle
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Using iPads and Tablets



 Tips and advice for using iPads and tablet devices

[image: ]



Remember a tablet is a great portable device to use for short periods of time but for longer periods or for work requiring the input of information, a correctly set up workstation is the best option. Make sure you use the right tool for the job to ensure you are productive and working without compromising your health.









[image: Man holding tablet illustration , Businessperson Character ...]



Advice points 

· When reading, use a stand or tilt the tablet to reduce the need for you to bend your head forward to read. 

· Whenever possible try to place the tablet on a surface rather than holding it. If you are using the on-screen keyboard for extended periods consider using a blue tooth external keyboard. 

· Use a light touch when using the screen it will be more efficient as well as preventing problems. 

· When typing or touching the screen regularly have the tablet flat or only slightly angled to ensure your wrists are not in awkward positions. 

· If you find you are leaning forwards to view the tablet, enlarge the image or text. 

· Keep your screen clean for good visibility and hygiene reasons. 

· Remember movement is really important, if you find yourself using a tablet intensively for more than 10-20 mins take a short break, stretch your hands, shoulders and neck and look into the distance to relax your eyes. 



































Due to the screen and keyboard being in the same place on a tablet – either your head is angled down or your arms are being held up – if extended periods of time are spent typing or inputting information, you will increase the risk of developing neck and upper limb conditions.
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Portable Communications



 Advice for portable communication device’s

[image: ]





Portable input devices including smart phones can lead to pain and discomfort due to the posture needed to use them. 

To minimise problems, follow this simple advice.









[image: ]

































Doc No: INFO 009J 

[bookmark: _GoBack]Version: 1						                                                                   Page 1 of 1

Date: 24.04.2020





image2.png

To reduce typing, considor
calling instoad.

Hold dovice up to reduce
bending of the nock.

Look away from tho scroen
roguiarly to rolax eyes.
Considr incraasing font size.

Avoid lengthy input periods.
When large amounts of
inputting is roquired - use a PC.
orlaptop.

Vary the fingors you use and
stop froquently to strotch.

Considor using an extornal
Koyboard.







image20.png

To reduce typing, considor
calling instoad.

Hold dovice up to reduce
bending of the nock.

Look away from tho scroen
roguiarly to rolax eyes.
Considr incraasing font size.

Avoid lengthy input periods.
When large amounts of
inputting is roquired - use a PC.
orlaptop.

Vary the fingors you use and
stop froquently to strotch.

Considor using an extornal
Koyboard.







image1.png

SIwww slough gwukl

Borough Coun I






image10.png

SIwww slough gwukl

Borough Coun I







image14.emf
INFO 009K 10 Hacks  for digital eyestrain v1 April 2020.docx


INFO 009K 10 Hacks for digital eyestrain v1 April 2020.docx
10 Hacks for fighting digital eyestrain
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Have your eyes ever felt tired, achy, heavy, dry, or blurred after staring at a phone or computer screen for too long? You’re probably experiencing digital eye strain - something that can fortunately be relieved with a few simple actions.


Next time you need to spend a long time staring at a screen, try to remember these 10 simple hacks:
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2

1



 Check angle, height and distance of your screen

Your screen should be 50-62 cm away from your eyes, while the centre should be about 10-15 degrees below your eye line. This usually works if the top of your screen is at eye level.

 Adjust size and style of font

Use your computer’s settings to find a size and style of font that feels most comfortable to you. You shouldn’t have to squint or lean forward to read. If you have two screens, try to make sure these settings are similar.

 Adjust size and style of font

Use your computer’s settings to find a size and style of font that feels most comfortable to you. You shouldn’t have to squint or lean forward to read. If you have two screens, try to make sure these settings are similar.
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 Avoid backing onto, or facing away from a light source

Glare from a window, light, or reflective wall can cause eye-strain. Draw blinds, paint walls in darker matt, or use a screen filter to reduce glare.

 Take regular breaks

You should take an eye break from your computer every 20 minutes. Focus on a distant object to relax the muscles inside the eye

 Partake in non-screen activities at lunch

Don’t spend your lunch-break working or scanning news on your phone. Get outside for a walk, read a book, or do anything else that gets you away from your screen.
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 Careful with contacts

Wearing contact lenses can dry your eyes out and as your blink rate reduces with screen use, this can increase the problem. Consider switching to glasses when you use your computer or use tear-substitute drops to keep them moist



 Be mindful of blue light at night

The blue light emanating from our screens can trick our brains into thinking it is still daylight. Try to limit screen time at night, or try using blue light filters or glasses.

 

 Try to alternate between tasks

While it may not be possible for everyone, where reasonable, alternate regularly between using a computer and carrying out a non-screen task such as phoning or making paper notes.
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 Have your eyes tested every 2 years

Regular eye examinations are important for eye health. Try to book one every 2 years unless an optician or health professional suggests otherwise. 
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