4.0
SPECIFIC POLICIES AND CODES OF PRACTICE

4.8
DISPLAY SCREEN EQUIPMENT

4.8.1 Introduction

The objectives of this policy are to:

(a)
Provide guidance to the university regarding the management and reduction of health risks related to working with all types of display screen equipment whether on campus or at other locations.

(b)
Outline procedures to assist managers in the assessment and protection of individual employee health when working with any display screen equipment.

(c)
Provide methods of maintaining risk management records regarding work with display screen equipment.

4.8.2
Legislation related to display screen equipment

4.8.2.1
Current regulations that specifically identify assessment and management of Display Screen Equipment (DSE) risks are:

(a)
The management of Health and Safety at Work Regulations.

(b)
Health and Safety (Display Screen Equipment) Regulations.

4.8.3
Display Screen Equipment responsibilities

4.8.3.1
Deans of Schools and University Campuses and Heads and Directors of Support Services
Deans of Schools, Heads and Directors of Support Services and Heads of University Campuses have overall responsibility for ensuring local arrangements are in place so that:

(a)
DSE provided is subject to risk assessment to ensure workstations, working environments and work routines meet the requirements given within the regulations, and that the assessments are reviewed as necessary.

(b)
Sufficient DSE assessors are in place to assist with advice regarding compliance with the regulations.

(c)
DSE assessors are provided with adequate information and training to effectively undertake their role.

4.8.3.2
Managers of departments or individual units

Managers have a responsibility to ensure that:

(a)
Individual employees, affiliates and research passports are advised of the risks of working with DSE.

(b)
DSE provided is subject to individual risk assessment at the outset of employment for all locations in which such work is undertaken.

(c)
Review of risk assessment takes place whenever any significant change or work location takes place.

(d)
Ensuring employees plan breaks from intensive DSE work during the course of the working day.

(e)
Purchase replacement / new equipment in conjunction with DSE assessor advice.

(f)
Work environments and routines meet the requirements of the Regulations.

(g)
If assistance is required to troubleshoot issues highlighted by the employee on self-assessment these are referred to the area DSE assessor.
(h)
To refer employee to occupational health should further assessment be required as highlighted to you by either the employee or the DSE assessor.
(i)
Adequate and up to date DSE records are maintained.

(j)
DSE users eligible for eye tests are provided with an eye care voucher on request.
4.8.3.3
Individual employees, affiliates and research passports
All those working with DSE are responsible for: -

(a)
Undertaking DSE self-assessment (appendix 2) at the outset of employment for all locations in which such work is undertaken in the course of employment and providing records to management


NB where portable DSE equipment is in use for periods lasting longer than 60 minutes or home working is undertaken in agreement with the individual’s line manager individual separate assessment(s) and record(s) should be undertaken for each eventuality.

(b)
Undertaking a new assessment if changing location of work.

(c)
Making modifications to personal DSE workstations with reference to appendix 1.



(d)
Reporting any upper limb, back or neck injuries which arise or are exacerbated as a result of DSE work to the Occupational Health Department.

(e)
Ensuring adequate planning and breaks from intensive DSE work during the course of the working day.

(f)
Bringing to the attention of their manager any deficiencies or problems.

(g)
Complying with advice provided in order to reduce risks and health problems associated with DSE work.

(h)
Where sharing desk / workstation facilities ensuring adjustments to accommodate personal needs at the start of each DSE session.

4.8.3.4
Display Screen Equipment Assessors (DSEA)

The DSEA is responsible for:

(a)
Reviewing employee DSE self-assessment documentation and assisting with adjustments.

(b)
Assisting management with the maintenance of records related to DSE assessment.

(c)
Ensuring DSE in their area of responsibility is subject to detailed assessment when requested to do so by the manager.

(d)
Recording assessment and making recommendations to the manager within the scope of personal training and competence.

(e)
Advising on making simple adjustments to the workstation without engendering risk to own    health.

(f)
Reviewing modifications to workstation with individuals after completion.

(g)
Advising management of any failure to follow advice on the part of individual employees.

(h)
Liaising with the employee and the employee’s manager if made aware of health problems related to DSE work in the course of the assessment.

(i) If you have carried out a DSE assessment for an individual and feel following this they require further assessment from occupational health then the individual’s manager should be notified by either yourself or the employee for the manager to make the referral to occupational health. This is to ensure managers are aware of any health issues that are affecting the employee they manage as well as any adjustments advised if appropriate. 

(ii) With the employees consent we will copy you in to any adjustments or recommendations made within the occupational health report. If an employee has undergone a further assessment then we will ask for the report to be sent directly to the referring manager and the employee as well as copying in occupational health. We will also ask the employee to keep you notified of any recommendations made.

4.8.3.5
The Occupational Health Department (OHD)

The OHD is responsible for: -

(a)
Facilitation of DSEA training and refresher updates.

(b)
Responding to queries from DSEAs and managers

(c)
Assessment of staff health problems related to DSE work when outside of the scope of the designated DSEA and providing advice to managers.

(d)
Facilitation or delivery of DSE awareness training to employees.

(e)
Distribution of DSE eye test vouchers to ‘DSE users’ and charge back to management units.

(f)
Maintaining awareness of health and safety legislation and guidelines relevant to DSE work and advising the University of any changes.

Other relevant university policies

Guidance on home working by academic staff (note: where home working is agreed for support staff the same principles apply).
Appendix 1 DSE problems & solutions

	Potential Problems
	Things to consider / who to speak to if in doubt

	Display Screen

· Stable flicker free image

· Clear readable characters

· Brightness/contrast

· Screen swivel & tilt

· Glare and reflections
	· Get equipment checked by IT (IT helpdesk)

· Make sure screen is clean

· Adjust text size settings 

· Screen arm’s length away from user

· Try using different screen colours e.g. darker background & lighter screen

· Ensure swivel & tilt are working to allow comfortable position for DSE user (DSE assessor)

· Move the screen or close blinds

· Consider anti-glare screen filters but not before all other options have been tried (DSE assessor / manager)

	Keyboards

· Separate from screen 

· Tilt 

· Keying position
· Keyboard technique
	· Ensure separate keyboard used (even with lap tops -docking station may be used to facilitate)

· Tilt not always essential

· Ensure keyboard is close enough to user

· Wrist rests

· Training on correct keying technique 

	Mouse

· Correct device, position & use of mouse

· Wrist and forearm support
	· Mouse is best placed right beside keyboard – should be separate when using laptop for extended periods. 

· Mouse and trackball systems are available in many shapes and sizes. Alternatives should be considered in conjunction with specialist advice (Occupational Health)

· Ensure that dust and debris is not collecting inside mouse device.

· Training to prevent poor mouse technique and / or use of shortcut keys on keyboard to reduce use of mouse

· Ensure smooth clean desk to allow mouse to work better

· Wrist support devices (DSE assessor)


	Desk Space

· Large enough work surface / 

     reaching all required equipment

· Glare and reflection from desk / 

      desk height
	· Clear ALL clutter e.g. move printers, reference materials etc.

· There should be scope for flexible rearrangements

· Bring frequently used things closer

· DO NOT place things between yourself and keyboard

· Document holders at eye level, desk shelves (DSE assessor / manager)

· New desk may be required (DSE assessor / manager)

	Chair

· Padding

· Chair stable

· Seat back height adjustable /

      seat pan tilt

· Lumbar support

· Arm rests 

· Feet supported
	· Chair may need repairing, swapping or replacing if user is uncomfortable (DSE assessor)

· 5 castors on chair

· All chairs should have adjustable seat back, seat pan and seat height. Straight back-relaxed shoulders

· Lumbar support cushions, or chairs with built in lumbar support  (DSE assessor)

· Armrests should be suitable for user and desk area some can be an obstruction but can often be removed easily. Elbows at right angles-relaxed shoulders

· Move obstructions from under desk

· Foot rest may be required

	Environment

· Space around desk to allow you to move

· Lighting

· Temperature & humidity

· Noise
	· Space is required to move, stretch and fidget

· Reorganise office layout and check for obstructions e.g. cables and tripping hazards

· User should have control of lighting levels

· Consider shading or repositioning light sources e.g. desk lamps (manager / estates helpline)

· Circulate fresh air. Plants can help

· Can heating be better controlled- air conditioning?  (manager / estates helpline)

· Is there too much electrical equipment in the room?

· Move sources of noise e.g. printers

· Consider sound proofing
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