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1. Introduction  

This document sets out Northern Devon Healthcare NHS Trust’s system for Display 
Screen Equipment.  It provides a robust framework to ensure a consistent approach 
across the whole organisation, and supports our statutory duties as set out in the 
NHS Constitution. 

The Display Screen Equipment Policy applies to all staff, Trust wide who as part of 
their normal range of work duties are display screen equipment users. 

2. Purpose   

The purpose of this document is to ensure adherence to  Northern Devon Healthcare 
NHS Trust’s system for maintaining the Health, Safety and Welfare of its staff 
working with Display Screen Equipment (DSE).  

The Health and Safety Display Screen Equipment Regulations (1992) Amended 
2002 requires assessment of risks in particular risks of musculoskeletal discomfort, 
visual disturbance and mental stress. 
 Implementation of this policy will: 

 Ensure staff are fully aware of safe practice 

 Enable the Trust to safeguard the health, safety and welfare of its employees  
 

The policy applies to all Trust staff. 

3. Definitions  

3.1. Display Screen Equipment 

Display Screen Equipment (DSE) is a device or equipment that has an alphanumeric 
or graphic display screen, regardless of the display process involved; it includes both 
conventional display screens and those used in laptops, touch-screens, smart 
phones and other similar devices. 

The DSE Regulations and this policy applies to portable DSE in prolonged use such 
as (but not limited to) laptops and tablets in addition to more traditional desk top 
computers and monitors.   

Prolonged use encompasses static or portable devices that are habitually used by a 
DSE user for a significant part of their normal work duties. 

As a guide, prolonged use can be considered a member of staff who uses DSE as 
part of their daily duties for an hour or more at a time. 

Computer screens or other forms of monitors mainly intended for public display are 
not included under the definition of DSE. 

3.2. User  

An employee who habitually uses Display Screen Equipment as a significant part of 
normal work is classed as a user.  
 
This includes:  
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 Normally uses DSE for continuous or near continuous spells of an hour or more at a 
time 

 Uses DSE in this way more or less daily 

 Fast transfer of information between the user and screen is an important requirement 
of the job. 

 The individual who depends upon the use of Display Screen Equipment  to perform 
his/her job  

 The individual who has no discretion as to use or non-use of Display Screen 
Equipment. 

 The individual who needs significant training or skills to use the Display Screen 
Equipment. 

 Where the system requires high levels of concentration and attention by the user. 

 

3.3. Non-user 

 Uses DSE for occasional monitoring of information and does not depend upon DSE 
for most of their work 

 Uses DSE sometimes, (laptop) infrequently for short periods 

 Mainly concerned with customer/public interaction with possibility of using DSE for 
limited purposes such as obtaining telephone numbers, intermittent monitoring of 
single CCTV screen 

 The DSE Regulations do not apply to staff who use DSE infrequently or for short 
periods of time. However, the controls described in this policy to manage risks 
associated with DSE use may still be useful for those members of staff. 

3.4.  Workstation  

The Display Screen Equipment Regulations (1992) define a workstation as an 
assembly comprising of, a key board or any other input device, optional accessories 
to the DSE, disc drive, telephone, modem, printer, document holder, work chair, 
desk, work surface or any other item peripheral to the Display Screen Equipment, 
and the environment around it. 

 

3.5. I.T.  

Is an abbreviation of Information Technology.  
 

3.6. Eye and eye sight test  

The DSE regulations require employers to provide users who request it with an 
appropriate eye and eyesight test. (This test should take into account the nature of the 
users work and the distance at which the screen is viewed).  

 To employees who are already users, to be carried out as soon as practicable 
after the user has requested one 

 To people who are being recruited to be a user (including existing employees 
being transferred to work that will make them a user) to be carried out before 
the person becomes a user 
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The Eye and eye sight test will be performed by the employees’ preferred optician 
following receipt of the required documentation obtained from the Occupational Health 
Department. Your optician will indicate how frequently you need your eyes testing; this 
is usually every 2 years. 
 

3.7. Spectacles for use when working with Display Screen 
Equipment   

Users needing specific corrective glasses will be prescribed by an optician special 
Spectacles solely for using with Display Screen Equipment.  

 
Employer’s liability for the cost of these is restricted to payment of the cost of basic 
glasses adequate for the users work.  Spectacles for use when working with Display 
Screen Equipment do NOT include tints, varifocals, designer frames or glasses for use 
other than with Display Screen Equipment. However this can be met by the user 
contributing to the final cost set against the basic contribution of the employer. 
 
Contact lenses are not reimbursable under the DSE Policy. The Trust is not obliged to 
reimburse staff for contact lenses which typically are not used solely for DSE work. 
The obligation under the Display Screen Equipment Regulations is for the provision of 
basic corrective glasses, where an optician confirms they are required solely for DSE 
use. Guidance from a leading optician advises "if you wear contact lenses, consider 
wearing glasses when on your computer as contact lenses can become dry and 
uncomfortable during sustained computer work." 
 

3.8. Tablet 

 A tablet computer commonly shorted to “tablet”, is a mobile computer with a 
touchscreen display, circuitry and battery in a single device.  Tablets have touchscreen 
displays that use the recognition of finger or stylus movements that replace the use of 
a traditional mouse and keyboard.  Tablets typically have on-screen, pop up virtual 
keyboards.  The Apple iPad is an example of a tablet. 

 

3.9. VDU 

Visual Display Unit (VDU) is a phrase previously used to describe a computer 
monitor.  The term is still referred to in current Health and Safety Executive Guidance 
published on the HSE website.  The term VDU will not be used in the Trusts DSE 
Policy which instead will make reference to computer monitor or screen.   

3.10. Hot Desking 

The Collins English Dictionary definition of hot desking is a follows:  

 If employees hot desk, they are not assigned particular desks and work at any 
desk that is available. 

4. Responsibilities  

4.1. Role of Chief Executive 
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Holds overall responsibility of the health and safety of all the staff within the Trust. 
 

4.2. Role of the Chief Nurse 

The Chief Nurse is the nominated lead for health and safety, including matters 
associated with Display Screen Equipment and is accountable to the Chief 
Executive. 
 

4.3. Role of the Back Care Advisor. 

The Back Care Advisor is responsible for: 

 Providing proactive, reactive or requested advice on strategic developments, 
necessary to reduce musculo-skeletal disorders to meet legislation and best 
practice. 

 Advising Directors, Managers and Staff on issues about new or improved 
equipment and ergonomics of the working environment. 

 Attendance and provision of reports to the Health & Safety committee meetings 
and others as requested. 

 Identifying, assessing and reducing risks at organisational and departmental 
level via the risk assessment process. 

 Auditing, monitoring and evaluating issues relating to Display Screen 
Equipment use. 

 The development, maintenance and monitoring the effectiveness of, and the 
provision of Display Screen Equipment risk assessors training. 

 Advising and assisting managers with return to work programs and 
rehabilitation of staff into the workplace following musculo-skeletal events. 

 Performing ergonomic workplace assessments. 

 Providing advice on workplace modifications and new builds where appropriate. 
 

4.4. Role of the Health and Safety Manager  

The Health and Safety Manager is responsible for: 

 Providing advice on workplace modifications where appropriate. 

 Ensuring that the Health and Safety Executive are notified under the Reporting 
of Incidents, Diseases and Dangerous Occurrences Regulations 2013 
(RIDDOR) where an incident associated with use of display screen equipment 
meets the reportable criteria under the RIDDOR regulations.   

 

4.5. Role of the Department/Ward Managers  

Managers are responsible for: 

 The health, safety and welfare of staff who use Display Screen Equipment   
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 Ensuring the Display Screen equipment Risk Assessments are carried out, 
documented and acted upon and reviewed appropriately according to the risk 
strategy.  

 Ensuring that users of Display Screen Equipment  receive and comply with 
appropriate information and training in the safe use of the equipment 

 Recognizing health symptoms which may be attributed to using Display Screen 
Equipment   

 Providing staff with the relevant information so they are aware of this policy and 
how to obtain the necessary paperwork needed for vision screening. 

 Considering the risks to employees using Display Screen Equipment  who work 
at home 

 
 

4.6. Role of Staff 

Employees are responsible for: 
 

 Using Display Screen Equipment  in accordance with the information and 
training received 

 Completing a Display Screen Equipment self-assessment form prior to using 
the Display Screen Equipment in their workplace and giving a copy to their line 
manager (See Appendix A). Help can be sought from their manager, Key 
Trainers or manual handling risk assessors. 

 Ergonomically setting the workstation to suit their needs at the commencement 
of each shift and ensuring that work practices are varied and rotated regularly 
to avoid prolonged periods working on Display Screen Equipment, in 
accordance with the manger. 

 Performing stretching exercises every 20-30 minutes similar to the exercises 
found on BOB in the Back Care Department under Display Screen Equipment.  

 Rotate tasks as much as possible to avoid periods in excess of 2 hour 
continuous data inputting 

 Reporting health symptoms they feel may be attributed to using Display Screen 
Equipment to their manager as soon as possible. 

 Following any specifically assessed return to work programmes. 

 Ensuring security of self and equipment when working from home, or traveling 
with Display Screen Equipment when off site e.g. laptops. 

 Complete the DSE User Questionnaire* (Appendix B) in full and send it to the 
Occupational Health Department for confirmation that you come under the 
criteria of user   

 Following confirmation by the Occupational Health Department that you are a 
user and when you have the necessary vision screening paperwork, complete 
the requested details and go to your preferred optician. Ensure the eye test 
form (Appendix C) is completed by the optometrist/optician. You will need to 
pay for you eye test and glasses if needed. Return the form completed by the 
optician and the original copy of the receipt to the Occupational Health 
Department for reimbursement* 
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4.7. Role of the Facilities Department 

The Facilities Department will be responsible for:  

 Ensuring that alterations of, or refurbishment to workstations, comply with 
Display Screen Equipment Regulations in consultation with the Back Care 
Advisor. 

 Ensuring that no work is carried out which may result in a workstation not 
complying with the Display Screen Equipment  Regulations 

 

4.8. Role of the Occupational Health Department 

The Occupational Health will be responsible for: 

 Advising and supporting  managers and staff regarding health symptoms 
thought to be attributed to using Display Screen Equipment   

 Review completed DSE User Questionnaire* forms (Appendix B) and interpret 
as to whether the employee is a user or not 

 Send User Questionnaire* documentation for staff using Display Screen 
Equipment   

 Receive the completed User Questionnaire* and assess if the glasses are for 
specific DSE use only. 

 Completing the paperwork so that staff have costs reimbursed relating to these 
Regulations 

 Forward vision screening documentation and receipts to Finance Department 
for reimbursement into the employees’ salary.  

 
Please note: retrospective claims from staff will not be processed; the above 
process must be followed in order to receive payment.   
 

4.9. The Role of the Information Management & Technology 
Department (IM&T) 

The IM&T Department will be responsible for: 

 Ensuring that computer guidance, advice and equipment is installed in 
accordance with Display Screen Equipment Regulations. 

 Advising managers if the setting up of equipment does not reach minimal 
standards required of installation. 

 Ensuring that all computer courses will contain an element of “How to Use” 
Display Screen Equipment  safely 

 

4.10. The Role of the Learning and Development Department 

The Learning and Development Department are responsible for: 

 Booking staff onto the Display Screen Equipment risk assessor’s course.  



Display Screen Equipment Policy                                                                                                                        
   

Corporate Governance   
Directorate of Nursing and Quality  Page 10 of 28 

 Following up staff who did not attend the course that they had been 
booked onto 

5. Workstation analysis and risk reduction 

5.1. Staff working in Trust premises 

A suitable and sufficient assessment of each workstation will be carried out by line 
managers and staff, and shall be completed prior to using the DSE, or whenever there is 
change to the equipment, environment or work processes. The following must be taken 
into account:  
 

 Adjust your chair and computer monitor to find the most comfortable position for your 
work. As a broad guide, your forearms should be approximately horizontal and your 
eyes the same height as the top of the computer monitor. 

 

 Make sure you have enough work space to take whatever documents or other 
equipment you need. 

 

 Try different arrangements of keyboard, screen, mouse and documents to find the 
best arrangement for you. A document holder may help you avoid awkward neck and 
eye movements. 

 

 Arrange your desk and computer monitor to avoid glare, or bright reflections on the 
screen. This will be easiest if neither you nor the screen is directly facing windows or 
bright lights. Adjust curtains or blinds to prevent unwanted light. 

 

 Make sure there is space under your desk to move your legs freely. Move any 
obstacles such as boxes or equipment. 

 

 Avoid excess pressure from the edge of your seat on the backs of your legs and 
knees. A footrest may be helpful, particularly for smaller users. 

 

 Adjust your keyboard to get a good keying position. A space in front of the keyboard 
is sometimes helpful for resting the hands and wrists when not keying. 

 

 Try to keep your wrists straight when keying. Keep a soft touch on the keys and don’t 
overstretch your fingers. Good keyboard technique is important. 
 

 For DSE use, office chairs will typically be on castor wheels.  This is a 
recommendation under DSE requirements to ensure staff can comfortably adjust 
their position whilst working.  Care must be taken whilst using office chairs on castor 
wheels especially on hard flooring surfaces such as vinyl.  More information 
regarding office chairs and safety is attached to this policy (See Appendix E). 

 

 The image below illustrates good posture at your workstation: 
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5.2. Reading the screen - Using a mouse 

 Position the mouse within easy reach, so it can be used with the wrist straight. 
 

 Sit upright and close to the desk, so you don’t have to work with your mouse arm 
stretched. Move the keyboard out of the way if it is not being used. 

 

 Support your forearm on the desk, and don’t grip the mouse too tightly. Rest your 
fingers lightly on the buttons and do not press them hard. 

 

 Adjust the brightness and contrast controls on the screen to suit lighting conditions in 
the room. 

 

 Make sure the screen surface is clean. 
 

 In setting up software, choose options giving text that is large enough to read easily 
on your screen, when you are sitting in a normal, comfortable working position. 
Select colours that are easy on the eye (avoid red text on a blue background, or vice-
versa). 

 

 Individual characters on the screen should be sharply focused and should not flicker 
or move. If they do, the monitor may need servicing or adjustment. 

5.3. Posture 

 Don’t sit in the same position for long periods. Make sure you change your posture 
frequently.  Some movement is desirable, but avoid repeated stretching to reach 
things you need (if this happens a lot, rearrange your workstation). 
 

5.4. Breaks  

 Most jobs provide opportunities to take a break from the screen, e.g. to do filing, 
photocopying or to make telephone calls- make use of them. If there are no such  

 natural screen breaks in your job, your manager should plan for you to have rest 
breaks. Frequent short breaks are better than fewer long ones. 
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5.5. What do I do if problems remain? 

There are health risks associated with DSE use.  Staff may experience fatigue, eye 
strain, upper limb problems and backache from overuse or improper use of DSE. 
These problems can also be experienced from poorly designed workstations or work 
environments. The causes may not always be obvious and can be due to a 
combination of factors. 

Upon completion of a staff self-assessment problems or where issues are identified 
that cannot be easily and quickly resolved by adjusting the workstation; or where staff 
experience muscle pains, strains, stress or visual disturbance which could potentially 
be linked to the workstation, working pattern or equipment, the line manager must 
arrange for a referral to Occupational Health.  To arrange this staff must provide a 
copy of their self-assessment to their line manager and request that a referral is 
made.    
 
The Trust must take steps as the employer to reduce any risks identified so far as is 
reasonably practicable.  
 

5.6. Remote Working 

DSE use and remote working whilst undertaking work related duties will apply to a 
number of circumstances such as, but not limited to: 
 

 Community staff in patient’s homes or residential care settings. 

 Hot desking in GP Practices, Community Hospitals or other locations that 
may or may not be the regular base for that service, team or individual. 

 Working whilst traveling (e.g. on the train). 

 Working from home to undertake specific tasks or project work. 
 

See Appendix F for general advice provided by the Back Care Team to support staff 
to stay well whilst at work and at home. 
 
The Northern Devon Healthcare Trust supports improving working lives initiatives 
and recognises staff groups who work from home. With appropriate systems a safe 
and close working relationship between a staff member working from home and their 
manager can be achieved and maintained easily.  
 
This Policy aims to highlight the potential areas of concern and provide useful 
information for managers and staff that work from home or other sites. Home and 
mobile workers are covered by the same health and safety regulations that apply to 
office bound employees including safety of electrics, fire safety, Manual Handling, 
chemical safety as well as seating and workstation set up. 
  
As with any other employee working with Display Screen Equipment it is important 
that a suitable risk assessment of the home worker’s workstation is conducted. It 
must be noted that a self-assessment that is carried out without the individual having 
completed Display Screen Equipment  training beforehand may not be suitable or 
sufficient as the Display Screen Equipment assessment is required to be carried out 
by a competent person.  

 Note that a laptop should not be in regular, prolonged use, without the attachment of 
a separate mouse, keyboard and ideally a separate screen either separately or 
through a docking station. 
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5.7 Factors that managers must consider   

 

 Identify who is a mobile or home worker? 

 How much time they are working in this way, where do they work? 

 How best to perform the assessments and keep them up to date and keep an audit 
trail? 

 How best to train the users? 

 How to deal with problems that arise? 

 How to provide standard contract furniture for home workers? 

 How to provide equipment to assist where problems are identified? 

 If Specialist assessments are required from the Back Care Advisor? 

 The office chairs provided are assessed and deemed suitable for the floor surface 
(see appendix D, Internal Safety Alert - Office Chairs on Castors). 

 

5.8 Portable Devices 

Tablets and other portable devices are widely used.  Tablets are slim touchscreen 
computers.  Tablets and other portable devices are suitable for use for short periods 
of time.   

For longer periods (prolonged use) or for work requiring the input of information, a 
correctly set up workstation is the recommended and best option.  Guidance for the 
use of Tablets is provided as attached to this policy (See Appendix D).   

5.9 Hot Desking 

For some staff, subject to role, organisational structures and pressures on available 
space, hot desking may occur.   

The Health and Safety Executive recommend that staff who hot desk should carry 
out a basic risk assessment if they change desks regularly.  The Trusts DSE 
Assessment (Appendix A) can be used for this purpose. 

Managers must support staff where hot desking is frequently undertaken as part of 
their job role to ensure workstations can be adjusted to suit individual needs and that 
equipment provided is fit for this requirement.  

It is essential that available desks have the suitable DSE equipment readily available 
as would reasonably be expected for any DSE user with an allocated / permanent 
workspace.  Considerations must also be given to any reasonable adjustments that 
may be required to ensure compliance under the Equality Act 2010. 

5.10  Taking Minutes of Meetings 

On occasion staff may be required to take minutes of meetings that are protracted.   
Meetings can run between two and four hours and on occasion could be an all-day 
event. 

Managers responsible for staff who take minutes (using laptops, tablets or the like) 
and must ensure that the minute taker is provided with equipment and seating that is 
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compliant with DSE requirements to minimise the risk of harm associated with poor 
posture or musculoskeletal disorders (e.g. repetitive strain injury). 

In addition to DSE requirements during protracted meetings, the Chair has a duty to 
ensure adequate welfare provision is considered for the minute taker and any other 
persons attending the meeting, for example comfort breaks and availability of 
drinking water. 

Advice and support regarding the setting up of meeting rooms, appropriate 
equipment and ergonomic assessments can be provided by the Back Care Team. 

6. Training requirements (if required) 

All staff who are required to undertake Display Screen Equipment training will be 
identified through the Trust’s Training Access Resources (STAR) Platform.  STAR 
allows staff to manage, track, book and record learning undertaken. 

An e-learning module entitled Display Screen Equipment (DSE) is available on 
STAR.   The e-learning module provides instruction and information that supports 
staff in the completion of DSE Workstation (self) Assessments.  See appendix A.  

7. Monitoring Compliance with and the Effectiveness of 
the Policy 

7.1. Standards/ Key Performance Indicators 

Key performance indicators comprise: 

• Reduction in musculoskeletal incidents 

 

7.2. Process for Monitoring Compliance and Effectiveness 

• Audit by the Back Care Advisor 

12.2.1 Monitoring Arrangements 

 
The organisation will monitor the compliance and effectiveness of the implementation 
with this policy and will be the responsibility of the: 

 

 Back Care Advisor 

 Departmental managers 

 Directors 
  

Incident reports associated with musculoskeletal issues are reviewed by the Back 
Care Advisor or nominated deputy.  Incidents are presented in the Quarterly Incident 
Report completed by the Health and Safety Manager and Local Security 
Management Specialist and presented to the Health and Safety Group to note. 

 
Any concerns trends of issues associated with DSE use will be highlighted for further 
discussion at the Health and Safety Group for further escalation is required via 
summary reports to the Safety and Risk Committee. 
 

http://lms.kallidus.com/NEDevonNHS/KIP/SignIn.aspx?ReturnUrl=%2fNEDevonNHS%2fKIP%2fSTS%2fIssueClaims.aspx%3fwa%3dwsignin1.0%26wtrealm%3dhttp%253a%252f%252flms.kallidus.com%252fNEDevonNHS%252fLMS%252f%26wctx%3drm%253d0%2526id%253dpassive%2526ru%253d%25252fNEDevonNHS%25252fLMS%25252f%26wct%3d2015-12-04T08%253a48%253a45Z&wtrealm=http%3a%2f%2flms.kallidus.com%2fNEDevonNHS%2fLMS%2f
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Pro-active monitoring of DSE Policy compliance is undertaken in general health and 
safety audits completed by the Compliance Team.  Where non-compliance with 
policy is identified, action plans will be agreed with the manager of the ward, service 
or department to address the issues identified during the audit. 

8. References 

 Health and Safety Executive website relating to working with display screen 
equipment: http://www.hse.gov.uk/msd/dse/ 

 Working with display screen equipment (DSE) A Brief Guide.  HSE information 
leaflet INDG36 (Rev4) published 04/13 

 Work with display screen equipment.  Health and Safety (Display Screen 
Equipment) Regulations 1992 as amended by the Health and Safety 
(Miscellaneous Amendments) Regulations 2002.  Guidance on Regulations.  L26 
(2ND edition) published 2003. 

 Healthy Working Lives (Scotland) website providing information relating to 
workstations: 
http://www.healthyworkinglives.com/advice/office-hazards/workstation 

9. Associated Documentation 

 Health and Safety Policy 

 Incident Management Policy  

 New and Expectant Mothers at Work Policy 

 Risk Management Policy 

 Secure Environment Policy 
 

Supporting information regarding DSE can be found under the Back Care pages on 
the Trust’s intranet site (BOB) 

10. Equality Impact Assessment  

The author must include the Equality Impact Assessment Table and identify whether 
the policy has a positive or negative impact on any of the groups listed.  The Author 
must make comment on how the policy makes this impact.  

Table 1: Equality impact Assessment 

Group 
Positive 
Impact 

Negative 
Impact 

No 
Impact 

Comment 

Age   x  

Disability x   Positive impact.  
Staff with special 
requirement will be 
provided with 
specialist 
equipment 

Gender   x  

Gender Reassignment   x  

Human Rights (rights 
to privacy, dignity, 

  x  

http://www.hse.gov.uk/msd/dse/
http://www.healthyworkinglives.com/advice/office-hazards/workstation
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liberty and non-
degrading treatment), 
marriage and civil 
partnership 

Pregnancy x   Positive impact.  In 
conjunction with the 
New and Expectant 
Mothers at Work 
Policy, adjustments 
will be made so as 
not to adversely 
affect the new or 
expectant mother 

Maternity and 
Breastfeeding 

  x  

Race (ethnic origin)   x  

Religion (or belief)   x  

Sexual Orientation   x  
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Appendix A – Display Screen Equipment Workstation Assessment 

Name of User………………………………………………………………………….                                                     

Location of workstation……………………………………………………………… 

Asset number…………………………………...................................................... 

Assessed by……………………………………………………..date………………. 

Any further action needed?................................................................................. 

Work through the check list, identifying either “yes” or “no” in the column against each risk 
factor;  

“yes” answers require no further action 

“no”  answers will require investigation and/or remedial action by the manager. Record the 
decisions about any action to take. Ensure actions have been taken and resolved.  
      

FURNITURE Yes/no Action 

Work surface Is the surface stable and adequately strong?   

Is there sufficient space for all equipment, papers etc?   

Is there adequate space in front of the keyboard to support the 
workers hands/forearms? 

  

Does the space permit reasonable variation in the position of 
the equipment? 

  

Are the dimensions of the work surface suitable for use with 
hard copy and display screen equipment? 

  

Is there sufficient space for the user to achieve a comfortable 
position? E.g. leg clearance  

  

Is the desk height suitable for the worker?   

Is there a matt finish to prevent reflections?   

Chair  YES/NO ACTION 

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

Is it possible to adjust the seat height and backrest height and 
angle? 

  

Is the small of the back supported by the backrest?   

Are the forearms horizontal and the eyes at roughly the same 
height as the top of the monitor 

  

Can the user get close to the desk edge if chair arms are   
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provided? 

Does the chair have castors? (see Appendix E)   

Are the user’s feet flat on the floor?   

Other furniture  YES/NO ACTION 

Has a footrest been provided where necessary?   

ENVIRONMENT YES/NO ACTION 

Space Is there sufficient space to enable easy access to the 
workstation? 

  

Does the space allow reasonable variation in the position of 
equipment, and vary movement? 

  

General safety Is there slip trip fall hazards?   

Is the equipment positioned safely?   

Are there any electrical hazards, trailing cables?   

Lighting Is there adequate light for all purposes?    

Is the ambient light level variable e.g. blinds provided?   

Reflections and glare Have reflections been minimised?   

Noise is the level of noise acceptable?   

Temperature is the temperature at least 16°C?   

Is the temperature maintained at a level to ensure user comfort?   

DISPLAY SCREEN EQUIPMENT YES/NO ACTION 

Monitor Is it possible to tilt and swivel the screen?   

Is the screen clean?   

Is the image stable and free from flicker?   

Is the text size comfortable to read?   

Is the screens size suitable for its intended use?   

Are the brightness and contrast settings suitably set?   

Keyboard Are the key symbols clean and clear?   

Is the keyboard separate from the screen?   

Does the keyboard tilt?   

Is it possible to find a comfortable keying position?   

Does the user have a good keyboard technique?   

Mouse, trackball etc   

Is the device suitable for the task it is used for?   

Is the device positioned close to the user?   

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

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

Other equipment has a document holder been provided where 
necessary? 

  

Is a mouse support mat required?   

Is a wrist support required?   

Is the telephone within easy reach?   

Is information being dictated via the telephone when keying?   

JOB DESIGN YES/NO ACTION 

Repetition. Has the job been designed to incorporate off-screen 
activities? 

  

Does the user take regular breaks from using display screen 
equipment? 

  

Have repetitive tasks such a continual data entry been 
minimised? 
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Does the user stand and stretch every 20-30 minutes?   

Does the user look away from the screen every 10 minutes?   

TRAINING AND INFORMATION YES/NO ACTION 

Has the user received training in the use of Display screen 
equipment? 

  

Does the user know how to adjust the screen brightness/angle?   

Does the user know how to adjust the chair?   

Are the arrangement known to the user about the provision of 
eye tests? 

  

Has the user experienced any discomfort or other symptom 
which they attribute to working with DSE? 

  

Has this checklist covered all of the problems they may have 
with the DSE? 

  

 

Please write the problems here: 

 

 

 

 

 

 

 

 

Please note if the outcome of this assessment demonstrates complex needs then 
refer to the Back Care Advisor on 01271 314126 (internal extension 4126)  
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Appendix B – Display Screen Equipment User Questionnaire 

 

Name: ………………………………………………………………………………… 

 

Department: …………………………………………………………………………. 

 

Manager’s Signature:……………………………………………………………….. 

 

 

Before completing this form familiarise yourself with the Display Screen Equipment 
(DSE) Policy and read the definition of a DSE ‘User’ below. 

 

Definition of DSE user: 

 

An employee who habitually uses Display Screen Equipment as a significant part of normal 
work is classified as a ‘user’.  

This includes: 

 An individual who depends upon the use of display screen equipment to perform their 
job. 

 

 An individual who has no discretion as to when they use or don’t use the display 
screen equipment. 

 

 An individual who needs significant training or skills to use the display screen 
equipment. 

 

 When DSE is used for continuous spells of an hour or more. 
 

 For when fast transfer of information between the user and screen is an important 
requirement of the job. 

 

 When the system requires high levels of concentration and attention by the user. 
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Answer ALL questions. 

1.  Is active use of the display screen equipment more or less continuous throughout the 
working day, with little or no interruption by other activities? (If the answer is YES, the person 
is a display screen equipment User; if NO, please answer questions 2-8 below.)          
                                                                                                            YES / NO 

 
 
2.  Do you use the display screen equipment because alternative means are not readily 
available to achieve the same results? 
                                                                                                            YES / NO 
 
 
3.  Do you have any discretion as to when and if the display screen equipment should be 
used? 
 
                                                                                                            YES / NO 
 
4.  Is there any significant training and/or particular skills in the use of DSE needed to do the 
job? 
                                                                                                            YES / NO 
 
5. Is display screen equipment normally used for continuous spells of an hour or more at a 
time whether or not these periods are broken by short breaks or changes of activity? 
                                                                                                            YES / NO  
                   
6. Is display screen equipment used more or less daily in the way described in Q5 above? 
 
                                                                                                            YES / NO 
 
7. Is fast transfer of information to or from the screen an important requirement of the job? 
                                                                                                            YES / NO 
 
8. Are high levels of attention and concentration needed? 
                                                                                                            YES / NO 
 
 
Please return this questionnaire to the Occupational Health Department* where your 
questionnaire will be interpreted, if you are a ‘DSE user’, a vision screen letter will be sent for 
you to take to an optician of your choice.  
 

*For DSE users working in Northern localities, the completed form must be sent to: 

Occupational Health Department 
Level 3, Barnstaple Health Centre, Vicarage Street, Barnstaple, Devon EX32 7BT 
Telephone: 01271 - 341520 Fax: 01271 - 341517 
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Appendix C – Eye and Eyesight Test Form 

HEALTH & SAFETY (DISPLAY SCREEN EQUIPMENT) REGULATIONS EYE & EYESIGHT TEST 
FORM 

Employees Name……………………………Job Title……………………………………………. 

Department/Service………………………………Location……………………………………… 

Definition of a Display Screen User: 
• Normally use DSE for continuous or near-continuous spells of an hour 
or more at a time; and 
• Use DSE in this way more or less daily; and 
• Have to transfer information quickly to or from the DSE; and also 
• Need to apply high levels of attention and concentration; or are highly 
dependent on DSE or have little choice about using it; or need special 
training or skills to use the DSE. 
 
I confirm that the above employee is a DSE user  
 

Line Manager………………………………………. Date……………………………………. 

(Signature) 

_________________________________________________________________________ 

OPTICIANS REPORT 

Full eye &eyesight test given today………………………………….(Date) 

*The results of the test show no defects of sight at the distance appropriate to the use of display 
screen equipment. 

*The results of the test indicate a defect of sight, which requires correction when working with display 
screen equipment. 

*A special corrective appliance is required specifically for display screen equipment. 

*Delete as appropriate 

Recommended date of re-examination………………… 

I am conversant with the standard recommended by the Association of Optometrists for DSE 
operators and certify that the above report is accurate. 

Signature of Optician……………………………………………… (Date)…………………… 

 
Optician’s Stamp  
 
 

 
 
Reimbursement for Eye sight Examination and glasses specifically for DSE use only – total cost to a 
maximum of £57.00 (This includes the cost of the eye test to a maximum of £17.00. The maximum 
contribution towards glasses is £40.00). Any cost in excess of this must be borne by the employee. 
Where eye tests are less than £17.00, any cost saving cannot be added to value of the glasses 
contribution. 
 
All staff are encouraged where feasible to use opticians that offer discounts to NHS employees / the 
public. 
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Appendix D - Guidance on Using Portable Devices 

1. Introduction  

 
This guidance is to provide advice to those members of staff who use tablets or other 
portable electronic devices as part of their work. Tablets are slim touchscreen 
computers that tend not to be supplied with separate keyboards by the 
manufacturers. 
 
Where a member of staff is provided with an electronic device such as a tablet, it is 
important to familiarise themselves with its user manual and this guidance ensuring 
adherence to the recommendations.  Technical queries should be aimed at the IT 
Helpdesk. 
 
Devices such as tablets with display screens less than 380mm diagonally (15 inches) 
should not be used for:- 
 

 Prolonged periods of time in offices without connection to an external keyboard, 

mouse or monitor, as the user will not be able to adopt a good seated posture 

and the portable screen, due to its physical size may cause headaches and dry 

eyes; 

 Detailed graphical work unless the software package allows for magnification.  

 
2. Advice points 

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

 
Whenever possible try to place the device 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 device flat or only slightly 
angled to ensure your wrists are not in awkward positions. 

 
If you find you are leaning forwards to view the device, 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 device 
intensively for more than 10-20 minutes 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 device – 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. 
Remember equipment such as 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 
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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. 
 

3. Personal Safety  
 
Always be conscious of your personal safety when carrying or using your electronic 
device.  Take sensible precautions such as:- 
 

 Plan your tasks to avoid situations where you are likely to be lone working in 
circumstances where theft is likely; 

 

 Do not leave your electronic device unattended in a meeting or conference room, 
take them with you. 

 

 Take extra care in public places, or in other situations (or at times) where either 
risk of theft may be greater; 

 

 If possible, do not carry the electronic device in luggage with a computer 
manufacturer’s branding; 

 

 Always be conscious of vehicle security when transporting electronic devices 
between venues.  Never leave them on view in an unattended vehicle.  Never 
store devices or other Trust property in the boot or glove box overnight.  Remove 
them and take them with you. 

 
4. Moving and Handling 

 
Tablets and other portable devices can vary in size and height but are generally 
smaller than lap tops, typically less than 2 Kg. 
 
In many instances these are accompanied by the use of peripherals such as portable 
printers, chargers etc.  Whilst the tablets and any associated items will usually have a 
carrying case of some description, the overall weight and methods of transportation 
need to be considered. 
 
Carrying cases of the type with single shoulder straps can put strain on the back and 
neck muscles if equipment is carried for any distance or for any long period of time.  
If a brief case is also carried then the overall weight plus the awkwardness of the 
resulting load can be a problem, even though you appear to be balancing the load.  
 
The use of a back pack is more advantageous to cut down strain on your arms and 
distribute loads evenly across the body. This is also more effective for personal 
safety reasons. If used alone an alternative lightweight shoulder bag could be used.  
 
Always try to reduce the amount of weight you intend to carry: 
 

 Not carrying equipment unless they are really likely to be needed; 
 

 Minimising hard copy documents you take.  Store them electronically on the 
electronic device. 

 

 Regularly checking your batteries and following the recharging instructions in 
order to avoid carry additional charging equipment.    
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Appendix E - Office Chairs on Castor Wheels 

For DSE use, office chairs will typically be supplied with castor wheels.  This is a 
recommendation under DSE requirements to ensure staff can comfortably adjust their 
position.   
 
Care must be taken whilst using office chairs on castor wheels especially on hard 
flooring surfaces such as vinyl.  A number of staff accidents have been reported on the 
Trust’s incident reporting system (DATIX) associated with chairs moving and “skidding 
away” whilst staff were sitting, leaning forward or moving across a room whilst seated. 
 
Staff must take reasonable care of themselves whilst undertaking DSE tasks and using 
office chairs on castor wheels.  Chairs will move.  Staff must ensure that they: 
 

 Are seated correctly and centrally on the chair (not on the edge or to one side) 

 Adjust the seat to the correct height and tilt to suit the user 

 Do not lean forward and overstretch whilst sat 

 Do move between workstations, across rooms or corridors whilst seated 

 Do not engage in any acts of horseplay or practical jokes 
 
Soft PU castors are the preferred castor for use with office chairs for DSE work.  Soft PU 
castors are a simple push fit design that can be retro fitted to replace existing castor 
wheels.   
 
Soft PU castors can be purchased via web basket.  Procurement Department can 
provide assistance regarding their purchase. 
 
For new office chairs supplied from 1ST Dec 2015, chairs will be supplied with Soft PU 
Castors as standard. 
 

Patient Waiting Areas 
 
Office chairs on castors wheels are not suitable for use by patients and / or vulnerable 
persons.   
 
Office chairs on wheels must never be left in clinic rooms, receptions, waiting areas or 
quiet rooms where patients may reasonably be expected to sit.   
 
Patients must be provided seating without wheels that is designed for Healthcare 
settings and complies with current safety standards and infection prevention and control 
requirements.  
 

Ergonomic Assessments for Individuals 
 
It is acknowledged that one size does not fit all.  Subject to assessment of needs of an 
individual, member of staff, considering their requirements, the tasks undertaken and the 
work environment, other control measures may be required to manage risks associated 
with DSE tasks. 
 
Castor wheels are available that have brake features: 
 

 Brake loaded castors (brake when the user is seated) 

 Brake unloaded castors (brake when no one is seated) 
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Brake castors have a number of disadvantages to be considered that may outweigh 
benefits associated with their use.   This includes anecdotal evidence suggesting 
“jarring” of backs.  
 
Office chairs with arm rests can provide a purchase point for staff as they are sitting.  
Arm rests however may not suit all users and depending on design could prevent staff 
positioning themselves correctly at their workstation desk.   
 
Where managers locally are unable to find solutions to suit an individual following 
completion of DSE workstation assessments, further support and information regarding 
requirements for individuals is available as part of an ergonomic assessment undertaken 
by the Trust’s Back Care Advisor. 
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Appendix F – Supporting you to stay well:  Back Care Team Advice 

The following guidance written by the Back Care Team was originally issued to users of RiO 
December 2019 and provides advice concerning the use of portable devices: 

Please consider your posture and surroundings whilst at work and at home as optimising 
these conditions can bring relief from back/neck pain and help prevent pain in the future. 

When out and about or on site: 

Make sure you have set your device to be posturally correct, e.g. flat screen and pen for 
handwriting ease in assessments etc.  

Use Store and Forward in the patients home if possible, update current record and start 
next patient record whilst there, e.g. while waiting to check a patient’s catheter is draining 
say you’re updating their record and discreetly be starting your next patient’s visit process  

It is acceptable to work from other venues but be aware of the Uniform, Standards or Dress 
and Personal Appearance Policy and your surroundings as patient confidentiality is vital at 
all times 

Check how your IT equipment works -  attend all offered training sessions, refer to how to 
guides and read your Standard Operating Procedure for RiO, the latest version can be found 
on BOB - If you feel you need some support with the system, please get in touch with the 
Clinical Team Lead, Community EHR (RiO) Digital Programme Office, Digital Healthcare 
Services.  

Do not input data whilst being driven between a patient’s home and your base.  

If you are working at base – ensure correct display screen equipment set up is followed – 
use docking stations as provided. 

- Does your team have enough/any docking stations? – contact IT 
- Is your office/working space properly equipped? – IT connectivity, wifi. 

Don’t mess around with IT leads, cables etc once set up in your office. 

Consider  

Your working environment – is it adequately equipped? 

Your posture at all times whilst working – don’t twist or imbalance.  

How long you have been sitting in one position – if it’s more than 20 minutes try to get up 
and move about. 

 
 

http://ndht.ndevon.swest.nhs.uk/?s=uniform&cats=1188
http://ndht.ndevon.swest.nhs.uk/?s=uniform&cats=1188
http://ndht.ndevon.swest.nhs.uk/smartcare-2/community-services-ehr/

