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Figure 1  Seating and posture requirements for comfortable use of DSE

1. Introduction

This guidance has been written for all managers and employees who work with display screen equipment (DSE).  It provides recommendations and guidance on good practice concerning the use of DSE to enable compliance with the DSE regulations and to protect the health, safety and welfare of users.  

Repetitive operations at ergonomically poor workstations are a major cause of musculoskeletal disorders.  These conditions are not trivial or inevitable consequences of work, on the contrary, they are often chronic, painful and debilitating.  Apart from significant lost working days, employees have been awarded significant damages for injury and ruined working lives.
The management standards in section 10 describe what Heads of Service and their managers are required to do in order to ensure compliance with the regulations and that employees are protected, as far as reasonably practicable, against the risk of musculoskeletal injury.

2. Definitions

2.1 Display Screen Equipment (DSE)
The definition of display screen equipment covers liquid crystal and cathode ray tube displays and other technologies used at or in connection with work.  Generally, display screens at work will be used for text and graphics.

The definition is not limited to electronic systems such as computer monitors, laptops and PDAs but also includes microfiche.
In this guide ‘DSE’ is used as the commonly recognised term.

User
In terms of the regulations it will generally be appropriate to classify any employee as a user if they:

a) normally use DSE for continuous or near continuous spells of an hour or more at a time;
b) use DSE in this way more or less daily;

c) have to transfer information quickly to or from the DSE;

A habitual user is someone who:

a) uses DSE for at least 4 – 6 hours per day and also needs to apply high levels of attention and concentration;

b) is highly dependent on DSE or have little choice about using it;

c) needs special training or skills to use the DSE

Many employees are highly dependent upon the use of DSE to do their job.  It may be simpler to treat any employee who uses DSE at a workstation on Council premises or at their home as a user.

Workstation

A workstation is an assembly comprising of:

· DSE, keyboard (or other input device), mouse and other accessories, disk drive, modem, telephone printer and

· work chair, desk or other surface, footrest, document holder or other peripheral item and the immediate work environment around the DSE.

3. Laptop Computers

The essence of a laptop or notebook computer is their portability, making them usable in all environments.

Portable DSE is exempt from the Regulations provided that it is not in prolonged use.  However, portable equipment that is habitually used by a DSE ‘user’ as a significant part of their normal work will be covered by the Regulations.

Laptop computers are not designed with prolonged use in mind.  Compromises are necessarily made in their construction in terms of smaller keyboards and screens, integral mouse etc because of the need of portability.

Out of necessity laptop users tend to work with the head and shoulders bent forward and adopt awkward arm, wrist and hand positions.
A laptop should not be used when there is any realistic alternative.  It is unlikely that an employer could justify the significant use of a stand alone laptop within an office environment.

For those who use a laptop whilst away from the main work location a suitable and sufficient risk assessment of the working location should indicate if further equipment will need to be provided, for example, a docking station or separate screen.  Wherever possible a separate mouse should be used.

In addition to hazards associated with lifting and carrying there may be an increased risk of assaults and violent theft to be considered.  It is advised that all laptop users are made aware of these additional risks and the procedures to be undertaken if they are approached for equipment (see Working Alone/Agile Working, Assessing the Risks).

4. Health Hazards

There are several widely discussed health risks attributed to the use of DSE.  

4.1 Upper limb pains and discomfort
Conditions such as these are now referred to as Work Related Upper Limb Disorders.  They range from temporary fatigue to chronic soft tissue injuries such as tendonitis or carpal tunnel syndrome.  

Prolonged static postures, maintaining awkward postures and high repetition rates are known to contribute to musculoskeletal disorders.

4.2 Eye and eyesight effects
Medical evidence shows that using DSE is not associated with damage to eyes or eyesight, nor does it make existing defects worse.  However, it may make users with pre-existing vision defects more aware of them.

Temporary visual fatigue leading to symptoms like sore eyes and headaches can be caused by inadequate lighting, glare, reflections on the screen, poor legibility of the screen or source documents, static postures and concentrating for a long period of time.  
4.3 Other minor or alleged health concerns
Radiation

It has now been established that the radiation emissions from DSE does not exceed the national and international limits for continuous occupational exposure.  

Photosensitive Epilepsy

Work with DSE has not been known to induce epileptic seizures.  People who suffer photosensitive epilepsy (which is a very rare condition) can safely carry out normal office tasks using DSE.

Pregnancy

There is no validated scientific evidence of risk to pregnant users and they need not stop working with DSE.  Managers should seek to allay fears which any pregnant operator may have.  See guidance EDSHS46, New and Expectant Mothers at Work for further advice.

5. Risk Assessment

A risk assessment should be made of all workstations and the findings recorded.  The risk assessment should be used to identify problems and prioritise actions.  
Risk assessments should be reviewed where there are significant changes in an individual’s capability or where there has been a significant change to the workstation such as software, task requirements, equipment or environment.  

In any event, managers should ensure that risk assessments are reviewed at least on an annual basis.

If a user is required to work at home, using equipment provided in whole or part by the Council the risk assessment must take account of this.  For employees who are regularly required to work at home, eg, agile workers, risk assessments will need to be undertaken relevant to their areas of work.

The regulations prescribe minimum requirements for workstations which are shown in the checklist for display screen workstations.

6. Design of the Workplace

The aim is to design and arrange the workstation so as to facilitate individual comfort and safety.  This will help to ensure that the user is able to work efficiently.  Insufficient attention to correct work station set up may result in bad posture and can lead to fatigue, discomfort and perhaps injury or a musculoskeletal disorder.

6.1 Room layout
Inevitably there will be a compromise between the ideal solution and the constraints of existing workplaces.  However, certain general points must be considered:

· availability of space

· position of lighting fixtures and windows

· availability of power, positioning of plugs and sockets and possible hazards from unsafe wiring.

6.2 Furniture
The standard height of office desks is 720 mm which is likely to suit all but the very tallest users who may have to lean forward.  Desks may need to be placed on blocks in these cases.   Conversely, the shortest users will need footrests.

The major problem is that many desks are not deep enough to site DSE correctly in relation to the user.  

The chair is the key to good posture.  The seat height and back rest should be adjustable and should be adjusted to suit each individual user.  Agile workers should adjust equipment accordingly prior to beginning work.

Armrests are not essential and may cause an obstruction; however, this will be down to individual preference.
For stability five star castor bases are preferred.  

6.3 Working posture
The main characteristics for a comfortable posture are shown in Figure 1, note the support for the back, thighs and feet.  This posture can be achieved by using all the adjustable features of the seating and DSE.

Having established a suitable site for the workstation first set the seat height in relation to the desktop.  This will ensure that your forearms are approximately horizontal and the wrists are in a neutral position in relation to the desk and keyboard.   After doing this, a comfortable position for the seat backrest and the screen to eye distance can then be established.  When seated correctly you should just be able to touch the screen with an outstretched finger tip.   The hips should sit slightly higher than the knees, thus maintaining the natural curve of the lumbar spine.  Shorter users may require a footrest.

Document holders may be provided for copying work.  They should be set at about the same height and distance from the user as the screen and as close to the screen as possible.  The eyes will not have to refocus each time the user looks from the screen to the document.  

Where a mouse is frequently used, the following actions will ensure most comfort:

· use a suitable mouse mat

· keep the mouse as close as possible to the appropriate side of the keyboard for you

· maintain minimal grip pressure on the mouse and try to keep your wrist in a neutral position

· let go of the mouse when you are not using it.  There is a tendency for the wrist to deviate outwards from the edge of the keyboard (ulnar deviation) which may lead to pain and discomfort
· move the keyboard slightly to one side to bring the mouse closer to you when you are using the mouse repetitively, eg, editing a document.

6.4 Lighting and the visual environment
The factors to be considered are illuminance or the quantity of light, quality and glare.
High illuminance will make the characters on a display screen less easy to see but will improve the ease of reading source documents.  A suitable compromise will be achieved by providing an illuminance of 300 – 500 Lux on the desk surface.

Fluorescent, tungsten and tungsten/halogen luminaires will provide white light and good colour rendition.  

Glare occurs when one part of the visual field is much brighter than the average brightness to which the eyes are adapted.  It occurs when there is direct interference with vision or where vision is not directly impaired but causes discomfort or distraction (disability glare).

Luminaires should be fitted with reflectors or diffusers or recessed to control glare.

Glare from natural light through windows and skylights should be controlled by the use of solar film, curtains or blinds.

High reflectance walls, ceilings or floor surfaces may also lead to glare.  Glare-free offices will usually feature medium reflectance and low contrast.  

Any light source can also cause veiling reflections on DSE screens, which mask the visibility of text.  Generally it is possible to adjust the workstation and the angle of the screen to eliminate reflections.
During prolonged DSE work, unconscious involuntary relief for the eyes occurs simply by looking away from the task at distant objects.

6.5 Other environmental factors
Consideration must be given to certain other environmental factors such as noise, heating and ventilation.

Noise
DSE should be quiet.  Some DSE tasks that require concentration can be disrupted by noise from printers and other office machinery.  This equipment should be sited away from the operator wherever possible.

Heating and ventilation
DSE operators like other sedentary workers, should work in a draught free environment with a comfortable temperature.

DSE together with light sources generate heat.  This can be a problem in warm weather especially where DSE may be operating in a confined space.  To avoid stuffiness, drowsiness and the problems of dryness of the eyes adequate ventilation and reasonable humidity should be maintained.
7. Work Routine

Work at DSE should be planned so that users are periodically able to change activity or take a break.  Ideally, jobs should be designed to allow natural breaks or changes in patterns of activity.  A mix of DSE based and non-DSE based work can achieve this.  Natural breaks help to maintain performance by preventing the onset of fatigue.

Where natural breaks do not occur, eg, data entry tasks requiring continuous and sustained concentration, rest pauses should be introduced to prevent the onset of fatigue.  Specific guidance on the frequency and length of rest pauses cannot be given as it will vary with the individual users’ job.

In general three basic principles should be considered:

· rest pauses should be taken prior to the onset of fatigue, not as a means of recovering from it

· it is more satisfactory to have short, frequently occurring pauses than longer ones taken occasionally

· ideally, breaks should be taken away from the DSE.

Exercise routines (for example body stretches, blinking the eyes and focussing on distant objects) can be helpful and could be covered in training programmes.   Stretching movements or exercises can help to combat negative effects, such as reduced blood flow, arising from the sedentary nature of most DSE work.  Brief stretching exercises can be done whenever necessary not just in formal breaks.
Agile workers should take regular breaks and recognise their own limitations.

8. Training and Information 

Training and information for users should include:

· Simple explanations of health risks such as poor posture leading to fatigue and pain

· How to adjust all components of the workstation (chair, screen, keyboard, document holder etc) to facilitate good posture, prevent over-reaching and avoid glare/reflections on the screen

· Eye sight screening and eye examination procedures

· The need to report problems promptly

· The user’s contribution to assessment.

Figure 1 – Seating and Posture Requirements for Comfortable use of DSE can be used to illustrate the main points.

9. Eyesight Screening and Eye Examination
Uncorrected vision defects can make work at display screens tiring or stressful.  Some DSE users will, from time to time, experience symptoms of visual fatigue.  Visual fatigue is a result of the effort made in attempting to see clearly.  
Very few people have perfect vision and existing defects in eyesight may exacerbate visual fatigue.  Anyone who experiences problems such as difficulty reading documents and text on the screen, with otherwise ergonomically designed DSE should have their eyes tested.

Regulations 5(1) and 5(2) of the DSE Regulations require employers to provide users who so request it with an appropriate eye and eyesight test. An ‘appropriate eye and eyesight test’ means a ‘sight test’ as defined in the Opticians Act Legislation. Users are not obliged to have such tests performed but where they choose to exercise their entitlement the Council should offer an appropriate test.

The Regulations further require that any employee who is a user shall, at regular intervals thereafter, be provided with eye and eyesight tests, if they want them.

What constitutes a ‘regular interval’ is not specified in the Regulations. The Health and Safety Executive guidance advises that the optometrist doing the tests should guide us as to the frequency. The guidance also states that tests at regular intervals should be provided ‘to check the need for special corrective appliances (ie spectacles) for display screen work.’
However, the Council is not responsible for any corrections to vision defects or examinations for eye complaints which are not related to display screen work which may become necessary within the period. These are the responsibility of the individual concerned.
We have been advised that a two to three year interval would, in general, be appropriate. The intermediate viewing distance, which is the eye to screen distance, is unlikely to deteriorate significantly over this period except in the case of older employees. 

In the light of this advice and guidance eyesight screening should be arranged for:

· new employees who will be users or existing employees who will become users and wish to be tested

· employees who wish to be retested

· employees who experience vision problems.

A three-year interval for retesting should be established unless any employee complains of vision problems in the intervening period. All employees who are users should be informed of the retest interval.

As retests are due, employees should be asked if they are experiencing any vision problems using the DSE and whether they want a further screening.

A full eye examination will be carried out by SpecSavers if the optometrist judges it necessary following the eye examination.  Basic corrective spectacles will be prescribed only for vision defects at the intermediate distance related to display screen work. Corrections for other vision defects are the responsibility of the individual concerned. 

Appointments and vouchers
Following agreement with the line manager, an eye care voucher must be obtained from the Emergency and Safety Team.  At the time of the request for a voucher an employee number and a recharge code must be supplied.  A voucher must be obtained prior to any appointment being made with SpecSavers. 

The eye care voucher will entitle the individual to a full eye test and the supply of single vision lenses from the £45 range.  If the employee wishes to select spectacles from the £99 range they will be allowed a further £20 towards the cost. 

DSE spectacles will be supplied when required solely for DSE use. 

10.  Management standards for DSE use
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Management standards for DSE use

HS35  Version 06  February 2011

	Programme Area:


	Service:



	Unit:


	Section:

	Date:


	

	Management standard


	Responsible person

(Manager, supervisor, team leader etc)

	1.   Consider DSE use and determine who are current users within the definition or treat all employees as users.


	

	2.   Carry out risk assessments, using the checklist, either individually or in teams and groups, ensuring in either case that the workstation(s) and employee(s) are identified.


	

	3.   Ensure that any actions arising from the risk assessment are dealt with;


	

	4.   Provide information and training for all existing and new users on the hazards and risks and how to adjust their workstation correctly.


	

	5.   Inform existing or new employees who will be users of their entitlement in respect of eye examination.


	

	6.   Arrange for employees, who wish to take up the option or to be retested or who experience vision problems to be tested.


	

	7.   Review risk assessments at least on an annual basis.


	

	
	

	MANAGERS DSE RISK ASSESSMENT FORM 

OFFICE / HOME BASED WORKING

(to be completed by the line manager) 

	Directorate
	
	
	

	Department
	
	Date completed          
	

	Hazardous job or activity
	Individual/Team DSE Workstation Assessment


	Employee’s Name/s or Team (Print)………………………………………………………………………………
Manager’s Name (Print)……………………………………….. 



	Persons exposed to risks (tick as appropriate)

	Employees
	
	Public
	
	Young persons
	
	Others (Specify):
	

	Contractors
	
	Clients
	
	Visitors
	
	
	


	This form should be completed using the information contained within the completed individual DSE WORKSTATION CHECKLISTS 

	Risk Factors
	Actions/Control Measures Required?
	Individual/s affected

(Name/s)
	Comments
	Date Completed

	1:  Display Screens
	
	
	
	

	2:  Keyboards


	
	
	
	

	3: Mouse/trackball etc


	
	
	
	

	4:  Software


	
	
	
	

	5:  Furniture

	
	
	
	

	6:  Environment 


	
	
	
	

	7: Final Questions to users.


	
	
	
	


	Assessment Acceptance Statement

	I accept the details of the assessment and will ensure that the risk control measures identified and any actions identified are acted upon within the given time scales:

Appropriate Manager:………………………………………………….
(Print name)

Signature:…………………………………………………  Date:……………………….
Review details
Date of next planned review:…………………………

It is required that a risk assessment is carried out annually or sooner if circumstances change.
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DSE WORKSTATION CHECKLIST FOR OFFICE BASED AND, WHERE APPLICABLE, OCCASIONAL/HOME BASED WORKERS


	Service:                                                              
Section:



	Workstation(s):                                                    
User(s): 

	Assessed by:                                                     
Date of Assessment:



	This checklist should be used as an aid to risk assessment and to help comply with the Schedule to the Health and Safety (Display Screen Equipment) Regulations.

Work through the checklist, ticking either the 'yes' or 'no' column against each risk factor:

'Yes' answers require no further action.

'No' answers will require investigation and/or remedial action by the workstation assessor. They should record their decisions in the 'Action to take' column. Assessors should check later that actions have been taken and have resolved the problem.


	
	Tick answer 
	

	Risk Factors


	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	1 Display screens

	Are the characters clear and readable?
	
	
	
	
	Make sure the screen is clean and cleaning materials are made available. Check that text and background colours work well together.
	
	
	

	Is the text size comfortable to read?
	
	
	
	
	Software settings may need adjusting to change text size.
	
	
	

	
	Tick answer
	
	

	Risk Factors


	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	1 Display screens

	Is the image stable, ie free of flicker and jitter?


	
	
	
	
	Try using different screen colours to reduce flicker, eg darker background and lighter text.


	
	
	

	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 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:

swivel/tilt is absent or unsatisfactory;

Work is intensive; and/or the user has problems getting the screen to a comfortable position.


	
	
	

	
	Tick answer
	
	
	
	

	Risk Factors


	OFFICE
	HOME
	Things to consider
	Comments

	Action to take, timescale, person responsible
	Date Completed

	
	
	
	
	
	
	
	
	

	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

	
	
	


	
	Tick answer
	
	

	Risk Factors


	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	1 Display screens continued

	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.
	
	
	

	2 Keyboards

	Is the keyboard separate from the screen?
	
	
	
	
	This is a requirement, unless the task makes it impracticable (eg where there is a need to use a lap top)
	
	
	

	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 raised keyboards may need a wrist rest.
	
	
	

	
	Tick answer
	
	
	
	

	Risk factors
	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	Does the user have good keyboard technique?
	
	
	
	
	Training can be used to prevent:

hands bent up at wrist; hitting the keys too hard; Overstretching the fingers.


	
	
	


	2 Keyboards continued

	Are the characters on the keys easily 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. They are available in a variety of shapes and sizes. Alternative devices such as touch screens may be better for some tasks.

	
	
	

	
	Tick answer
	
	
	
	

	Risk Factor
	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	Is the device positioned close to the user?
	
	
	
	
	Most devices are best placed as close as possible, eg, right beside the keyboard.

Training may be needed to:
· prevent arm overreaching

· tell users not to leave their hand on the device when it is not being used
· 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.
	
	
	


	
	Tick answer
	
	

	Risk Factors


	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date 
Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	3 Mouse, trackball etc continued

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

	
	
	
	
	See if cleaning is required (eg of mouse ball and rollers).

Check the work surface is suitable. A mouse mat may be needed.
	
	
	

	4 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.

	
	
	

	
	Tick answer
	
	
	
	

	Risk Factors


	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date 

Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	5 Furniture

	Is the work surface large enough for all the necessary equipment, papers etc?
	
	
	
	
	Create more room by moving printers, reference materials etc elsewhere.

If necessary, consider providing new power and telecoms sockets, so equipment can be moved.
There should be some scope for flexible arrangement.


	
	
	

	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.

	
	
	


	Risk Factors


	Tick answer 
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date Completed

	
	OFFICE
	HOME
	
	
	
	

	
	Yes
	No
	Yes
	No
	
	
	
	

	5 Furniture continued

	Are surfaces free from glare and reflection?


	
	
	
	
	
	
	
	

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

	Is the chair stable?

Does the chair have a working:

seat back height and tilt adjustment?

seat height adjustment?

swivel mechanism?

Castors or glides?


	
	
	
	
	
	
	
	

	Is the chair adjusted correctly?
	
	
	
	
	The user should be able to carry out their work sitting comfortably.

Consider training the user in how to adopt suitable postures while working.

The arms of chairs can stop the user getting close enough to use the equipment comfortably.
Move any obstructions from under the desk.
	
	
	


	Risk Factors


	Tick answer 
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date 
Completed

	
	OFFICE
	HOME
	
	
	
	

	
	Yes
	No
	Yes
	No
	
	
	
	

	5 Furniture continued

	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 DSE?

	
	
	
	
	Adjust the chair height to get the user's arms in the right position, and then adjust the DSE 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 foot rest may be needed. 
	
	
	

	
	Tick answer
	
	
	
	

	Risk Factors


	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	6 Environment

	Is there enough room to change position and vary movement?
	
	
	
	
	Space is needed to move and stretch.

Consider reorganising the office layout and check for obstructions.
Cables should be tidy and not a trip or snag hazard.
	
	
	

	6 Environment continued

	Is the lighting suitable, eg not too bright or too dim to work comfortably?
	
	
	
	
	Users should be able to control light levels, eg by adjusting window blinds or light switches. Consider shading or repositioning light sources or providing local lighting, eg desk lamps (but make sure lights don't cause glare by reflecting off walls or other surfaces).
	
	
	

	
	Tick answer 
	
	
	
	

	Risk Factors


	OFFICE
	HOME
	Things to consider
	Comments
	Action to take, timescale, person responsible
	Date Completed

	
	Yes
	No
	Yes
	No
	
	
	
	

	Does the air feel comfortable?
	
	
	
	
	DSE and other equipment may dry the air. 

Circulate fresh air, if possible, by opening windows

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?
	
	
	

	7 Final questions to users

	Ask if the checklist has covered all the problems they may have working with their DSE.

Ask if they have experienced any discomfort or other symptoms which they attribute to working with their DSE.

Ask if the user has been advised of their entitlement to eye and eyesight testing.

Ask if the user takes regular breaks working away from DSE


Figure 1    Seating and posture requirements for comfortable use of DSE
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1.
Eye to screen distance about 500 to 700 mm. When seated correctly you should just be able to touch the screen with an outstretched fingertip.

If a document holder is used it should be placed at a similar distance from the eyes and in the same plane as the screen 

2.
Screen height and angle should allow comfortable head position

3.
Chair providing adjustable seat height and backrest 

4.
Good lumbar support to maintain ‘S’- shaped spinal curve 

5.
No undue pressure on underside of thighs and backs of knees

6.
Foot support adjustable in height if you cannot rest your feet firmly on the floor

7.
Clearance under desk for thighs and space for postural change

8.
Forearms approximately horizontal.

9.
Minimal upward (extension) or downward (flexion) deviation of wrists 

10.
Support for wrists, if needed
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