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Purpose: 

The purpose of this paper is to introduce the new Display Screen Equipment (DSE) Policy to 
AQuA. 

Background: 

Under the general duties of the Health and Safety at Work etc. Act 1974 and the Management 
of Health and Safety at Work Regulations 1999. NHS Rotherham CCG has a legal duty to 
ensure that their employees are safe while undertaking work for the CCG 

Under Regulation 2 of the DSE Regulations it is the responsibility of the CCG to make a 
suitable and sufficient assessment of the risks to the health of those employees who work with 
display screen equipment and of the steps that need to be taken to meet the requirements of 
those Regulations. 

The DSE Policy covers the arrangements that need to be made to manage these risks. 

Analysis of key issues and of risks 

The aim of the DSE Policy is to advise users of the correct process when setting up a work 
station, to help reduce the risk of musculoskeletal disorders associated with working with DSE 
and to improve the health and wellbeing members of staff. 

Patient, Public and Stakeholder Involvement: 

Not at this time 

Equality Impact: 

Not completed as yet. 

Financial Implications: 

Financial cost to the CCG for eyesight tests upon receipt from the Optometrist of £21.31. The 
maximum reimbursement for corrective lenses required solely for DSE work as advised by the 
optometrist of £58. 

Human Resource Implications: 

Time 

Procurement: 

N/A. 

Approval history: 

OE – 21/07/2017 

Recommendations: 

AQuA is asked to note the DSE Policy, and recommend adoption to GB 
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1. Policy statement 

NHS Rotherham Clinical Commissioning Group (CCG) recognises its duty to comply with the 
Health and Safety at Work Act (HSWA) 1974 and all subordinate regulations such as the 
Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the Health 
and Safety (Miscellaneous Amendments) Regulations 2002 

 
To comply with their duties the CCG shall: 

 identify users of display screen equipment (DSE); 

 carry out an assessment of work stations and, as far as reasonably practicable; 

 introduce measures that will eliminate or minimise possible health effects such as 
upper limb pains and discomfort, eye and eyesight effects, and fatigue and stress 

 contribute to the provision of eye and eyesight tests for designated display screen 
equipment users 

In order to achieve this the CCG accepts that implementation of an effective and proactive 
DSE management policy will enable it to work towards reducing risks to all persons who are 
affected by the CCG’s activities, including the reduction of potential or actual harm to the 
CCG’s employees, and to its services, property and financial resources. 

 
 

2. Purpose 

The purpose of this policy is: 

 To minimise the risk to staff arising from the use of display screen equipment. 

 To ensure that DSE assessments are carried out on all users and are reviewed 
periodically, if there is change in the working environment or if the user has been 
involved in an accident or suffering from ill health directly associated with DSE work. 

 To complete an action plan where risks are identified to ensure the risk is eliminated 
or reduced to what is considered a reasonably practicable level. 

 The CCG recognises and accepts its responsibility to its employees to ensure that 
the requirements of the DSE Regulations are satisfied. 

 
 

3. Scope 

This policy applies to all CCG staff including bank and agency staff, who use display screen 
equipment as a significant part of their work based activity whether in the office at home or in 
other buildings not owned by the CCG, the principles of this policy will still apply. 

 
 

4. Legislation and guidance 

The following legislation and guidance has been taken into consideration in the development 
of this procedural document: 

 Health & Safety at Work Act (1974) 

 The Management of Health & Safety at Work Regulations 1999 

 The Health and Safety (Display Screen Equipment) Regulations 1992 

 Work with display screen equipment Approved Code of Practice (L26) 



4  

 The Workplace (Health, Safety and Welfare) Regulations 1992 

 Workplace health, safety and welfare Approved Code of Practice (L24) 

 Health and Safety (Miscellaneous Amendments) Regulations 2002 
 
 

5. Definitions 

NHS Rotherham Clinical Commissioning Group – CCG 

DSE - Any alphanumeric or graphic display screen, regardless of the display process 

involved and the term DSE covers both conventional display screens and other types such 
as liquid crystal or plasma displays used in flat panel screens, touch screens and other 
emerging technologies. The term DSE includes any portable DSE i.e. laptop and handheld 
computers, personal digital assistant devices and some portable communication devices. 

DSE user - A “user” is defined as being an employee who habitually uses DSE equipment 

as a significant part of their job requirements. 

Where it is clear that the use of DSE is more or less continuous on most days, the individual 
concerned should be considered as a user under the DSE Regulations. 

Where there is less continuous or less frequent use of DSE, other factors connected with the 
job must be assessed. It will generally be appropriate to classify the person concerned as a 
DSE user if they: 

 Normally use DSE for continuous or near-continuous spells of an hour or more at a 
time; and use DSE in this way on a more or less daily basis 

 Have to transfer information quickly to or from the DSE 

The performance requirements of the system demand high levels of attention and 
concentration by the user where for example, the consequences of error may be critical. 

Workstation - For all DSE the workstation, as defined, is the assembly including the screen, 

keyboard, other parts of the computer and its accessories (such as the mouse or other input 
device), the desk, chair and the immediate work environment.  Some of these items are 
specifically mentioned in the DSE regulations, but anything else in the immediate work 
environment is also part of the workstation. 

Corrective appliances - The outcome of an eye test could be that the user requires 

“special” frames and lenses specifically for DSE use. These are glasses that are prescribed 
to correct the vision defects at the viewing distance or distances used specifically for the 
DSE work concerned. 

Normal corrective appliances - Normal corrective devices are spectacles prescribed by 

the optician for any purpose other than for specific use with DSE. The cost of these 
spectacles will not be met by the CCG if they are suitable for DSE work. 

 
 

6. Responsibilities 

Under regulation 2 of the DSE regulations, the Clinical Commissioning Group (CCG) Health 
and Safety Policy sets out the responsibilities for senior management, line managers, 
employees and working groups for all health and safety policies, procedures and working 
guidelines and have the same relevance to this policy. 
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Senior management and line managers must ensure that this policy is followed in all areas 
under their control and ensure that resources are made available to implement this policy 
effectively. 

The responsibility for ensuring that DSE assessments are carried out is a function and 
responsibility of line management, this task can delegated to a competent person or persons 

Senior Managers 

Have responsibility for developing, implementing and improving the CCG’s health and safety 
management system as an integral part of day-to-day operations. They have a duty for 
taking all practicable measures to create a safe and healthy work environment. This includes 
the use of DSE. 

 
 

Line managers 

 Shall respond to request for remedial action to minimise risk following an 
assessment, audit or inspection, by allocating funds, or seeking funds for the 
procurement of equipment, or changes to working practice where it will reduce the 
risk of injury or ill health 

 Shall ensure that all employees receive appropriate supervision, information, 
instruction and training on using DSE and on the health effects of the use of display 
screen equipment 

 Shall ensure that appropriate minimum ergonomic standards are met when new 
workstations are created or there is significant change in a workstation 

 Provide an authorization signature on any application for a DSE user eye test or an 
application of support towards to the cost of corrective eyewear glasses that are 
required for the use of DSE work only, as per this policy. 

 
 

Employees 

All employees are personally accountable for their actions, and responsible for: 

 Ensuring that they comply with this policy 

 Complying with instruction and training which is provided to minimise the risk to 
health from operating display screen equipment 

 Ensuring that they undertake work station self-assessments 

 Making use of any control measure that has been deemed necessary by the DSE 
assessment. Take reasonable steps to ensure own health, safety and welfare whilst 
using DSE 

 Reviewing and updating the self-assessment if any significant changes arise with the 
workstation such as a change in work load, an office move, increased working hours, 
a new workstation or installation of a new piece of DSE 

 Taking reasonable care of corrective appliances, and maintain them in good 
condition 

 Reporting to their line manager any personal conditions which may affect their 
capability to operate display screen equipment. 

 Reporting and documenting any accidents, injuries or ill health conditions that may 
arise in connection with display screen equipment. 
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Health and safety team 

Provides advice and support to staff whenever necessary: 

 Ensures that all managers are kept up to date with any changes in DSE regulations 

 Discusses any recommendations with managers if necessary 

 Liaises with the line manager and occupational health department to ensure that any 
workstation which may be contributing to work related ill health is risk assessed and 
risk reduced to the lowest level reasonably practicable 

 Provides suitable and reasonable recommendations to managers to ensure 
workstations are designed according to the users ergonomic needs to reduce the risk 
of ill health to the lowest level reasonably practicable 

 
 

Occupational health service 

 Receive any user by referral, who may be experiencing physical problems which they 
attribute to the layout of their DSE workstation, for health assessment and advice 

 Provide suitable and reasonable recommendations to managers and ensure 
workstations are designed according to the users medical needs to reduce the risk of 
ill health to the lowest level reasonably practicable 

 
 

7. Rest breaks 

Under regulation 4 of the DSE regulations. All users shall be provided with appropriate time 
away from the DSE in relation to the number of hours the user works. Whilst it is the CCG’s 
duty to provide appropriate breaks it is the user responsibility to ensure these are away from 
their work station. 

 
 

8. Eye and eye sight test 

Under regulation 5 of the DSE regulations the CCG is required 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 by the Opticians Act Legislation and includes a test of vision 
and an examination of the eye. 

The CCG will offer reimbursement for any eye and eyesight test when; 

 DSE users request a test 

 Any individual who is to be recruited or relocated within the CCG to be a user 
requests a test 

 Any user requires and requests an update test 

 Any user notices a change in their eyesight, visual discomfort or eyestrain 

The intervals between tests should be as recommended by their optician but reimbursement 
will not normally exceed two years. 

 
 

Cost of testing 

The CCG will ensure that any DSE user who has an approved eyesight test receives 
reimbursement for the cost of the eyesight test. 
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In order to receive reimbursement the user must; 

 
 Be defined as a user under the requirements of this policy 

 Have completed an documented a self-assessment of their work station 

 Submit a request to their manager prior to the eyesight test (via email) to be 
acknowledged by the manager 

 Obtain a signature from the optician on receipt of the eyesight test 

 Obtain an official receipt for the cost of the eyesight test from the opticians 

 Submit the official receipt via expenses for reimbursement, remembering to keep a 
copy for their own records 

Please note that the CCG will not be liable for the cost of the basic DSE eyesight test or the 
cost of any necessary DSE Special Corrective Appliances (see below) if the request has not 
been acknowledged by the manager prior to the eye sight test. 

The CCG will reimburse up to £21.31 for a sight test if the individual is not automatically 
entitled to free NHS sight tests. This figure was equivalent to the NHS sight test fee payable 
to optometrists from 1st April 2012. The maximum reimbursement will be revised annually in 
line with national amendments to this fee.  Where bifocal or varifocal spectacles are 
prescribed as special corrective lenses the CCG will meet the costs associated with 
providing a basic frame and the prescribed lenses (up to a maximum of £58) having gained 
assurance that these lenses are appropriate. 

Should the user who has been prescribed special / bifocal / varifocal lenses wish to choose 
upgraded or designer frames, these costs will not be met by the CCG and only the cost of 
the basic frames and the special lenses will be reimbursed. 

 
 

Supply of DSE special corrective appliances 

If the outcome of an eye test should be that the user requires “special” frames and lenses 
specifically for DSE use.  Under regulation 5 of the DSE regulations the CCG is responsible 
for paying the cost of only the basic appliance if special frames and lenses are required. 

 
 

9. Procurement of equipment 

All DSE equipment will be assessed by the CCG prior to procurement to ensure that it is 
both suitable for the task and complies fully with any appropriate safety standard. 

The organisation will provide, as far as reasonably practicable, any equipment necessary to 
safely carry out work involving DSE. 

Any requests for any equipment will be requested via the employee’s line manager, provided 
that the appropriate assessments have been carried out. 

 
 

10. Maintenance of equipment 

General day to day maintenance of all DSE will be the responsibility of the user; i.e. any 
defects or problems must be reported to management, as soon as possible. 

The user must not put themselves at risk by continuing to operate a defective piece of 
equipment. If the equipment is of an electrical nature, it must be isolated and removed from 
use, and reported to the IT department. An incident report must be completed. 
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11. Training and awareness 

Under regulation 6 & 7 of the DSE regulations. All staff will receive awareness of this policy 
through their local Health and Safety induction process. 

Guidance on how to set up your workstation can be found in appendix 1. 

As part of local induction, managers should satisfy themselves that staff are able to 
recognise the hazards associated with the workplace and the associated control measures. 

In addition to the training described above, should anyone require support, advice or 
guidance on any element outlines in this policy they should speak to their line manager or 
the Health and Safety Team. 

 
 

12. Assessment 

Regulation 2 requires that a ‘suitable and sufficient’ assessment must be made of all 
workstations utilised by users. Therefore all DSE users are required to assess their 
workstation using the standard DSE assessment form (see Appendix 2) which is available 
on the CCG web site. 

On completion of the assessment and effective implementation of suitable control measures 
to reduce any risk of injury and/or ill health, the assessment form should be filed in the 
'users' personnel file. 

Where it is not possible to reduce the level of risk and there remains a significant risk of 
injury and/or ill health, a request by a line manager should be made to the health and safety 
team, in order that a further risk assessment can be carried out. 

An assessment will need to be reviewed if there is any reason to suspect that it is no longer 
valid or there is a change to the matters to which the assessment relates. 
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APPENDIX 1 
 
 

Setting up the workstation 

Setting up your workstation correctly is vital to ensuring you reduce the risk of pain and ill 
health that can be associated with DSE use. It is the responsibility of all DSE users within 
the Trust to ensure they have followed the DSE policy, set up their workstation and 
completed a DSE self-assessment. By following the steps below, you should alter the layout 
of your workstation to ensure you are working safely. Remember, if items are bulky or heavy 
you should not attempt to move them on your own. The correct set up of your workstation 
may not feel right at first but it will encourage correct posture and safe working practices. 

 
 

Step 1 - Your Chair 

Adjust the height of your chair so that when you put your fingers on the middle row of the 
keyboard your hands and forearms remain horizontal. 

 Your elbow joint should be at 90 degrees. 

 There should be no angle at the wrist 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 This may mean your feet are dangling 

 Your knees must also be at about 90 degree angle 

 You may require a foot rest in order to ensure that there is no pressure on the bottom 
of your thigh 

 
 

Step 2 – The Monitor 

Adjust the height of the monitor to ensure that you are looking horizontally at it 

 Your eyes should be level with the top of the screen 
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 You can adjust the height of your monitor by using supports. Please ensure that this 
is safe 

 Ensure your monitor screen is clean 

 Ensure the distance from your eyes to the monitor is sufficient to ensure you can 
comfortably see without squinting 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Adjust the screen quality or settings to provide comfortable viewing 

 Ensure the characters on the screen are well defined and clearly formed, of adequate 
size and with adequate spacing between characters and lines. 

 The image on the screen is stable, with no flickering or other forms of instability. 

 The brightness and contrast between characters and the background should be 
easily adjustable by the operator and be easily adjustable to ambient conditions. 

 The screen must swivel and tilt easily and freely to suit the needs of the operator. 

 Ensure the screen is free of reflective glare and reflections liable to cause discomfort 
to the ‘User’. 

 Where secondary monitors are used these should be set in line with the primary one 
to enable ease of viewing and the same conditions listed above apply. 

 Tilt monitor between 5-15% off of the vertical line 
 
 

Step 3 – Your Backrest 

Adjust the angle of your back rest and / or your bottom cushion to ensure that your back is 
supported in your work position 

 If you cannot sit back and upright without the back of your knees touching the front of 
the seat you will need to change your chair to one with a shorter seat pan. 

 If the gap between the back of your knees and the seat pan is over one hand width 
your legs are not being supported correctly and you will need to change your chair 
for one with a longer seat pan. 

Adjust the back rest support so that it supports the small of your back 
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  If the back rest does not fit into the small of your back, you may benefit from a back 
support 

Ensure that your feet are flat on the floor and your knee is at a 90 degree angle 

 If your feet are dangling, you may need a footrest 
 
 

Step 4 – Arm Rests 

The CCG does not encourage buying chairs with arm rests as they can cause upper limb 
disorders if used incorrectly 

 If your chair has arm rests ensure that they are adjustable, static arm rests can cause 
serious musculoskeletal problems if they are not at the correct height. 

 If your chair has adjustable arm rests, ensure they are set at the correct height. Your 
elbow joints should be at a 900 angle. 

 If you cannot get close enough to your desk because of the arm rests you may have 
to have them removed 

 Your elbows should be vertical under your shoulders 
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Step 5 – The Desk 

Ensure that you are sat directly in front of the monitor and keyboard 

 Sit close to your desk, allowing for your wrists to be supported by the desk 

 Never put anything between the keyboard and you 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 If  you  often  have  to  refer  to  documents  whilst  typing,  you  may  benefit  from  a 
document holder 

 This should be placed at the same height and distance from your monitor 

 Do not let cables trail from the desk 

 Avoid using extension leads 

 Never use pieces of equipment you have brought in from home without agreement 
with your manager 

 Ensure there is enough space around you to allow free movement 

 Ensure accessories are within reach. I.e. stationary, telephone, other equipment. 
There should be no overstretching to reach these items. All items regularly used 
should be within a 45' angle of you. 

 Ensure you have enough clearance between the underside of the desk and your 
thighs to prevent entrapment 

 Ensure you have enough space under the desk to allow the enable you to get close 
to the keyboard 

 Ensure cables are tired/stored correctly 
 
 

Step 6 – The Mouse 

The mouse needs to be positioned as close to you as possible 

 Aim to work with the mouse with your elbow vertically under your shoulder and right 
by your side 
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 Always have your mouse on the mouse mat  if applicable unless it is a laser mouse 
which does not require one 

 Position any additional equipment e.g. phones, paper trays and notes in an 
accessible place to avoid twisting and overstretching 

 
 

Step 7 – Environment 

Temperature and humidity should be adjusted to ensure you are comfortable 

 If you suffer from dry eyes you should report this to your manager and DSE assessor 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Eliminate glare or reflections on your screen, close blinds or move workstation so 
that it is at right angles with the window 

 Turn off over head lights if not needed (If colleagues all agree) 
 
 

Step 8 - Carry out the self-assessment 

 See DSE user self-assessment (appendix 2) 
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APPENDIX 2 - Self-assessment form 

 
 
 
 

Display screen equipment 

(DSE) workstation checklist 
 
 
 

Workstation location and number(if 

applicable) 

 

User  

Checklist completed by  

Assessment Checked by  

Date  

Follow-up action completed on  

 
 

The following checklist can be used to help you complete a risk assessment and 

comply with the Schedule to the Health and Safety (Display Screen Equipment) 

Regulations 1992 as amended by the Health and Safety (Miscellaneous Amendments) 

Regulations 2002. 
 

The questions and ‘Things to consider’ in the checklist cover the requirements of the 

Schedule. If you can answer ‘Yes’ in the second column against all the questions, 

having taken account of the ‘Things to consider’, you are complying. You will not be 

able to address some of the questions and ‘Things to consider’, eg on reflections on 

the screen, or the user’s comfort, until the workstation has been installed. These will 

be covered in the risk assessment you do once the workstation is installed. 

 
Work through the checklist, ticking either the ‘Yes’ or ‘No’ column against each risk 

factor: 
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‘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. 

Remember, the checklist only covers the workstation and work environment. You also 
need to make sure that risks from other aspects of the work are avoided, e.g. by 
giving users health and safety training, and providing for breaks or changes of activity. 
For more advice on these see Working with display screen equipment (DSE): A brief 
guide (INDG36). 

 

 

Risk Factors Tick 

Answ 

Thin 

er 

gs to consider Action to take 

 
Yes No 

 

1 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 portable). 

 
 

Does the keyboard tilt? 

 
 

☐ 

 
 

□ Tilt need not be built in. 

 

Is it possible to find a 

comfortable keying position? 

 
 
 

☐ 

 
 
 

□ 
Try pushing the display screen further 
back to create more room for the 

keyboard, hands and wrists. 
 

 
Users of thick, raised keyboards may 

need a wrist rest. 
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Risk Factors Tick 

Answ 

Thin 

er 

gs to consider Action to take 

 
Yes No 

 

    

 
 

Does the user have good 

keyboard technique? 

 
 

☐ 

Training can be used to prevent: 

□ ■  hands bent up at the wrist; 

■ hitting the keys too hard; 

■ over stretching the fingers 

Are the characters clear and 

readable? 

 
 

☐ 

Keyboards sho 
characters still 

□ keyboard may 
replacing. 

 

 
Use a keyboa 

reduce glare a 

uld be kept clean. If 
can’t be read, the 
need modifying or 
 

 

 
rd with a matt finish to 

nd/or reflection. 

2 Mouse, trackball etc 
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Risk Factors Tick 

Answ 

Thin 

er 

gs to consider Action to take 

 
Yes No 

 

Is the device suitable for the 

tasks it is used for? 

☐ □ If the user is having problems, try a 

different device. The mouse and 

trackball are general-purpose devices 

suitable for many tasks, and available in 

a variety of shapes and sizes. Alternative 

devices such as touch screens may be 

better for some tasks (but can be worse 

for others). 

 

Is the device positioned 

close to the user? 

 
 

☐ 

 
Most devices are best placed as close 

□ as possible, eg right beside the 

keyboard. 
 

 
Training may be needed to: 

■ Prevent arm overreaching; 

■ Encourage 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. 

 
 

Does the device work 

smoothly at a speed that 

 
 

☐ 

 

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



19  

 

Risk Factors Tick 

Answer 

Things to consider Action to take 

 
Yes No 

  

suits the user?    
 

Check the work surface is suitable. A 

mouse mat may be needed. 

 

 
 

Can the user easily adjust 

software settings for speed 

and accuracy of pointer? 

 
 

☐ 

 
 

☐ 

 
 

Users may need training in how to adjust 

device settings. 

 

3 Display screens 

 
 

Number of screens in use – 

one / two / three (If more 

than one screen, please 

answer questions in this 

section for each screen) 

 

 

Are the top of all screens 

adjusted to the same level? 

 

 

 

 

 

 
 

☐ 

 

 

 

 

 

 
 

☐ 

 
 

Please note the number of screens in 

use in right hand column. 

 

 
 

Are the characters on the 

screen / monitor clear and 

readable? 

 
 

☐ 

 
 

☐ 

 
 

Make sure the screen is clean and 

cleaning materials are available. 

 

 

Check that the text and background 

colours work well together. 

 

 
 

Is the text size comfortable 

 
 

☐ 

 
 

☐ 

 
 

Software settings may need adjusting 
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Risk Factors Tick 

Answer 

Things to consider Action to take 

 
Yes No 

  

to read?   to change text size.  

 

 

 
 

Is the image stable, i.e. free 

of flicker and jitter? 

 
 

☐ 

 
 

☐ 

 
 

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

 

 
If there are still problems, get the set- 

up checked, eg by the equipment 

supplier. 

 

 
 

Is the screen’s specification 

suitable for its intended use? 

 
 

☐ 

 
 

☐ 

 
 

For example, intensive graphic work or 

work requiring fine attention to small 

details may require large display 

screens. 

 

 
 

Are the brightness and/or 

contrast adjustable? 

 
 

☐ 

 
 

☐ 

 
 

Separate adjustment controls are not 

essential, provided the user can read 

the screen easily at all times. 

 

 
 

Does the screen 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. 

 

 
 

Is the screen free from glare 

   

Use a mirror placed in front of the 

screen to check where reflections are 
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Risk Factors Tick 

Answ 

Thin 

er 

gs to consider Action to take 

 
Yes No 

 

and reflections? ☐ □ coming from. 

You might need to move the screen or 

even the desk and/or shield the screen 

from the source of the reflections. 

 

 

Screens that use dark characters on a 

light background are less prone to 

glare and reflections. 

 
 

Are adjustable window 

coverings provided and in 

adequate condition? 

 
 

☐ 

 
 

□ Check that blinds work. Blinds with 

vertical slats can be more suitable than 

horizontal ones. 

 

 

If these measures do not work, 

consider anti-glare screen filters as a 

last resort and seek specialist help. 

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 

. 

5 Furniture 
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Risk Factors Tick 

Answ 

 

 
er 

Things to consider Action to take 

 
Yes No 

 

 
 

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 rearrangement. 

 

 
 

Can the user comfortably 

reach all the equipment and 

papers they need to use? 

 
 

☐ 

 
 

☐ 

 
 

Rearrange equipment, papers etc. to 

bring frequently used things within easy 

reach. 

 

 

A document holder may be needed, 

positioned to minimise uncomfortable 

head and eye movements. 

 

 
 

Are surfaces free from glare 

and reflection? 

 
 

☐ 

 
 

☐ 

 
 

Consider mats or blotters to reduce 

reflections and glare. 

 

    
 

The chair may n 

 
 

eed repairing or 
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Risk Factors Tick 

Answ 

 

 
er 

Things to consider Action to take 

 
Yes No 

 

Is the chair suitable? 
 

 
 

Is the chair stable? 
 

 
 

Does the chair have a 

working: 
 

■ seat back height and tilt 
adjustment? 

■ seat height adjustment? 

■ castors or glides? 

☐ ☐ replacing if the user is uncomfortable, 

or cannot use the adjustment 

mechanisms. 

 

 
 

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. 

 

 
 

Is the small of the back 

   
 

The user should have a straight back, 
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Risk Factors Tick 

Answ 

Thin 

er 

gs to consider Action to take 

 
Yes No 

 

supported by the chair’s 

backrest? 

☐ □ supported by t 

shoulders. 

he chair, with relaxed 

 
 

Are forearms horizontal and 

eyes at roughly the same 

height as the top of the 

DSE? 

 
 

☐ 

 
 

□ Adjust the chai 

arms in the rig 

adjust the DSE 

 
 

r height to get the user’s 

ht position, and then 

height, if necessary. 

 
 

Are feet flat on the floor, 

without too much pressure 

from the seat on the backs 

of the legs? 

 
 

☐ 

 
 

□ If not, a footrest may be needed. 

6 Environment 

 
 

Use of Telephone – Do you 

make fairly constant use of 

DSE while making or taking 

telephone calls. 

 
 

☐ 

 
 

□ Consider if headphones are required. 

 
 

Is there enough room to 

change position and vary 

movement? 

 
 

☐ 

 
 

□ Space is needed to move, stretch and 

fidget. 

 

Consider re organising the office layout 

and check for obstructions. 

 

Cables should be tidy and not a trip or 

snag hazard. 

 
 

Is the lighting suitable, e.g. 

not too bright or too dim to 

 
 

☐ 

 
 

□ Users should be able to control light 

levels, e.g. by adjusting window blinds 
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Risk Factors Tick 

Answer 

Things to consider Action to take 

 
Yes No 

  

work comfortably?   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). 

 

 
 

Does the air feel 

comfortable? 

 
 

☐ 

 
 

☐ 

 
 

DSE and other equipment may dry the 

air. 

 

Circulate fresh air if possible. 

Plants may help. 

 

Consider a humidifier if discomfort is 

severe. 

 

 
 

Are levels of heat 

comfortable? 

 
 

☐ 

 
 

☐ 

 
 

Can heating be better controlled? More 

ventilation or air conditioning may be 

required if there is a lot of electronic 

equipment in the room. Or, can users be 

moved away from the heat source? 

 

 
 

Are levels of noise 

comfortable? 

 
 

☐ 

 
 

☐ 

 
 

Consider moving sources of noise, eg 

printers, away from the user. If not, 

consider soundproofing. 
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■ Has the checklist covered all the problems they may have working with their DSE? YES / NO 

■ Have they experienced any discomfort or other symptoms which they attribute to working 
with their DSE? YES / NO 

■ Has the user been advised of their entitlement to eye and eyesight testing? YES / NO 

■ Does the user take regular breaks working away from DSE? YES / NO 

 
Write down the details of any problems here 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
On completion of this self-assessment checklist, please share a copy 

with your Line Manager to be placed on your personal file. 

7 Final questions to users… 


