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Compliance
Compliance with this document is mandatory for all University of Northampton staff and may be mandated to contractors through University of Northampton contracts.

Display Screen Equipment Management (DSE) Procedure

Introduction
1.
Legislative requirements are covered by Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the Health and Safety (Miscellaneous Amendments) Regulations 2002.  The legislation places a duty on employers with regards to those classed as DSE users and operators and to those employees who use a computer whilst at work.  The requirements are briefly discussed below with suggested actions.

Decide who the DSE users are.

2
It is the employer’s responsibility to define who are classed as DSE users and not the users themselves.

3.
Where it is clear that use of DSE is more or less continuous on most days, the individuals concerned should be regarded as users / operators.  Where this is not clear HSE provide the following guidance criteria in defining a DSE user:

a) Is the DSE used for continuous spells of ONE hour or more? and;
b) Is the DSE used in this way more or less daily? and;
c) Is fast transfer of information a requirement for the job? and;
d) Is a high level of concentration required, as errors may be critical? or;
e) Is the DSE required to do the job, as alternative means are not available, in order to achieve the same result? or;
f) Is significant training or skills required to do the job? or;
g) Is the use of DSE essential to your job?

4.
A user will be classed as such if they meet the criteria of a), b) and c) plus either d), e), f) or g).  The DSE User designation form is at Appendix A.
Conduct a suitable assessment of workstation.

5.
It is important to note that there is a legal requirement for an assessment to be conducted for all employees who use a computer.  
6.
The assessment process will involve 3 stages:

1. All staff (users and non-users) who use a computer will be provided with a link to an online DSE computer package which allows them to conduct an assessment of their workstation and computer and make any necessary changes.  
The Occupational Health & Safety Office must be made aware of new starters by the relevant Schools and Departments to ensure that the link to the package is sent out promptly.
2. If a member of staff indicates they requires further assistance during their assessment then their local DSE assessor will contact them and try to correct any problems identified.  
Where the Assessor reviews an employee who has identified a problem, the Assessors comments and recommendations will be forwarded for information/approval (where appropriate) to the employee’s line manager.

3. If the assessor is unable to correct the problem, the member of staff will be referred to Occupational Health and Safety Office for further investigation.

7.
If there are no local assessors trained in the used of the DSE online package then the paper format in Appendix B may be used. The school or department should contact the Occupational Health & Safety Office for further information and to arrange necessary Assessor training.

Eyesight Test and Provision of Spectacles (including safety spectacles)
8.
If people who use computers are classed as ‘users’, as well as an assessment, they are also entitled to free eye and eyesight test and (if required) spectacles specifically for work with a computer.  For further information on eye care entitlement and procedures is provided in Appendix C.

Assessor Training

9.
It is important to ensure that local assessors are both competent and confident to be able to deal with concerns raised by employees.

10.
Initial and refresher training will be available via the Occupational Health and Safety office.
Home workers

11.
The legislation on DSE also applies to users employed to work from home, whether or not the workstation is provided in whole or in part by the employer.  All home workers should complete a self assessment form and return it to their School/Department’s DSE assessor.
Requirements for agency staff

12.
Host employers should:

· assess risks to agency workers,

· ensure workstations comply with minimum requirements;
· ensure activities are planned so that agency worker users can have breaks from DSE work;
· provide appropriate training to agency worker users;
· provide appropriate information to agency workers
13.
Employment businesses (agencies) should:

· On request, provide eye tests (and special corrective appliances, if required) to agency worker users who are their employees;

· provide health and safety training for such workers;

· provide information to such workers about eye tests and training;
· check that host employers carry out their duties.

14.
In fulfilling the host employer’s duties, the user should complete a self assessment form and return this to the School/Department’s DSE assessor.

APPENDIX A

DSE User Designation: Guidance for Managers

A1.
When determining whether a member of staff is classed as a DSE user/operator or not it is the responsibility of the OHS office.  The following information is intended to provide guidance as to the type of roles where people would be considered definite users and the considerations for those who may be classed as a user/operator.

Definite User/Operator

A2.
Word processing worker: Employed on full-time document creation and amendment. A mix of checking documents on screen, keyboard input and formatting. Some change of posture involved in collecting work, operating printer, etc. Often five hours in total on the DSE work itself, with a lunch break and at least two breaks morning and afternoon.
A3.
Secretary or typist: Uses DSE (typically a PC and printer) for word processing of reports, memos, letters from manuscript and dictation, combined with e-mail. Some variation in workload and some degree of control over scheduling throughout the day. Typically around two or three hours DSE use daily. 

A4.
Data input operator: Employed full time on continuous processing of invoices. Predominantly numeric input using numeric key pad. May be subject to a system of keystroke monitoring with associated bonus payments.

A5
Librarian: Carries out intensive text input to databases; accessing and checking on database records; creating summaries and reports; combining data already on the system with new material inputted. DSE work either intensive throughout the day on most days, or more intermittent but still forming around half of the total working time.

Definitely not a User/Operator

A6.
Senior manager: Working in a large organisation, using DSE for occasional monitoring of data, or, for generation/manipulation of statistics for presentation at meetings or more frequent but brief enquiries. Does not depend on DSE for most of their work and can choose whether or not to use it personally.

Display Screen Equipment User Form

This form is to be used to determine if the individual is a Display Screen Equipment (DSE) User and therefore entitled to an eyesight test by a registered ophthalmic optician. It will also assess the need for a Workstation Assessment to be undertaken.

It is the Manager’s responsibility to confirm the individual’s level of computer usage.  Once the form has been completed by the individual’s line manager it should be sent to the Occupational Health & Safety Office. The Occupational Health & Safety Office will record the details electronically and return to the line manager for inclusion in the individuals personnel file.

If you have any questions or queries regarding the completion of this form, please call the Occupational Health & Safety Office on Ext 3565.

	Name:
	
	Employee No:
	

	Department/School:
	

	Line Manager:
	

	Job Title: 
	

	

	1. Do you use DSE more or less continuously on most working days?
	YES / NO / MAYBE

	If ‘Yes’ there is no need to continue further with the rest of the questionnaire

	2. Is the DSE used normally for continuous spells of ONE hour or more?
	YES / NO / MAYBE

	3. Is the DSE used in this way more or less daily?
	YES / NO / MAYBE

	4. Is fast transfer of information a requirement for the job?
	YES / NO / MAYBE

	5. Is a high level of concentration required, as errors may be critical?
	YES / NO / MAYBE

	6. Is the individual highly dependant on the DSE?
	YES / NO / MAYBE

	7. Is significant training or skills required to do the job?
	YES / NO / MAYBE

	8. Does the user have little choice about using the DSE?
	YES / NO / MAYBE


	Signature of Line Manager:
	

	Signature of the Employee:
	


	For Office Use Only
	
	
	

	User
	
	Non User
	

	Date Received
	
	Date Entered
	


APPENDIX B
Computer Workstation Checklist
Before completing this checklist please take time to read through the ‘Working with VDU’s’ booklet and ‘DSE Leaflet’ which are available from the OHS page of the intranet (www.northampton.ac.uk). 
Work through this checklist, ticking either the ‘yes’ or ‘no’ column against each risk factor.

Yes Answers – 
Require no further action

No Answers - 
Look at the ‘Things to consider column’ for help with this.  If these do not help further investigation by the Workstation Assessor will be required. The Workstation Assessor will record their decisions in the ‘Action to take’ column and check back at a later date to ensure these actions have resolved the problem.

	Name of Employee:
	
	Job Title:
	

	

	Line Manager:
	
	School/Department:
	

	

	Date of initial assessment by Employee:
	
	Follow Up by Workstation Assessor Required?
	Y
	
	N
	

	

	Date of Assessment by Workstation Assessor:
	
	Any further action required?
	Y
	
	N
	

	

	Follow Up action completed on:
	


	Risk Factors
	Tick Answer
	Things to Consider
	Action to take

	
	Yes
	No
	
	

	1. DISPLAY SCREENS

	Are the characters clear and readable?
	
	
	Make sure the screen is clean and cleaning materials are 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.
	

	Is the image stable, i.e free from flicker and jitter?
	
	
	Try using different screen colours to reduce flicker.  

If the problem persists get the set up checked by IT Services.
	

	Is the screens specification suitable for its intended use?
	
	
	For example, intensive work requiring attention to detail may require a larger screen size.
	

	Are the brightness and/or contrast adjustable?
	
	
	Separate adjustments are NOT essential as long as they can be adjusted.
	

	Does the screen swivel and tilt?
	
	
	Swivel and tilt does NOT need to be built in: you can add a swivel and tilt mechanism.
	

	Is the screen free from glare and reflections?
	
	
	You might need to move the screen or desk from the source of the reflection.
	

	Are adjustable window coverings provided?
	
	
	Check the blinds work. Contact Estate Services if there are any problems with the blinds.  Only consider anti-glare measures as a last resort.
	

	2
KEYBOARDS

	Is the keyboard separate from the screen?
	
	
	This is a requirement.
	

	Does the keyboard tilt?


	
	
	The tilt does NOT need to built in to the keyboard.
	

	Is it possible to find a comfortable keying in position?
	
	
	Try pushing the screen back to create more room for the keyboard, hands and wrist.  You may require a wrist rest if you have a very thick keyboard.
	

	Are the characters on the keys easily readable?
	
	
	Keyboards should be kept clean. If the characters still can’t be read the keyboard may need replacing.
	

	3
MOUSE, TRACKBALL ETC

	Is the device suitable for the tasks it is used for?
	
	
	If the user is having problems, try an alternative device (a selection is available from OHS).
	

	Is the device positioned close to you?
	
	
	Place devices as close to you as possible.
	

	Are your wrists and forearms supported?
	
	
	Support can be gained from the desk surface or arm of a chair.  If you experience any difficulties contact your workstation assessor.
	

	Does the device work smoothly at a speed that suits you?
	
	
	See if the mouse ball and rollers require cleaning.  Check that the work surface is suitable.


	

	4
SOFTWARE

	Is the software suitable for the task?
	
	
	Software should help you carry out the task with the most minimal of stress.  You should have appropriate training.
	

	5
FURNITURE

	Is the work surface large enough for the necessary equipment?
	
	
	Create more desk space by moving printers, in-trays, reference materials etc elsewhere.
	

	Can you comfortably reach all the equipment and papers you need to use?
	
	
	Re-arrange equipment, papers etc to bring frequently used things within easy reach.  A document holder may be required to minimise uncomfortable head and eye movements.
	

	Is the chair stable and fully adjustable?
	
	
	The chair should have 5 castors or gliders, an adjustable seat back and be adjustable in height.  If you are unable to adjust the chair please contact your workstation assessor.
	

	Is the chair adjusted correctly?
	
	
	Move any obstructions under the desk that hinders a comfortable position.  Information on how to obtain a suitable working posture can be found in the ‘Using computers – a brief guide on good practice’ Leaflet available from OHS.
	

	Is the small of the back supported by the chairs backrest?
	
	
	You 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 monitor?
	
	
	Adjust the chair to get your arms in the right position, then adjust the monitor height as necessary.
	

	Are your feet flat on the floor?
	
	
	If not a foot rest may be needed.
	

	6
ENVIRONMENT

	Is there enough room to change position and vary movement?
	
	
	Space is need to move and stretch, consider re-arranging the office if this is not available.
	

	Is the lighting suitable, eg not too bright or too dim?
	
	
	Adjust window blinds or light switches.  Consider repositioning light sources or providing local lighting.
	

	Does the air feel comfortable?
	
	
	Circulate fresh air if possible. Plants may help.
	

	Are levels of heat comfortable?
	
	
	Can the heating be better controlled? Can you move away from the heat source?
	

	Are the levels of noise comfortable?
	
	
	Consider moving noise sources, such as printers, away you.
	

	7
THE USER

	Are you aware of your entitlement to eye and eyesight testing if you are a user?
	
	
	Further details are available in the ‘Using computers – a brief guide on good practice’ Leaflet available from OHS.
	

	Do you take regular breaks from your VDU?
	
	
	This can include any other duty such as filing.
	

	Are you experiencing any discomfort that you attribute to working with your VDU?
	
	
	
	

	Has the checklist covered any concerns you may have working with your VDU?
	
	
	
	


Please Note:  If there are any major changes to your current workstation or you move workstations you MUST complete another assessment.  If at any point you experience any difficulties please inform your line manager workstation assessor and/or the OHS office.
	Signature of Employee:
	
	Signature of Workstation Assessor:
	


APPENDIX C
DSE and Safety Eye Care Procedure

DSE Eye Care Procedure

C1.
All DSE users are entitled to an eye and eye sight test and appropriate safety spectacles if required specifically for DSE use. Where the employee’s normal everyday spectacles (e.g. distance glasses or varifocals) are used for DSE use, the University is not under an obligation to pay towards them.
C2.
Managers are responsible for ensuring that they appropriately identify those employees, for whom they are responsible, who are DSE users.  Further information is available in the University DSE Policy and from the Occupational Health and Safety Office.

C3.
Where a DSE user requests an eye and eye sight test they must complete Section A of the Eye and Eye Sight Test Authorisation form (Appendix A).  This must be authorised by their Line Manager (Section B) and then forwarded to Occupational Health and Safety Office.  Failure to have the form authorised will result in the form being returned to the employee.

C4.
Upon receipt of the form the Occupational Health and Safety Office will send the employee an eye care voucher to be used at the University’s approved optician.  The Optician must complete the section on the back of the voucher and the employee must then return the voucher to Occupational Health and Safety Office.  Failure to return the form may result in a delay for future eye and eye sight tests.

C5.
In some instances, an employee may be prescribed spectacles in multifocal form.  Where there is a requirement to incorporate an intermediate (screen distance) upper lens together with a reading lens, the University will (once the opticians receipt is received) contribute the equivalent cost of the voucher towards payment for the DSE portion of the lens.

Safety Eye Care Procedure

C6.
There may be an occasion where by the nature of an employee’s job and as identified via the risk assessment they are required to wear safety glasses.  In the majority of cases where an employee normally wears spectacles, it is expected that safety eyewear are worn over normal glasses will be sufficient.  However, in some cases it may be appropriate for an employee to wear prescription safety glasses in order to perform their job safely.  Where this is the case, employees should first discuss the situation with their Manager.

C7.
An appropriate risk assessment must be completed that justifies the use of prescription safety glasses.  The Occupational Health and Safety office can be contacted for advice on this.

C8.
Where the risk assessment indicates it appropriate for an employee to be provided with prescription safety glasses, they should complete the Eye and Eyesight Test Authorisation form, obtaining authorisation from their Line Manager in Section B, and forward it to the Occupational Health and Safety office with a copy of the appropriate risk assessment.

C9.
Upon receipt of the form the Occupational Health and Safety office will return the form to the employee along with an eye care voucher to be used at the University’s approved optician.

C10.
The costs of the voucher for prescription safety glasses will be charged back to the employee’s School/Department.
Eye and Eyesight Test Authorisation Form

In order to obtain your eye care voucher, please ensure Sections A & B are completed before sending to the Occupational Health and Safety Office.  Once you have been reviewed by the optician, please ensure you return the completed voucher to the Occupational health and Safety Office.  Failure to do so may result in delays for future eye and eye sight tests.

Section A:
To be completed by employee
	Employee Name
	
	School/Department
	

	

	Requirement*
	DSE User
	
	Prescription Safety Glasses
	
	

	Please tick as appropriate

	
	

	Date
	


Section B:
To be completed by Line Manager

	Line Managers Name
	
	School / Department
	

	

	I confirm that the above person:

	a) Is a DSE User; or
	
	
	Please tick appropriate box.  If box b) is ticked please also provide the completed risk assessment and return to the Occupational Health and safety Office

	
	
	
	

	b) Requires prescription safety glasses
	
	
	

	
	

	Signed
	
	Date
	



For use by person issuing voucher:





Date voucher issued�
�
Signed�
�
�



Date voucher returned�
�
Signed�
�
�



Please ensure details have been entered onto the tracking sheet
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