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DISPLAY SCREEN EQUIPMENT RISK ASSESSMENT
[ref. The Health and Safety (Display Screen Equipment) Regulations 1992]
Please complete and return this form to the Health and Safety team, Room K300, Fairview House.   Guidance is available via the University of Bedfordshire Website using the link:   http://www.beds.ac.uk/aboutus/qa/university/part2/4/421guidance
	USER’S NAME:

(Please print.)

DATE:
	DEPARTMENT:

SECTION: 
TEAM:
	WORK STATION NUMBER:
	LOCATION: 
(Building, floor, room, etc.)


	A

RISK FACTORS:
	B

Considerations or prompts;
The answer you give to these questions will help the Health and Safety Team decide what action, if any should be taken.
	C

Yes or No to Part A
	D

WHERE THERE IS AN ‘N’ STATE ACTION TO BE TAKEN (To be completed by Health and Safety Dept only contact number 2356 )

	SCREEN IMAGE:
	
	
	

	1. Are the characters readable?


	(a) Is the image clear or blurred
(b) Is the screen clear

	
	

	2. Is the image free of flicker and movement?

3. Are the brightness and contrast controls adjustable?

4. Does the screen swivel and tilt?
	(a) Is there a need to try a different screen colour to reduce flicker
(b) Is there the need to refer to the equipment supplier
These controls are generally located on your monitor, although some alterations can be made via the ‘Settings’ function and ‘Control Panel’ from your Microsoft ‘Start’ button.   If you do not know how to do this contact ISD

All monitors should have the ability to be altered to suit you/the user.  If laptops are used for long periods a separate keyboard should be bought to enable you/the user to place the screen in a comfortable working position.

	
	

	5. Is the screen free from glare and reflection?

(If necessary, use a mirror in front of the screen to check the source of reflections.)
	(a) The screen should be able to be moved or tilted to remove reflections
(b) Try moving the desk or the source of reflections to remove glare and reflection
(c) Adjust lighting or window coverings if available. (Check that any blinds work.  Vertical blinds are more effective then horizontal ones.)

If there are still problems, consider an anti-glare screen be used as a LAST resort
	
	

	6. Have you had an eye test in the last 2 years?
	You are entitled as a user of display screen equipment to an eye test every 2 years.   See guidance for details.
	
	

	
	
	
	

	KEYBOARD:
	
	
	

	1. Can the keyboard be tilted?

2. Can you, the ‘user’ find a comfortable keying position?


	There should be legs fitted to the underside of your keyboard, which enable you to tilt your keyboard which is often deemed to be more comfortable to use.
(a) Are your hands bent up at the wrist (When using the keyboard (or mouse) your wrists should be straight and in the correct seating position your forearms should be horizontal see Figure 2)    
(b) Are you/ the user applying a soft touch on the keys
(c) Are you/ the user over-stretching the fingers at all
(d) The keyboard should separate from the screen if you are using it for long periods
(e) Does the keyboard need to be repositioned so you can reach it comfortably.  You should adjust its position to suit the work that you are doing at the time.
(f) Would a docking station help


	
	

	Is there enough space in front of the keyboard for you/ the user to rest your hands?

(E.g. 50 mm)

5. Is the keyboard free from glare?

	(a) Move the monitor or other items away or further back to give you enough room so that you can rest your hands between key strokes.   A wrist rest can sometimes help, but this should only really be used to rest your hands between keystrokes.
(b) Some keyboards have a shiny finish – ensure that blinds or lighting is adjusted to remove glare if this is a problem
	
	

	4. Are the characters easily readable?


	(a) Does the keyboard need to be cleaned, modified or replaced
	
	

	
	
	
	

	MOUSE WORK
	
	
	

	1. Is there intensive use of a mouse or trackball?
	(a) Are you/the user taking work breaks from your DSE use (this can be e.g. just fetching items from the printer)
(b) Could you change from right to left handed use (and vice versa) from time to time
(c) Is the mouse within easy reach.   Could you move the keyboard out of the way whilst carrying out mouse work to prevent extending your arm as this can sometimes lead to shoulder and neck problems.
(d) Are you / the user gripping the mouse too hard
Could a different size or shape mouse be more comfortable to use.  There are a variety of different types on the market including left-handed varieties, ones fitted with trackerballs or joystick type for example which could be trialled.
	
	

	
	
	
	

	FURNITURE
	
	
	

	1. Is the work surface large enough for documents, monitor, keyboard, etc.?
	(a) Can the printer, files, etc. go elsewhere to make more room so that you can assume a comfortable position
(b) Are you/ the user making repeated or awkward stretching movements.  You need to try and maintain a posture similar to Fig.2, but not remain in a static position for long periods
(c) Can the equipment, paper or work be re-arranged to avoid discomfort
(d) Is there a need to provide more space or more sockets

	
	

	2. Is the surface free of glare and reflections?
	Can mats or blotters be used for larger areas.
If you suffer from reflection on your screen can you adjust the position/angle of the monitor, move your desk, adjust the lighting.

	
	

	3. Does the chair comply with the requirements for working with a display screen?
	(a) It should have 5 castors
(b) It should be fully adjustable (i.e. seat height, back support height, back support tilt)

(c) It should swivel freely
(d) All the adjustments should work
(e) Do you/ the user know how to adjust them

	
	

	4. Are you / the user comfortable?
(See Figures 1 and 2.)
If you are comfortable now, but there are issues that you feel ought to be raised from reading the ‘Considerations’, please state ‘NO’ in the part C column and indicate the concern.
	(a)  the chair should be adjustable
(b) Are your arms/ the user’s arms roughly horizontal to the floor and the wrist straight, i.e. in line with the hand and forearm?

(c) Your eyes/ users eyes should be roughly the same height as the top of the VDU casing 

(d) Feet should be flat on the floor or supported using a foot rest
(e) If there is too much pressure on the back of the legs and knees a footrest may be required.
(f) The small of the back should be supported by the chair, you may need to adjust the chair (you should not be able to get your fist in the small of your back if your chair is adjusted correctly)
(g) Is the back supported by the chair (If the chair leans too far back or tips you forward it should be replaced)

(h) Are the arms of the chair preventing you getting close enough to use keys comfortably
(i) Ensure there are no obstructions under the desk.   If there are try and move them out of the way or highlight the problem in the next column.

	
	

	
	
	
	

	SOFTWARE
	
	
	

	1. Can you comfortably use the software?


	(a) Have you had enough training, if you need advice call ISD
(b) Is the software suitable for the task
Does it give adequate ‘help’ messages
	
	

	
	
	
	

	ENVIRONMENT
	
	
	

	1. Is there enough room to change position and vary movement? 

	(a) You should have enough room to regularly alter your posture. (Staying in the same position for long periods can result in aches/pains developing)
	
	

	2. Are the levels of light, heat and noise comfortable? 


	(a) Is the lighting suitable
(Is it too bright, or not bright enough to comfortably read by)
Is there a need to provide shading or provide more light
(b) Is your line of vision free from bright lights, windows or mirrors
(c) Is there need to distance you from sources of noise, or to provide sound proofing, e.g. for printers.  Could these be re-located to a more suitable location?
	
	

	3. Does the air feel comfortable?
	(a) Is circulation of fresh air required (plants and use of fans may help) 
(b) Is there adequate ventilation/ windows

(c) Is a humidifier required

	
	

	
	
	
	

	LAPTOPS/PORTABLE COMPUTERS
	
	
	

	1. Is there any use of laptops/portable computers?
	(a) Is workstation equipment available to use instead of a laptop/portable computer
(b) Are you/ the user aware of how to minimise risks? (E.g. maintaining good posture, reducing screen glare, taking work breaks.)
	
	

	
	
	
	

	
	
	
	


Do you/ the user suffer from sore eyes?







YES/NO

Are you aware what may lead to dry or sore eyes?    
Concentrating on the screen for long periods, reflections on the screen and failure to blink are all common reasons for this, however some environmental conditions can also lead to sore or dry eyes.   See if you making adjustments can reduce this.
Are you/the user aware of the need to take breaks from continuous use of screen/keyboard work and relax during breaks ?                                                                                                                                 YES/NO
It is important that short frequent breaks are taken to carry out other work, such as filing, etc.  (1 - 2 minutes for every 15 - 20 minutes of keyboard/mouse work.) Gentle exercise such as walking around a bit and generally altering your activity away from the screen is recommended during breaks, short frequent breaks of screen use will reduce fatigue.
Do you/the user suffer from any pre-existing medical condition that could make working at a display screen uncomfortable or difficult for you to carry out your work?





YES/NO

	If YES, please state




Are you/the user experiencing any aches/pains or numbness whilst working with your display screen equipment?











YES/NO

	If YES, please state what these are and which parts of your body are affected




Have all your comfort problems been addressed?






YES/NO   

Do you need further assistance? 








YES/NO  
Have all the action points been dealt with?







YES/NO   If not contact your DSE Assessor
Do you know what to do if you have a fault or query with regards to your computer? Contact ISD
Do you know who to contact for advice or if you have problems completing the form? If you need advice call extension 2356/3093
Risk assessments must be repeated if there are any significant changes to the workstation or work pattern, or if the person working on the computer becomes aware of any difficulties.
COMMENTS (IF ANY):

IF THERE ARE NO PROBLEMS, PLEASE COMPLETE THE FOLLOWING:

	Users Name:
	
	Date:
	

	Assessors Name (where relevant):
	
	
	

	Line Managers Name:
	
	
	

	
	
	


THANK YOU FOR YOUR CO- OPERATION
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FIG. 1
WORKSTATION SET-UP AND REQUIREMENTS

1. Maximum reach.

2. Comfortable work area.

3. Adequate lighting.  (Wherever possible light sources should be at right angles to the screen.  Where window coverings are necessary, vertical blinds are more effective than horizontal.)

4. Comfortable heating levels and circulation of air. 

5. Distracting noise minimised.

6. Leg room and clearances allow changes in posture and position.

7. Software appropriate to task, adapted to user, provides feedback on system status, no undisclosed monitoring.

8. Screen; stable image, adjustable, readable, free of glare and reflections.

9. Keyboard; undamaged, adjustable, detachable, legible.

10. Work surface; allows flexible arrangements, spacious, glare free.

11. Copy holder adjacent to screen (where necessary).

12. Mouse within easy reach.
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FIG. 2
SEATING AND POSTURE FOR
TYPICAL OFFICE TASKS

1. Adjustment for seat back.

2. Good lumbar support.

3. Adjustment for seat height.

4. No excess pressure on underside of thighs and backs of knees.

5. Foot support if needed.

6. Space for postural change. No obstacles under desk.

7. Forearms approximately horizontal.

8. Minimal extension, flexion or deviation of the wrists.

9. Screen height and angle should allow comfortable head position.

10. Space in front of keyboard to support hands/wrists during pauses in keying.
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