

	
	

	Computer and Workstation Safety

	Guidance Note for Managers


This checklist identifies key actions necessary for controlling the health and safety risks arising from the use of Display Screen Equipment (DSE). Further information about each of these points is contained in this document.

1. Have work station assessments been completed?
2. If not, have you determined how risk assessments will be carried out?

Actions after completion of the Display Screen Equipment Assessment:
3. Have the DSE risk assessments identified individuals who are classified as DSE 'Users'?

4. Have DSE users received information and/or training on the safe use of Display Screen Equipment? i.e. the Display Screen Equipment Safety Information Sheet or the Laptop User Guide, as appropriate, as a minimum
5. Have remedial actions identified by DSE risk assessments been carried out?

6. Have any cases of individuals reporting symptoms of Work Related Upper Limb Disorder (WRULD) been reported on the Incident Report Form and, if necessary, referred to a occupational health adviser for further investigation?

7. Have risk assessments been reviewed when individuals report symptoms or significant changes have occurred?

	Carrying Out DSE Risk Assessments

	


The term Display Screen Equipment is not limited to typical office visual display terminals but covers, for example, interactive whiteboards and non-electronic display systems such as microfiche.

Self-Assessment
The workstation Assessment Form can be distributed to individuals using Display Screen Equipment for them to complete. The manager, or person nominated by the manager, must then check the completed risk assessments to identify what further actions are required. The person checking completed risk assessments must be competent to do so (e.g. possess a good understanding of the requirements for DSE workstations from a thorough reading of these notes or have attended the ‘Display Screen Assessment Risk Assessment’ course mentioned in the paragraph below).
Assessment by an Assessor
The line manager may carry out, or appoint an individual to carry out risk assessments on their behalf. Any person asked to undertake risk assessments must be competent to do so (e.g. have attended a DSE risk assessment course). 
Further Assessment

In the majority of cases self-assessment or assessment by an assessor is sufficient. However, there are occasions where, despite corrective action to the workstation, an employee may still feel that the workplace is having an effect on their health. In these situations the manager should request a further assessment as follows:

Musculoskeletal Injury Rehabilitation Scheme (MIRS) – if the employee has a musculoskeletal injury that requires treatment and it is thought that the injury was caused or exacerbated by their workstation, the employee should be referred to MIRS.
Occupational Health - If the employee has a health problem that is thought to be caused by the workstation and they do not require treatment through MIRS, the manager should request a workstation assessment from Occupational Health. Employees may not require treatment through MIRS if they are already receiving treatment through their GP, or they have some other non musculoskeletal health issue (e.g. headaches, eye strain etc). A copy of the initial DSE assessment should be give to the HR officer making the referral.
Whatever method is used for carrying out risk assessments, the line manager remains responsible for ensuring that they are carried out and that appropriate remedial actions are implemented.

	Identifying DSE ‘Users’

	


	Reviewing Risk Assessments

	


DSE workstation risk assessments must always be reviewed:

· As soon as there are developments to suggest that they are no longer valid (e.g. individual reports they are experiencing aches and pains). 

· Where there has been a significant change to the workstation (e.g. new furniture, move of office or location).

Due to the increasing impact of technology on people’s working lives, it is also important to review whether a person is a DSE 'User' at regular intervals, as a person may become a DSE 'User' through increased use. Therefore, it is advised that DSE risk assessments are formally reviewed at least every eighteen months, unless they are reviewed sooner due to changes to the workstation, etc. 

Review does not necessarily mean carrying out a new risk assessment, but checking over the existing assessment to ensure it is still valid and that any changes to furniture, equipment, nature of usage are reflected in the risk assessment. 

A table to record reviews is provided on the last page of the assessment form.

	Information and Training for DSE ‘Users’

	


As a minimum, all individuals considered to be DSE 'Users' must be issued with a copy of the Display Screen Equipment Safety Information Sheet. A separate information sheet has been developed for people who use laptops (the Laptop User Guide).

	Eye and Eyesight Tests

	


DSE 'Users' are entitled, on request, to free eye and eyesight tests to determine whether the individual has any sight defect which requires correction when working with Display Screen Equipment.  

	DSE ‘Work Breaks’ and Activity Changes

	


DSE ‘Work Breaks’ are breaks from DSE work to carry out other work tasks or activities.  Long, uninterrupted periods of DSE use should be avoided to prevent upper limb disorders and other associated problems. The recommended frequency for 'Work Breaks' is 1 – 2 minutes for every 15 – 20 minutes of keyboard work.

Many 'Users' will have natural variety in the tasks they undertake which means that they avoid prolonged, uninterrupted periods of DSE work. Where DSE ‘Users’ are unable to vary their activities and/or there are no natural breaks away from DSE work, line managers must ensure that time is available for DSE Users to take work breaks and that work breaks are taken. 

	Reporting Work Related Upper Limb Disorders

	


Symptoms of Work Related Upper Limb Disorder (WRULDs, commonly known as RSI (repetitive strain injury)) include aches, pains, numbness or tingling sensations, etc. They may occur in the hands, wrists, neck or any other part of the upper body (e.g. neck, spine, shoulders).

If an employee feels that they are experiencing persistent WRULD symptoms as a result of Display Screen Equipment use, they must report this on an Incident Report Form. 

As part of the investigation, the line manager should review any previous risk assessment carried out for that employee and identify any further actions taken on the Incident Report Form. It may be necessary to refer the employee to MIRS for treatment and further assessment, or to the a Occupational Health adviser to ascertain the extent of any problem and identify suitable temporary or permanent adjustments. See preceding paragraph on Further Assessment on page 2.
Further advice is available from the Children’s Services Health & Safety Adviser.  

Frequently Asked Questions
Should footrests be provided to anyone who uses DSE?

The Schedule of the DSE Regulations states that 'a footrest shall be made available to any … User who wishes.' Notwithstanding this entitlement, footrests are advised for individuals who cannot put their feet flat on the floor when sat at the correct height.

When should anti-glare screens be provided?

Anti-glare screens should only be provided as a last resort. Removing sources of glare and reflection, or repositioning the workstation must always be the first consideration.

How do you assess shared workstations?

Where workstations are a shared facility it is less likely that all persons using it will be classified as DSE ‘Users’. However, an assessment of the workstation should still take into account the different individuals using it. Adjustability of equipment is more important for shared workstations.

Are telephone headsets required?

Headsets should be considered for individuals who are frequently required to use a telephone and DSE at the same time, e.g. call centre staff, receptionists, etc.

Should wrist rests be provided?

Some individuals may benefit from the use of a wrist rest, particularly if they have a poor typing position, e.g. rest their wrists on the desk while typing.

Should document holders be provided?

There is no specific requirement to provider document/copy holders as standard. However, they are advised for people who regularly copy type and are also a useful means of providing more space on a workstation. Generally document holders that are level with the monitor screen are preferable to the types that sit on the surface of the desk.

What about people who use laptops?

An assessment in every location that a laptop is used is not feasible. However, the workstation at the individuals main work location (e.g. base office) should be assessed.

If someone who uses a laptop is identified as a DSE ‘User’ it is advisable that they are provided with a docking station at their main work location if a PC is not available. A docking station normally comprises of a full size monitor and keyboard. 
Annexe 3

Laptop Computers
 - Selection and Use
	Introduction

	


Laptop computers can be a substantial part of work. Inappropriate use has the potential for musculoskeletal disorders to develop into chronic and disabling conditions. As laptops are designed to be compact, their use can result in difficulty maintaining a good posture and risks are higher if used in a vehicle, on low tables, chairs and other makeshift workstations.

	Selecting a Laptop 

	


The following aspects should be considered when selecting a laptop:

1. Weight of the laptop, accessories, bag and other items which may need to be carried. Use of long life batteries to reduce the need to carry mains cables and transformers.

2. Provision of a lightweight case with shoulder straps or a backpack to distribute weight across the body. Avoid manufacturer branded cases to reduce the risk of theft.

3. Large clear screen (if available), a detachable or height adjustable screen, tilt adjustable keyboard. 

4. Where available, opt for a touch pad, roller ball or external mouse.

5. The wrist rest space between keys and the front edge.

6. If in use while travelling, ensure that the pointing device can cope with movement and vibration.

7. Whether packs that include a separate mouse, roll-up keyboard and stand are suitable.

8. Whether the user needs any specific adjustments which cannot be made to a laptop, for example, curved or split keyboard. The addition of a separate keyboard or mouse will allow more flexibility. However, this adds to the weight and size of equipment being carried.

9. Providing docking stations (a separate monitor and keyboard that the laptop can be plugged into) at desks where laptops are used frequently is a way of avoiding many of the ergonomic disadvantages associated with laptops. This equipment is preferable for workstations which are used regularly and for prolonged periods of time.

10. If docking stations are not available or laptop users move around desks, a full size keyboard, mouse and raiser blocks to enable the portable screen to be viewed at a more convenient height, will help. 

	Display Screen Equipment (VDU) Assessment

	


A DSE assessment should be completed unless it is as a one off for short duration work. 

	Additional Assessment Considerations

	


Manual Handling

Laptop users who carry their equipment around with them can be at an increased risk of manual handling injuries and likely to carry other work related items with them, e.g. books, papers, files etc. The distance over which the equipment is carried may be considerable, e.g. from the car park to the building, down long corridors, up several flights of stairs etc. increasing this weight/strain further.

The best way to avoid manual handling risk associated with laptops is by eliminating the need to carry. Remaining risks can be addressed through: 

· consideration of weight at purchase

· job design

· providing a carry case on wheels with an extending handle (particularly where someone has to carry for long distances)

· loading areas

· training in manual handling techniques

Assaults and Violent Theft

This should be considered as part of an assessment of both violence and lone working risks. Consideration must be given to:

· the location that employees will be working – car parking arrangements, lighting etc

· procedures for the employee to leave an itinerary for their day, reporting in etc

· arrangements for getting home late at night, reporting in procedures once they reach home at the end of their day

· arrangements for summoning assistance, i.e. mobile phones, radio alarms etc

· training in procedures for dealing with violence to include ‘not putting oneself at risk in order to protect property’

Safety Checks and Visual Inspection Guidelines

Laptop users must carry out a visual inspection of equipment. A visual inspection is the most important maintenance precaution as approximately 95% of faults or damage can be found simply by looking. The leads, plugs or the equipment itself can become damaged, especially if being transported, and may result in electric shocks or cause fires. The mains powered adaptor also needs periodic testing. All other manufacturer information should be followed.

	Additional Health and Safety Related Guidance

	


The following related health and safety guidance should also be consulted, as appropriate:

· Manual Handling Activities– section 5 of the Children’s Services Health and Safety Manual
· Violence at Work – section 8
· Electrical Safety – section 15
· Lone Working – section 28 

· the Laptop User Guide that accompanies this guidance

· HSE guidance on Homeworking available at http://www.hse.gov.uk/pubns/indg226.pdf







	
	
	



