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Introduction 

1. The Display Screen Equipment Regulations 1992 (‘the Regulations’), as amended, provide the legal framework to protect the health and safety of members of staff who use display screen equipment (DSE) as a significant part of their normal work. The term DSE is inclusive of the use of laptops. 

1. The Regulations cover all associated equipment such as desks, chairs, telephone, printer and software, together with lighting and other environmental functions.

1. This Policy is concerned with all aspects of usage, including posture and furniture, visual factors, breaks, environment and training. It is intended to minimise the incidence of work related upper limb disorders (WRULD).

Users

1. Departments must identify relevant members of staff who are users. In determining those who are users, the department needs to consider the frequency, duration, intensity and spells of continuous or near-continuous use. A member of staff will be classed as a user if they:

1. normally use DSE for continuous or near-continuous spells of an hour or more at a time; and 
1. use DSE in this way more or less daily; and
1. have to transfer information quickly to or from the DSE; and
1. need to apply high levels of attention and concentration; or are highly dependant on DSE; or have little choice about using it; or need special training or skills to use the DSE.

1. It is possible an individual may only meet this definition on an intermittent basis. However, extended periods of processing use of DSE may result in a member of staff meeting this classification. The user and department need to be aware of this and ensure suitable actions are taken at the appropriate time. 

1. Users may also include temporary workers or visiting staff. The policy requirements include these categories but do not extend to the provision of eye and eyesight testing for those persons. 

1. All users are required to adopt a correct posture and follow the sound ergonomic principles.

Remote working at premises controlled by a Member of Staff

1. Certain members of staff have the discretion to work away from the University using computing equipment. Departments with members of staff who work at these remote workstations must ensure the following:

7. Where any individual has been provided with University equipment, it should comply with the requirements of this Policy and be maintained in a safe condition. “Safe condition” means that the screen must not flicker and the equipment, including the flexes and plugs, must be physically intact. 

7. All individuals who use computing equipment, which may be their own, must arrange their equipment such that risk from trips over cabling or flexes is minimised. 

7. If usage is to the extent the individuals become “users” for the purpose of their employment in locations away from their normal workstation, they must have the risks of using the equipment and the risk control measures explained to them. However, it is not intended that DSE assessors should make visits to remote locations. 

7. Users are responsible for:

1. Arranging their equipment and workstations appropriately and taking regular short breaks from using the equipment, which may include undertaking other work. 

1.  Arranging a timely repair if their computer screen flickers or their equipment, including the flexes and plugs, becomes physically damaged. 

1. Reporting, without delay, to their line manager any personal discomfort, e.g. tingling sensations or pains in their hands or forearms or necks, thought to be associated with the use of the workstation. 

7. If ill health symptoms are identified, the line manager must refer the individual, without delay, to Human Resources. 
Assessment

1. There is a requirement to carry out an assessment of the workstations of all users. There is a three-stage approach to assessment:

8. Self-Assessment

8. Department Assessment

8. Assessment Co-ordinated by Human Resources

Stage 1 Self-Assessment 

1. The University has implemented a web-based DSE training and assessment package. This is supported by a work station self-assessment, which is available on the University Health and Safety website. 

1. Human Resources, Staff Development and Health and Safety will jointly identify potential users from centrally-held information and issue email invitations to complete the training and assessment. Where individuals receive such a request, they should undertake the training and self-assessment. There is a requirement to undertake the training each time an eye-care voucher is requested. 

1. On completion of the web-based DSE training and assessment, Health and Safety will review the responses to identify what, if any, further action is required. Where further action is necessary this will be communicated to the individual. 

Stage 2 Departmental Assessment

1. Where appropriate, there should be an assessment carried out at departmental level. 

1. It is for the head of department to decide who will carry out the assessments and appoint appropriate persons, who should be provided with training. Some departments may wish to share an assessor. 

1. In the case of campuses outside Canterbury, the campus administration is responsible for the assessment of members of staff who are members of the administration, unless there is an agreement with a department to share an assessor. 

1. The workstation assessments must be recorded and maintained within the department.

Stage 3 Assessment Co-ordinated by Human Resources

1. Where there are particular issues relating to DSE, a member of the Human Resources team will be able to undertake a detailed assessment, and call upon specialist advice from the Health and Safety Advisor and/or Occupational Health. 

Review of assessment

1. The risks identified in the assessment should be addressed as soon as is practicable. It is the responsibility of the user’s supervisor to ensure these actions are implemented. 
1. Normally, reviews should be carried out annually. However, if a user relocates or makes significant modifications to their workstation, then the assessment must be reviewed.

Possible health effects of DSE work

1. Where users experience any DSE related health effects, heads of department should act to minimise the risk of long-term discomfort, arrange for a reassessment of the work area to be carried out and report the concern to Human Resources, who may refer the member of staff to Occupational Health.



Requirements for workstations

1. All workstations must conform to the standards laid down in the Regulations. The assessment process is designed to identify whether there are deficiencies. If departments are unable to implement the standards as set out in Appendix 3, then the University Safety Office should be consulted for further advice.

Breaks or changes of activity

1. The head of department is responsible for planning the activities of users such that adequate breaks or changes of activity are achieved. It is advisable, wherever possible, to allow individual members of staff sufficient flexibility for them to organise their own work as much as possible; short, frequent breaks are more satisfactory than longer breaks, e.g. five to ten minutes after fifty to sixty minutes of continuous use is preferable to fifteen minutes every two hours.

1. Informal breaks, i.e. time not spent viewing the screen on other tasks, are most effective. Breaks should allow users to vary their posture.

Eyes and eyesight testing

1. When users request eye and eyesight testing, this will be provided. Health and Safety meets the cost of the test and reasonable costs of any corrective spectacles recommended by the optician for exclusive DSE use only. 

1. When eye and eyesight tests are carried out, the frequency of necessary re-testing will normally be two years unless otherwise specified by the optician.

1. Users must use the University’s nominated optician, the details of which will be published on the University Health and Safety website. Members of staff are not entitled to see an ophthalmic practitioner of their choosing for these tests.

1. The provision of eye and eye testing do not extend to temporary workers or visiting staff. 

Health and safety training

1. Users are provided with health and safety training in addition to any training on how to use the workstation and software. The training element of the e-learning package is used to assist with the training. The training includes 

27. desirable ergonomic features, e.g. chair comfort
27. undesirable features, e.g. reflection and glare
27. health risks
27. the importance of postural change
27. the use of adjustment mechanisms, particularly furniture
27. the need to take advantage of breaks and changes in activity
27. the use and arrangement of workstation components to facilitate good posture, prevent over-reaching and avoid glare and reflections on the screen
27. information regarding assessments
27. information regarding eyesight testing
27. organisational arrangements for bringing problems and symptoms to the attention of the department.

1. Staff Development ensures that all new members of staff are provided with e-learning as soon as is reasonably possible. Periodic email invitations to undertake re-training will also be provided. 

1. The training of workstation assessors will be organized by the University Health and Safety Advisor in conjunction with the Staff Development Office. 

Information

1. All users whether members of staff, temporary workers, visiting academics, should be provided with information on the risks of WRULD caused by incorrect posture and poor ergonomics associated with DSE use. The University Health and Safety website will contain information to assist this process. 

1. Users should also be informed of the department’s arrangements for assessments and the names of those persons, if additional to their supervisor, manager or head of department, who they can notify should problems develop.

1. Members of staff should have the University’s arrangements for eyesight testing explained to them within the department. The University Health and Safety website will contain information to assist this process.

Portable equipment, such as laptops, notebook computers and personal digital assistants

1. Prolonged use of portable equipment is subject to the same requirements as non-portable DSE equipment. Portable equipment used within the departments should be considered in the same manner as all other types of DSE. 

1. Heads of department should take steps to advise users to apply similar principles to those in the Policy as regards posture and breaks/changes of activity wherever possible.

The use of a Mouse

1. Prolonged use of a mouse can also cause WRULD. Users whose work involves much mouse work should seek to use a mixture consisting of mouse work and alternatives, e.g. trackballs, mice or keyboard activated commands

1. Where appropriate users should discuss the use of equipment with the supervisor, manager or head of department, and specialist advice sought where this is appropriate. 

Implementation and Review

1. The Policy will be reviewed every three years, or following changes in legislation, significant organizational change or an investigation into the operation of the procedures. 

1. The Policy will be supported in its implementation by operational procedures and guidance, which are to be read as one with this Policy. 

1. The Policy applies to all campuses and locations of the University. 

1. The Policy is effective from 1 June 2011.

1. The Health and Safety Committee approved the Policy on 19 May 2011. 
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