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Display Screen Equipment Procedure
1
Introduction
This procedure forms part of the University’s Health and Safety Management System and should be considered in relation to the University’s Health, Safety and Wellbeing Policy to ensure that the risks inherent in the use of Display Screen Equipment are appropriately assessed and managed.
This procedure applies to all Schools and Departments within the University. The aim is to outline the DSE assessment process and is intended to assist the University in complying with the requirements of the Display Screen Equipment Regulations 1992 (as amended 2002).
This procedure is for the protection of staff that regularly use Display Screen Equipment as a significant part of their normal work, either on Campus, at a workstation at home or at another employer’s workstation. For information on students, refer to the section on student accessible workstations.
2
Accountabilities

A key role in implementing this procedure lies with the Executive members and all managers who must ensure the requirements in this procedure are addressed and implemented within their area of responsibility and control. 

Staff


 All staff that are regular users of Display Screen Equipment (DSE) are required to complete the online Cardinus DSE E-Learning module, complete the self assessment and update their Healthy Working Plan.  Staff are responsible for complying with safe systems of work recommended by these assessments.
3
Procedure 

Online Staff Training and Self Assessment
The University provides access to online training and self-assessment for staff using Display Screen Equipment through Cardinus – Healthy Working Plus and shall be carried out by all staff that use display screen equipment. This should preferably be provided before a member of staff becomes identified as a “user”.  
The training and self-assessment is suitable if you use the same workstation every day on campus or at home or a mixture of both.

The online training provides staff with possible solutions for any problems identified. Staff should implement the solutions that are within their capability to do so and where identified issues cannot be resolved, an assessor will review the Healthy Working Plan and provide further guidance or carry out a follow assessment as appropriate. 
Where a need for additional or replacement equipment has been identified by a member of staff or the DSE Assessor, line managers are responsible for taking the recommendations forward locally as appropriate. 
A DSE Assessment may identify that a person has or may have a condition that requires a medical opinion through a management referral to Occupational Health and/or a more detailed specialist ergonomic assessment, to provide additional advice or guidance on appropriate adjustments and/or modifications which may have additional cost implications. 

This process is to provide the relevant support for staff when at work and is not there to replace the staff member gaining appropriate medical advice on their condition from their GP, hospital etc.

If referred, then the member of staff should take a copy of the Cardinus DSE self-assessment to their Occupational Health appointment. 
 
The line manager should act on recommendations from DSE Assessors, specialist ergonomic assessments and Occupational Health, which will ensure that risks are reduced to the lowest extent reasonably practicable and any actions taken regarding recommendations should be communicated to staff.
Assessment Review

DSE assessments should be reviewed within a 3-year period or sooner if there is reason to suspect that they are no longer valid, there is a significant change of equipment or furniture, the workstation/s are relocated, the nature of the work significantly changes or if the health of the user changes.
All records of on-line DSE training, assessment and actions taken are held on Cardinus. 

School/Departmental DSE Assessors


Schools and Departments should ensure that an adequate number of staff are identified and trained as DSE Assessors to ensure that appropriate measures are in place.   


There are no hard and fast rules about the number of assessors required but they must be sufficient in number so that all necessary assessments can be carried out within a reasonable timescale and consideration should be given to the number of staff they will be assessing to ensure they have adequate time to carry out the role effectively.


In the case of small departments, an assessor may be shared with another department and this must be agreed by the relevant line managers in terms of resource. 


Eyes and Eyesight


The University will pay for staff eye and eyesight tests and the cost of basic frames with the appropriate lens correction, including special lenses where applicable, where a problem applicable only to display screen work is diagnosed (ie. diagnosed vision defects at the viewing distance or distances used specifically for the display screen work concerned). If the individual wishes to choose more expensive appliances (e.g. designer frames) then they must meet the additional cost themselves and if a member of staff needs spectacles or needs their current spectacles updated, but not necessarily specifically for display screen equipment use, they will not be entitled to a pair of spectacles under the arrangements.  


The University has an arrangement with the Eye Clinic on campus to provide staff with this service and where a problem applicable only to display screen work is diagnosed, the Eye Clinic will indicate this on the form returned to the employing Department. The individual will be offered the range of basic frames which he/she can choose from with the appropriate lens correction and the cost will be met by the relevant School/Department. 


The Eye Clinic records are maintained on a database should statistical information be required and if further tests are advised or required in the individual’s own interest (occasionally this is necessary) further appointments will be made in the individual’s own time. Recall/reminders will be sent to each Department listing individuals due a further appointment at a particular time (3 year re-test cycle).


Staff choosing to opt out of these arrangements due to utilising their own optometrist would need to negotiate with their manager in advance regarding payment or time off.


If the member of staff attends an optician out-with the eye clinic and a problem applicable only to display screen work is diagnosed, this should be recorded on the prescription and provided to the employing department.
 


Management must not insist that an employee attends an eye test or a vision-screening test against their will.


Homeworkers and Teleworkers.  


If a DSE user is employed to work at home, or other locations away from their main base, the DSE Regulations apply whether or not the workstation is provided in whole or in part by the employer. 

Agency Workers

Many temporary workers supplied by agencies will use DSE sufficiently to be classified as users and hence be subject to the DSE Regulations. Where the worker is an employee of the agency or is self-employed, both the agency and the host (GCU) employer will have duties under the Regulations.


If GCU is the host employer then risks to the agency worker using GCU workstations should be assessed using the online training and assessment (Cardinus – Workstation Safety Plus).

The responsibility for provision of eye tests for an agency worker rests with the employment agency.


Student accessible workstations

Although there is no legal requirement to formally assess student workstations for each individual user, the workstations provided should be flexible and meet general ergonomic requirements. For example, an adjustable chair and/or have a selection of other equipment provided in order to meet individual needs which should include provision for those with any health needs e.g. wheelchair accessibility, visual disabilities.


Postgraduate students who have an employment contract with the University will be covered under this procedure in the same way as other staff.

Postgraduate students that do not have an employment contract are not covered under the Regulations in the same way as staff and are not entitled to a free eyesight test or referral to Occupational Health, however, there is a duty of care and where the University provides a computer/workstation for use by a postgraduate student, it is good practice to encourage them to complete the online Cardinus training and self-assessment and to seek support from their line manager, local DSE Assessor or IT staff as appropriate.


Portable DSE

Portable DSE, such as laptop and notebook computers, is subject to the DSE Regulations if it is in prolonged use (e.g. for periods of an hour or more and on most days).
The design of portable DSE can include features (such as smaller keyboards or a lack of keyboard/screen separation) which may make it more difficult to achieve a comfortable working posture. Portable DSE is also used in a wider range of environments, some of which may be poorly suited to DSE work.


Docking stations are a way to avoid many of the ergonomic disadvantages of portables by allowing the use of a full-sized screen and/or keyboard (and mouse or other peripherals) and height-adjustable stands for notebook computers are also available.
I-Pads, tablets etc. are designed for work of a short duration and should not be used in preference to a desk top computer set up.

The Cardinus DSE Training and self-assessment includes information on portable DSE.

4
Further Information
A summary of the minimum requirements for workstations can be found on the Health and Safety website.
A copy of the guidance to the Regulations can be downloaded for free from the HSE website via the following link http://www.hse.gov.uk/pubns/books/l26.htm
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