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Display Screen Equipment 

Guidance Note

The aim of this document is to give you an overview of the regulations. If you require more information please contact the national health, safety and environmental co-ordinator at NHQ.

These regulations apply to all employees of St John Ambulance who use display screen equipment (DSE) as a significant part of their job. You should also consider volunteers who as part of their appointment may spend considerable amounts of their own time on their own home computers carrying out St John Ambulance work.

Who is a user

The regulations define a user as “someone who habitually uses DSE as a significant part of their normal work”

This is generally interpreted as anyone who uses DSE for more than 1 hour continuously, more or less every day.

What is involved in a workstation assessment
All workstations must be fully assessed by a competent person, which should include showing operators how to correctly set up their chairs, PCs etc.  This may be followed up by a self-assessment form filled in by the operators. Competent personnel who can investigate any issues raised and carry out remedial actions then follow this up where necessary. An example of a self-assessment form is included in the policy section of this manual.

Issues addressed in the assessment are:

The display screen
The screen characters should be clear and stable. The screen should be free from excessive flicker or glare. To satisfy users individual needs the, the screen should have both brightness and contrast controls. The screen should swivel easily so as to help eliminate distracting reflections.

The keyboard
The keyboard should be tiltable and detached from the screen to allow for individual adjustment. To minimise reflections, the keys and surrounds should be matt finish.

The arrangements and characteristics of the keys should facilitate the use of the keyboard i.e. for work demanding the entry of large numbers of figures; provision of separate numeric keys (as in the full IBM type keyboard) would be desirable.

The desk or work surface

This needs to be sufficiently large to accommodate both the display screen equipment together with associated documents and equipment. It must be deep enough to permit the user to place the screen at an adequate distance for visual comfort. There must be room for the keyboard to be placed in a satisfactory position to allow sufficient space between it and the front edge of the desk for the user to place his/her wrists if required.

The desk must be stable. It should have a non-reflective surface to minimise distracting reflections from windows etc. Recommended dimensions are as follows: -

· Floor to underside of desk: 66 –73 cm

· Foot room from front of desk to back of desk at floor level: At least 60 cm

· Depth of desk (front to back): at least 60 cm ideally 80 cm

· Width of desk (side to side): at least 120 cm ideally 160 cm

· Space available in front of the keyboard for wrist support: 5 – 10 cm

The chair

A well-designed chair is essential for users to maintain good posture and thus minimise the risk of developing musculo –skeletal complaints. The importance of the chair will vary with the length of time the user spends on it in a typical working week. Chairs suitable for extended use by one person should have the features described below. Even the best chairs, however will not be effective unless they are properly adjusted for the individual user.

· A 5-star base configuration for stability.

· Castors for use on carpeted floors or gliders for use on hard floors.

· Easy rotation to give access away from the desk

· Adjustable in height

· Back rest which adjusts in height and tilt

· Adequately deep seat pan

· Good support, especially for the small of the back

· Rolled and padded front edge to seat to avoid pressure under the thighs

Footrests

Workstation users of short stature may need to be provided with a footrest if, in the correct seated position, their feet do not comfortably reach the floor. This need not be a commercially made item, but it should be adjustable and correctly angled for comfort. It should also be large enough to enable the worker to vary the position of their feet.

Document holders
For applications such as copy typing where there is need for constant referral to documents, a properly designed document holder should be provided. The user should be able to position the document holder next to the screen at approximately the same distance so that the need to constantly re-focus the eyes from the screen to the document is minimised.

Lighting

Appropriate lighting is essential for the avoidance of eyestrain. High levels of general lighting make the screen less easy to see, but improve the ease of reading of documents. A balance must be struck between the two requirements. Supplementary lighting (e.g. from a desk lamp) may be required

It is important to keep out of the field of view, bright sources such as un-shaded windows and fluorescent light without diffusers. It is also important that bright sources such as these are not prominently reflected on the screen. VDU’s should ideally be placed at right angles to windows or strip lights.  The constraints in small or narrow offices may make this impossible to achieve, in which case it may be necessary to fit blinds or curtains to the windows, or effective diffusers to the fluorescent tubes.

Task design and software

In designing, and introducing software systems you should bear in mind the following:

· The software must be suitable for the task

· It must be easy to use and adaptable to the level of knowledge of the operator

· The software must not carry out any checking of the operators performance without their knowledge

· The system must provide information in a format and at a pace, which is adaptable by the user.

Eye test requirements

Eye tests must be made available to employees who request them. There is no compulsion for a user to have a test if they do not want one. It is however a good idea to keep a record of such refusal.

The employer’s liability for the costs of any spectacles is restricted to the cost of a basic appliance i.e. single vision in basic frames. Anything extra is entirely at the cost of the employee. The employers contribution in this cas is at a rate set from time to time by NHQ

Breaks / changes of activity
Daily work routines should be so arranged so that users get natural breaks from VDU work. These natural breaks will normally take the form of changes of activities (rather than a formal rest period), which gives the employees the opportunity to get up, stretch muscles and re-focus the eyes.  Other tasks may include filing or other general office tasks, which allow the employee to get up, move about and generally use other muscles.

Laptop computers
The increasing use of laptops create their own problems. Upper limb issues can arise from extensive use of this type of equipment. If being used regularly in the office instead of conventional desktop machines, consideration should be given to providing connections to full sized screens, keyboard and mouse.

Training
As with all tasks, adequate training must be provided (and recorded)

In particular you should ensure that operators know how to adjust their workstations in order to find the correct position for themselves,

You should also ensure that operators are fully competent on any software systems they use.

Review of assessments
The assessment must be reviewed, and if necessary revised if there is a major change in the work or the workstation, or if the worker changes. Examples of significant changes are: -

· Major changes to the software or hardware used.

· Major changes in the workstation furniture or lighting

· Substantial increase in the amount of time required to be spent using display screen equipment

· A substantial change in other task requirements, e.g. more speed or accuracy.

· The relocation of the workstation.

· As part of any investigation into reported ill health thought to be related to display screen work.

Useful sources of information
Display screen equipment work: a guide to the Regulations L26

BS 7179: 1990 Ergonomic design and use of visual display terminals in offices 

Lighting at work HS/G38 Health and Safety Executive

Seating at work HS/57   Health and Safety Executive
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