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1. INTRODUCTION 
 

The main risks that may arise from working with Display Screen Equipment (DSE) are musculoskeletal 
disorders such as back pain or upper limb disorders (sometimes known as repetitive strain injury or RSI), 
visual fatigue and mental stress. While the risks to individual users are often low, they can still be significant 
if good practice is not followed. DSE workers are also so numerous that the amount of ill health associated 
with such work is significant and tackling it is important.  
 
The Health and Safety (Display Screen Equipment) Regulations 1992 require an analysis of workstations 
for the purpose of assessing risks. In particular, the risks of musculoskeletal discomfort, visual disturbance 
and mental stress should be assessed. Any risks highlighted must be rectified as far as is reasonably 
practicable at the earliest opportunity.  
 
Many employees use display screen equipment as part of their work. In order to comply with current health 
and safety law, NHS West Essex Clinical Commissioning Group (the CCG) has developed this  policy to 
ensure that staff are not subject to unacceptable levels of risk to their health or safety when using DSE. 
 

2. PURPOSE 
 

Staff who use DSE may be at risk of developing adverse health effects if their workstation is not set up 
correctly and if they are unaware of how these  are caused. The Health and Safety (Display Screen 
Equipment) Regulations 1992 place duties on employers to ensure that risks to health and safety from DSE 
use are controlled, and that employees are aware of the potential risks , together with the actions they can 
take to reduce these. 
  
All employees have the right not to be harmed by their work activities. This extends to the use of DSE. The 
CCG will therefore take action to prevent adverse health risks to any employee using DSE as part of their 
work and to inform and train them as appropriate. 

 
3. SCOPE 
 
This policy applies to all employees who use DSE as part of their work including contractors, consultants, 
agency staff and employees of partner agencies who use the CCG’s DSE. 
  

4.  DEFINITIONS  
 
Display Screen Equipment – DSE: DSE means any alphanumeric or graphic display screen, regardless 
of the display process involved.  
 
User: A ‘User’ is an employee who habitually uses display screen equipment as a significant part of normal 
work. 
  
An employee will generally be classified as a ‘user’ if:  
 

 They depend on the use of display screen equipment to do their job as alternative means are not 
readily available for achieving the same results;  

 They have no discretion as to whether they use display screen equipment;  

 They need significant training and / or particular skills in the use of display screen equipment to do 
the job;  

 They more or less use display screen equipment daily for continuous spells of an hour or more at a 
time. (Continuous spells should include short breaks of 5 to 10 minutes away from the screen every 
hour);  
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 The fast transfer of information between the ‘user’ and the screen is an important requirement of the 
job;  

 The performance requirements of the system demand high levels of attention and concentration by 
the ‘user’, for example where the consequences of error may be critical.  

 
Workstation means: An assembly comprising:  
 

 display screen equipment (whether provided with software determining the interface between the 
equipment and it’s operator or user, a keyboard or any other input device);  

 any optional accessories to the display screen equipment;  
 any disk drive, telephone, printer, document holder, work chair, work desk, work surface or other 

peripheral items to the display screen equipment, and  
 the immediate work environment around the display screen equipment.  

 
Laptop computers: For the purposes of this policy, laptop computers fall within the scope of this policy 
where they are used for more than 2 hours at a time.  
 
Self - assessment checklist: Document completed by any employee, consultant, contractor or agency 
staff who use DSE as part of their work and which is designed to highlight any potential risk from their 
workstation. 
  

5. RESPONSIBILITIES  
 
The responsibility for securing the health and safety of employees rests with the CCG’s Board which is 
responsible for ensuring compliance with legal standards and for monitoring progress on implementation of 
this policy. Employees have an obligation to comply with policies and procedures put in place for their 
health and safety. 
  
Line managers will, in consultation with employees, be responsible for:  
 

 Implementing this policy throughout their areas of control;  
 Identifying all employees and employees of partner organisations who use the CCG’s DSE;  
 Ensuring that DSE assessments are carried out on each workstation and are to include the display 

screen equipment, furniture and the working environment;  
 Where health and safety issues have been highlighted in the DSE assessment, managers are to 

ensure that appropriate remedial action is taken to reduce any identified risks;  
 Liaising with Occupational Health and Human Resources where there are specific issues making 

this necessary, for example pre-existing relevant medical conditions or return to work;  
 Maintaining records of all DSE self-assessments and risk assessments;  
 Encouraging the early reporting by user(s) of any symptoms which may be related to display screen 

work, for example with posture or vision; Ensuring that an incident report is completed In 
circumstances where an injury / ill health associated with DSE use is identified;  

 Annual review of written Display Screen Equipment assessments in conjunction with the user(s), or 
earlier if circumstances change, as above;  

 Planning the activities of the user(s) so that short / frequent breaks are taken to prevent intensive 
periods of on-screen activity. 5-10 minute breaks are advised for each hour of display screen 
equipment work.  

 
Employees Responsibilities 
  
As an identified user, individual employees must co–operate with management to reduce the risk of injury 
from the use of DSE, and:  

 Co-operate with the completion of the workstation DSE assessment and all measures / training 
given to promote safe working practice;  

 Use equipment in the intended manner, ensuring they are as comfortable as possible at their 
workstation;  
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 Adopt the advice of their line manager to plan work ensuring changes in activity within the working 
day to prevent intensive periods of on-screen activity;  

 Use any corrective glasses prescribed specifically for working with DSE;  
 Employees must inform their line manager immediately if they experience any problems or ill health 

which could affect their capability to work with DSE;  
 
All staff are responsible for keeping themselves informed and up to date about changes to the procedural 
documents, particularly policy changes. This information will be provided via e-mail, intranet, staff meetings 
and professional fora. 
 

6. WORKSTATION ASSESSMENT 
  
Line managers are responsible for ensuring a suitable and sufficient assessment of each workstation is 
carried out by all their staff taking into account all aspects of the working environment. The first stage of the 
risk assessment requires any employee who uses DSE as part of their work, to complete the DSE self – 
assessment. This should be completed at induction for new employees. All employees should review their 
self – assessment annually, or when there are significant changes to their workstation. (See DSE Self – 
Assessment document Appendix A.) 
  
Workstation DSE assessments should be repeated / reviewed where there is: 
  

 a change in the display screen worker population;  
 a change in the individual’s capabilities;  
 a major change to the software used;  
 a major change to the display screen equipment or furniture, including remedial work and the use of 

two screens rather than one only;  
 a change in workstation location;  
 a substantial increase in the amount of time required to be spent using display screen equipment;  
 modification to the lighting;  
 if requested by the user. 

 
The findings should be recorded in written form or in some other retrievable manner. All necessary steps 
will be taken to remedy any risks highlighted as a result of the risk assessment. Further assistance and 
guidance on workstation assessments can be requested from the CCG’s competent person, the 
Governance and Risk Manager. 
 
A workstation DSE assessment should also be undertaken for all DSE users using laptops and for 
homeworkers.  
 
Guidance on the minimum requirements for workstations can be found at Appendix B. 

7. BREAKS 
  
The key purpose of a break from working with DSE is to prevent the onset of fatigue. To achieve this the 
CCG will endeavour to incorporate changes of activity into the working day. There is no prescribed 
frequency or duration of breaks from DSE work. Where possible, users will be given discretion to decide 
the timing and extent of off-screen tasks. Any employee who believes that their DSE workload does not 
permit adequate breaks should bring this to the attention of their line manager. The work break in the 
context of DSE means a break in the DSE work routine, for example, sorting paperwork or going to a 
printer and so on. 
  

 Users of DSE are encouraged and will be expected to take opportunities for breaks in their work 
routine. As defined on page 3 where staff use display screen equipment daily for continuous spells 
of an hour or more at a time, short breaks of 5 to 10 minutes should be taken away from the screen 
every hour.  
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General guidance on breaks: 
  

 Breaks should be taken before the onset of fatigue when performance is at a maximum and before 
productivity suffers. The timing of the break is more important than its length.  

 Breaks or changes of activity should be included in working time. They should reduce the workload 
at the screen, that is, having been introduced they should not result in a higher pace or intensity of 
work to compensate for the time taken for the break.  

 Short, frequent breaks of routine are more satisfactory than occasional, longer breaks for example, 
a 5 – 10 minute break after 50 – 60 minutes continuous screen and / or keyboard work is likely to be 
more beneficial than a 15 minute break every 2 hours.  

 If possible, work routine and rest breaks should be taken away from the screen / workstation.  
 It appears, from research evidence, that informal breaks, that is time spent not viewing the screen 

(for example, on other tasks), are more effective in relieving visual fatigue than formal rest breaks.  
 Wherever practicable, users should be allowed some discretion as to how they carry out tasks; 

individual control over the nature and pace of work allows optimal distribution of effort over the 
working day.  

 
8. EYE AND EYESIGHT TESTS  
 
Most employees will have access to and be required to use Display Screen Equipment at some time during 
their normal work. However, using display screen equipment in itself does not automatically entitle the 
employee to the right to an eye and eyesight test and corrective appliances if necessary, under the Health 
and Safety (Display Screen Equipment) Regulations 1992. 

 
Under the Health and Safety (Display Screen Equipment) Regulations 1992 the employer is required to 
make available to any designated user the provision of eyes and eyesight testing by a registered 
optometrist. In order to comply with its duties the CCG will provide eye and eyesight testing to: 
  

 All employees, contractors, consultants, agency staff and employees of partner agencies who use 

the CCG’s DSE and who are currently designated DSE users;  
 People who are being recruited to be a ‘user’ (this includes existing employees who are being 

transferred to work that will make them a designated user). This duty only arises when it is 
certain that such a person is to become a ‘designated user’ and an employee, contractor, 
consultant, agency staff and employees of partner agencies who use the CCG’s DSE.    

 
The template at Appendix C is for line managers to use in determining whether a member of staff is a 
‘designated user’ or not.   
 
Vision Screening 
  
Vision screening is a method of identifying individuals with defective vision, but not what the defect is. 
The Occupational Health Service may carry out such screening. The line manager should contact the 
Occupational Health Service direct to arrange appointments for the employees within their control.  
 
There is a requirement to reimburse any individual who is required to undertake an eyesight test if they are 
a designated DSE user. Form DSE3 ‘Eye and Eyesight Examination Reimbursement Application’ 
(Appendix C) should be used for this purpose.  
 
Only a registered optometrist shall undertake any eyesight test. The frequency of testing is prescribed in 
the Regulations and, in order to comply, testing shall be made available as follows:  
 

 As soon as practicable after the DSE user has made a request to their line manager after 
completing a DSE self-assessment form;  
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 For recruits or employees who are to become DSE users and have made a request, the test must 
be carried out prior to the employee becoming a user;  

 For DSE users at approximately 2 yearly intervals after the first test provided that the employee 
wants a test. The employer should be guided by the clinical judgement of the Optometrist on the 
frequency of repeat testing. The Optometrist will state this on the employee re-imbursement form;  

 For users experiencing visual difficulties which may reasonably be considered to be related to their 
use of DSE, for example visual symptoms or focusing difficulties.  

 
 

9. INFORMATION AND TRAINING  
 
The CCG will provide information and training for all staff that use DSE. This shall include statutory 
requirements, the employee’s role in the recognition of hazard and risks, the need to take regular breaks, 
employees’ contribution to assessments, set up of the workstation, their ergonomic use of DSE to facilitate 
good posture and personal comfort and their obligation to report any health concerns to their manager.  
Further information, including guidance leaflets and advice on the scope of training can be obtained from 
the HSE web site: http://www.hse.gov.uk/msd/dse/ 
  

 
10. DEALING WITH HEALTH AND SAFETY ISSUES  
 
Where an issue is raised by a member of staff on the use of DSE, the line manager will investigate the 
circumstances, take any necessary corrective action and inform staff of the action taken.  
Staff will be advised to inform their line manager where a problem arises in the use of DSE. In the case of 
adverse health conditions the line manager would normally refer the member of staff to the Occupational 
Health Department. 
 
The following three steps depict the process adopted by the CCG for managing DSE related risks:   
 
 

 

 
 
 
 
 
 
11. USE OF LAPTOPS  
 
As in many organisations, the use of laptops is increasing, with staff working in variety of locations, 
including at home, few of which may have been designed and planned for display screen work. If a laptop 
is used for long periods of time it will be classed as an item of DSE. If a laptop is used for prolonged 
periods, an attempt should be made to find a sensible compromise that retains the benefits of mobile 
working but removes the risk of causing harm to staff.  
 

Step 1 
•WECCG DSE self assessment completed 

Step 2 
•Dependent on outcome of step 1 above and, as necessary, refer to Occupational Health 

Department  

Step 3 

•Following Occupational Health Department's report and, as necessary, specialist 
assessment completed and new equipment purchased as recommended and / or 

required.  

http://www.hse.gov.uk/msd/dse/
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For prolonged use of a laptop in a fixed location, such as, an office where the user is constantly present 
and using the laptop, the provision of ‘docking stations‘ or laptop risers should be considered because 
these enable full size, good quality display screens and full size keyboards and a mouse to be used.  
Such an arrangement allows the laptop to be used as a portable in the normal way, but, when in the office, 
the laptop user has access to a full size keyboard and screen, using only the laptop's processor and disk 
drive, and effectively turning the laptop into a fixed workstation. This will offer the user the flexibility inherent 
in using a laptop but remove problems that can occur such as back, shoulder, neck and wrist pains.  
 
Also see Guidance Document on the use of Laptops at Appendix D.  
 

12. IPADS AND TABLETS  
 
The use of these types of equipment is becoming increasingly prevalent; these appliances are designed for 
work of a short duration and should not be used in preference to a desk top computer set up. 
  

13. ADDITIONAL MONITORS / SCREENS  
 
It is becoming more common place these days for a standard desk top computer to have attached to it a 
primary and a secondary monitor. If this is the case in your DSE set up then the secondary monitor should 
be set in line with the primary one to enable ease of viewing and the same considerations, that is regarding 
glare and flicker and so on are applied. 
 

14. RADIATION AND PREGNANCY 
  
Employees using DSE are not at risk from radiation. Thus, there is no reason for an expectant mother to 
avoid working with such equipment. 
  
It is recognised that, where an employee has a genuine concern, this can contribute to stress and ill health. 
The policy is therefore that any expectant mother may request a temporary transfer or a reduction in the 
volume of DSE work that she undertakes, such requests will be given full consideration and an assessment 
carried out and where possible and viable, changes will be made.  
 

15. REFERENCES  

 Health and Safety at Work, etc. Act 1974; 
 The Management of Health and Safety at Work Regulations 1999;  
 Display Screen Equipment Regulations 1992 (as amended 2002);  
 Workplace Health, Safety and Welfare Regulations 1992;  
 Provision and Use of Workplace Equipment Regulations 1998. 
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APPENDIX A  
 
DSE WORKSTATION, SELF - ASSESSMENT  
(In Accordance with the Display Screen Equipment Regulations and the Management of Health and 
Safety at Work Regulations)  
 
 
 

User’s name  
Office location  
Date of assessment  

 
 
Location / position of workstation:  
 
Please complete the attached checklist which is designed to enable you to carry out a self-assessment of 
your own workstation. Your views are essential in order to enable us to achieve our objective of ensuring 
your comfort and safety at work. Please tick the answer that best describes your opinion, for each of the 
questions listed. 
  
Declaration by user  
 
I, the user of this display screen workstation, confirm that I have undertaken this self-assessment of my 
workstation and that: 
  

 The responses recorded on this form are correct; and  
 I understand that I should report any health concerns that I may have in connection with the use of 

my workstation to my line manager at the earliest possible opportunity  
 

I understand that the information provided by me on this questionnaire will be treated in the strictest 
confidence and will not be released without my consent to any unauthorised person. 
 

Signature of user  
 

Date  

Signature of line manager 
 
  

Date  
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DSE WORKSTATION, SELF - ASSESSMENT Yes No 
DISPLAY SCREEN EQUIPMENT 
1  Is the screen or document holder positioned in front of you?    
2  Are the characters legible?    
3  Are the brightness and / or contrast controls adjustable?    
4  Does the screen swivel and tilt?    
5  Is the image free of flicker and movement?    
6  Is the screen free from distracting glare and reflections?    
7  Is the screen cleaned regularly?    
KEYBOARD  
8  Is the keyboard directly in front of you?    
9  Are the characters on the keys legible?    
10  Can the keyboard be tilted?    
11  Is there enough space to rest your hands in front of the 

keyboard?  
  

12  When using the keyboard are your arms parallel to the floor?    
MOUSE  
13  Is the mouse positioned within easy reach?    
14  Can you use the mouse properly and comfortably?    
15  Is there room on the work surface for forearm and wrist 

support?  
  

WORKTOP / SURFACE 
16  Is your work surface stable and free from distracting 

reflections?  
  

17  Is there space on the work surface for all the equipment?    
18  Is there sufficient leg room under the work surface?    
19  Is any document holder set at the same level and distance as 

the screen?  
  

WORK CHAIR 
20  Is the chair comfortable and stable?    
21  Is the seat height adjustable?    
22  Is the back rest height and angle adjustable?    
23  Does the chair have five free moving castors?    
24  Can all adjustments be made easily and safely from a seated 

position?  
  

25  When seated do your feet fully reach the floor?    
26  Is a footrest provided if needed?    
27  Is there sufficient space at and around the workstation?    
28  Is your workspace clear from trailing cables etc.?    
LIGHTING 
29  Does the natural or artificial light enable you to view the screen 

clearly?  
  

30  Have adequate window blinds been provided where required?    
31  Is the lighting suitable for other office tasks?    
32  Can you read or see the screen or source document without 

difficulty?  
  

HEATING AND VENTILATION 
33  Is the temperature within your workspace comfortable?    
34  Is your workspace free from uncomfortable draughts?    
35  Is there a supply of fresh air?    
DSE HEALTH ISSUES 
36 Do you have adequate breaks away from DSE work?       
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37 Can your eyes focus on the screen without discomfort?   
38 Have you had your eyes tested for DSE work?   
39 Please enter the approximate date of your last eye test   
40 Can you work with DSE without any aches or pains in your 

upper body / limbs? 
  

OTHERS 
41 Have you been trained to operate your software?  

 
  

42  Have you had sufficient information or training on setting up 
your workstation?  

  

43 Have you read and understood the DSE Policy?   

 
Additional comments: 
 
 
 
 
 
 
 

  

  
Pass to line manager for remedial actions (to be listed here): 
 
 

Remedial 
action number: 
 

Action to be taken  By whom Priority 
(low, 
medium 
or high)  

Completion date 

1.     

2.     

3.     
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APPENDIX B  
 
Health and Safety Guidance for working with Display Screen Equipment  
Display Screen Equipment (DSE) can cause difficulties in several areas:  
These include:  
Musculoskeletal injury: damage to upper limbs, back, shoulders etc., resulting from 
poor equipment, poor posture, and incorrect work routines;  
Visual fatigue: although there is no accepted evidence of VDU usage actually causing 
damage to eyesight, it can make small visual problems more noticeable and prolonged 
usage can cause tired or dry eyes, headaches etc. Poor lighting conditions, including 
siting issues, can also affect eyesight and cause visual fatigue;  
Mental overload: the demanding nature of VDU work, or a lack of discretion caused by 
work with VDUs can place excessive pressure on workers;  
Some of these risks can be managed effectively with ease by the user by applying the 
following advice to their workstation set up below:  
Display Screen  
 

 The display screen should preferably be in front of the user;  

 The characters on the screen shall be well-defined and clearly formed, of 
adequate size and with adequate spacing between the characters and lines;  

 The image on the screen should be stable, with no flickering or other forms of 
instability;  

 The brightness and the contrast between the characters and the background 
shall be easily adjustable, and also be easily adjustable to ambient conditions;  

 The screen must swivel and tilt easily and freely to suit the needs of the person;  

 It shall be possible to use a separate base for the screen or an adjustable table;  

 The screen shall be free of reflective glare and reflections liable to cause 
discomfort.  
 

 

 
 
Keyboard 
  

 The keyboard shall be in front of the user, tilt able and separate from the screen 
to allow a comfortable working position, avoiding fatigue in the arms or hands;  

 The space in front of the keyboard shall be sufficient to provide support for the 
hands and arms;  

 The keyboard shall have a matt surface to avoid reflective glare;  

 The arrangement of the keyboard and the characteristics of the keys shall be 
such as to facilitate the comfortable use of the keyboard;  

 

 
The symbols on the keys shall be adequately contrasted and legible from the working position;  
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Too Far Back    Too Far Forward    Ideal  
 

Using a Mouse 
  

 The mouse should be positioned within easy reach, with the forearm supported on the desk;  

 It should be used with the wrist straight, and without gripping the mouse too tightly;  

 A mouse mat of soft foam material should be used and, if needed, with an integral wrist rest;  

 The mouse and roller ball should be regularly cleaned;  

 The sensitivity of the mouse should be adjusted to reduce the amount of movement required;  
 

         
Too Far Away      Ideal  

 
Work Chair 
  

 The work chair shall comprise five castors, be in good repair, be stable and allow easy freedom of 
movement and a comfortable position;  

 The seat shall be adjustable in height;  

 The seat back shall be adjustable in both height and tilt;  

 Armrests (if required) for reading, writing and general desk work;  

 A footrest shall be made available to any person where a need is demonstrated;  

 Adjust the contoured backrest to fit and support the small of your back and the lumbar spine area;  

 Adjust the height so that your legs are comfortable and your forearms are horizontal when your 
fingers are on the keyboard;  

 Adjust the tilt forward up to 15° for reading and writing, and backwards up to 5° for terminal and 
keyboard work;  

 Move close to desk (remove arm rests if necessary).  

 
Work Desk or Work Surface  
 

 The work desk or work surface shall have a sufficiently large, low reflective surface and allow a 
flexible arrangement of the screen, keyboard, mouse, documents and related equipment;  

 Any document holder shall be stable and adjustable and shall be positioned so as to minimise the 
need for uncomfortable head and eye movements;  
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 There shall be adequate space to arrange a comfortable position.  
 
Space Requirements 
  

 The workstation shall be dimensioned and designed so as to provide sufficient space for persons to 
change position and vary movements.  

 
Lighting 
  

 Any room lighting or task lighting provided shall ensure satisfactory lighting conditions and an 
appropriate contrast between the screen and the background environment, taking into account the 
type of work and the vision requirements of the person;  

 Possible disturbing glare and reflections on the screen or other equipment shall be prevented by co-
ordinating workplace and workstation layout with the positioning and technical characteristics of the 
artificial light sources;  

 Reflection and glare;  

 Workstations shall be so designed that sources of light, such as windows and other openings, 
transparent or translucid walls, and brightly coloured fixtures or walls cause no direct glare and no 
distracting reflections on the screen;  

 Windows shall be fitted with a suitable system of adjustable covering to attenuate the daylight that 
falls on the workstation;  

 Anti-glare screens may be appropriate as a last resort.  
 
Noise  
 

 Noise emitted by workstation equipment shall be taken into account at the design stage to ensure 
that attention is not distracted and speech is not disturbed.  

 
Heat  
 

 Workstation equipment shall not produce excessive heat which could cause discomfort.  
 
Temperature /Humidity 
  

 An adequate level of temperature and humidity shall be established and maintained (between 16°c 
~ 30°c).  

 
Software 
  
In designing, selecting, commissioning and modifying software and in designing tasks using display screen 
equipment, the following principles shall be taken into account:  
 

 software must be suitable for the task;  

 software must be easy to use and, where appropriate, adaptable to the level of knowledge or 
experience of the person, with no quantitative or qualitative checking facility used without the 
knowledge of the person;  

 systems must provide feedback on the performance of the software;  

 systems must display information in a format and at a pace appropriate to the person’s ability, and;  

 the principles of software ergonomics must be applied, in particular to data processing.  
 
Use of a Telephone 
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 Position your phone on the opposite side of your desk to the mouse;  

 Regularly clean the phone mouthpiece and keys;  

 Avoid holding the phone between your ear and neck as this can lead to “phone-neck” a very painful 
condition;  

 Use a phone headset if data is routinely entered whilst using the phone.  

 
Other Good practice with Computers 
  

 Take regular breaks away from the computer;  

 Use movement to reduce fatigue (stand up and walk around);  

 If you are having difficulties with your vision over the computer screen distance speak to your line 
manager regarding an eye test;  

 Persistent aches, pains, tingling or numbness are early warning signs and should be reported to 
your line managers.  

 
Office Exercises 

 
Exercise will move joints and stretch muscles and nerves. 

  

 Movement stimulates the circulation and lubricates the joints;  

 Will help to relieve muscle and nerve tightness;  

 Just one to two stretches every 20 minutes to relieve fatigue;  

 Aim to keep yourself generally fit, active and hydrated.  
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Appendix C Form DSE2 
 

DEFINING AND ASSESSING DISPLAY SCREEN EQUIPMENT USERS 
MANAGERS GUIDE AND ASSESSMENT  

INTRODUCTION  

Most employees will have access to and be required to use Display Screen Equipment at some time 
during their normal work. However, using display screen equipment in itself does not automatically 
entitle the employee to the right to an eye and eyesight test and corrective appliances if necessary, 
under the Health and Safety (Display Screen Equipment) Regulations 1992.  

For these rights to apply, the CCG has to assess each employee who uses display screen equipment to 
assess whether or not it determines that employee to be a ‘user’ within the terms of the Regulations.  

This scoring guide assists managers to make this assessment, which should be carried out as part 
of, and not in isolation from, either a work station assessment or a general risk assessment.  

For the purposes of this exercise Display Screen Equipment is defined as: ‘any alphanumeric or graphic 
display screen, regardless of the display process involved.’  

 
POST TITLE: 
 

 

CRITERIA: SCORE: 

A. Dependence on display screen 
equipment to do the job.  

 
To what extent does the employee 
depend on using display screen 
equipment to carry out his / her 
work? 

 1 for LOW 

dependence  
E.g. where 
other means 
are available 

2 for MEDIUM 

dependence  
E.g. where other means 
are not always available  

3 for HIGH 

dependence  
E.g. where there 
are no other 
means available  
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b.  B. Discretion to use or not to 
use display screen equipment.  

How much discretion does the 
employee have as to whether or 
not he/she uses display screen 
equipment?  

 1 for HIGH  
E.g. if the 
individual so 
chooses, they 
do not have to 
use display 
screen 
equipment 

2 for MEDIUM  
E.g. the individual has 
some choice as to 
whether or not to use 
display screen 
equipment  

3 for LOW  
E.g. the 
individual has no 
choice but to use 
display screen 
equipment  

 

C. Requirement for training or use 
of specialist skills. 

  
Does the employee need significant 
training and/or specialist skills to use 
display screen equipment to do the 
job?  

 

1 for NO  
E.g. the only training required 
is basic keyboard skills or the 
ability to use simple word 
processing or spreadsheet 
techniques 

2 for YES 
More specialised training is 
required for complex work of 
or specialist software  
applications. 

D. Frequency and duration of use. 

  
Does the employee use display 
screen equipment for continuous 
periods of one hour or more?  

 

 0 for 

NEVER  
E.g. 
display 
screen 
equipment 
is used but 
never for 
continuous 
periods of 
one hour 
or more. 

1 for 

INFREQUENTLY  
E.g. display 
screen 
equipment is 
used for 
continuous 
periods of one 
hour or more but 
not every 
working day.  

 

3 for 

VARIABLY  
E.g. display 
screen 
equipment 
is used for 
a 
continuous 
period of 
one hour or 
more on 
most 
working 
days.  

 

6 for 

FREQUENTLY  
E.g. display 
screen 
equipment is 
used for a 
continuous 
period of one 
hour or more 
every working 
day. 



18 

Policy Ref: WECCG70 
Version: 2.3  
Approved:  21 May 2021  
Review date: 31

st
 March 2022 

E. Is fast transfer of information 
between user and screen an 
important requirement of the 
job?  

 

 0 for NO  
E.g. speed of 
input is never 
a requirement 
of the job.  

 

3 for VARIABLE  
E.g. speed of input is 
sometimes a requirement 
of the job  

 

6 for YES  
E.g. speed of 
input is a 
permanent 
requirement of 
the job  

 

F. To what extent would an error 
or lapse of concentration be 
critical?  

 

 0 for NEVER  
E.g. errors are 
undesirable 
but not a 
critical factor  

 

2 for VARIABLE  
E.g. errors are important 
and could, but not 
always, are a critical 
factor  

 

4 for ALWAYS  
E.g. errors would 
always be a 
critical factor  

 

 
TOTAL SCORE  
 
If the total score is 16 or more: 

 
The employee should be designated as a ‘user’ and becomes entitled to have as eye and eyesight test 
paid for by the CCG. If as a result of the eye and eyesight test the optician prescribes corrective lenses 
solely and exclusively for use with display screen equipment, the employee is also entitled to a 
contribution towards that corrective appliance and may obtain the appliance from any optician using the 
prescription concerned. Re-tests should be carried out at a period to be determined by the optician.  

 
Employees must inform their manager of their intention to have an eyesight test.  The CCG has the right 
to refuse reimbursement if the manager is not informed in advance.  
 
If the total score is 15 or less: 

 
The employee is not a designated user but is entitled to make use of the advice service available from 
the Occupational Health Service.  
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Form DSE3 
 

Eye and Eyesight Examination Reimbursement Application  

As required under the Health and Safety (Display Screen Equipment) Regulations 1992 and Health and 

Safety (Miscellaneous Amendments) Regulations 2002  

Section 1: To be completed by the ‘USERS’ Manager  

User Name: Department: I, (please print name) confirm that the above employee is a DSE user as 

defined by the display screen equipment policy and hereby authorise them to have an eyesight test 

performed.  

Signed       Date  

Section 2: To be completed by the Optometrist  

As required by the Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the 
Health and Safety (Miscellaneous Amendments) Regulations 2002. West Essex CCG will reimburse 
members of staff defined as “users” under the regulations.  

Please could you complete this section of the form to ensure our employee receives correct 
reimbursement for any test and or appliances needed for use solely with DSE equipment, as indicated 
above.  Please tick all that apply to enable us to reimburse them for:  

 The basic eyesight test to the maximum of £20 (and)  

 The cost of a basic frame and basic lenses needed solely for DSE use, to the maximum of £65  

 The prescription covers use for more than DSE, therefore no reimbursement is required.  

I ________________________________(Name of optometrist) at  

_________________________________(Name of opticians) have examined  

_________________________________(Name of client)  

I would recommend re-examination in _______________ years  

 

 

Signature (optician) _____________________________ 
 

 
 

Staff member should return this form, together with a copy of your receipt to your line manager to arrange 
applicable reimbursement.  A copy is also to be forwarded to your Occupational Health Service 

 
Cheque request form is to be completed and presented to the Finance Department for payment. 
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APPENDIX D 
  
LAPTOP COMPUTERS: HEALTH AND SAFETY GUIDELINES 
  
The CCG fully recognises its duties under the Health and Safety (Display Screen Equipment) Regulations 
(as amended). We have produced these guidelines, which apply to all users of laptop computers employed 
by the CCG. 
  
Due to the compact design of laptop computers and the smaller size of the screen and keyboard, users 
may experience discomfort if certain precautions are not taken for usage. The CCG policy for usage 
recommends the following to be considered by users and adopted as working practice. Note that in this 
context a laptop computer is defined as a portable computer having a screen size, as specified by the 
manufacturer, of not less than 350mm (14 inches).  
 

 Leave enough working room in front of the laptop to rest your wrists and forearms whilst carrying out 
work;  

 Ensure that you adopt an upright sitting position and do not crouch over the laptop computer;  

 Use a mouse which is separate to the laptop wherever possible;  

 Always adjust the angle of the computer screen in order to reduce or eliminate reflections;  

 If any discomfort is experienced when using a laptop, stop work and report to your manager;  

 Whilst working at the office, use a desktop computer or laptop docking station when available;  

 Ensure that whilst using the laptop that it is at the correct height in order to prevent discomfort from 
having to look up or down at the screen;  

 Take regular breaks away from the laptop;  

 Ensure that the laptop is on a solid, flat surface;  

 Never overload the laptop carrying case with additional folders and so on, to prevent injury through 
awkward lifting and stress on the shoulders, neck and spine;  

 Distribute the load in your laptop carrying case as evenly as possible;  

 When carrying your laptop in public area be aware of your own personal security and the 
environment you are in;  

 Do not use the laptop in your car whilst stationary: the limited space and sitting position could lead 
to discomfort.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


