                       Display Screen Equipment 

                       Most of us come into contact, in one form or another, with computers and laptops on a daily

                       basis. The risk in using such devices is determined by a combination of factors including

                       intensity of use, environmental considerations and personal requirements. However the most

                       significant of these risks is a group of conditions collectively known as ‘ Work-related Upper

                       Limb Disorder’ (WRULD for short). Individually they may have names such as Carpal tunnel

                       syndrome, Tenosynovitis, etc., however they are all musculo-skeletal disorders that are a

                       result of a bad match between the individual and their work or workstation. 

                       To ensure that you use Display Screen Equipment (DSE) without undue risk to your health,

                       BT will ensure that: 

                            You are provided with the appropriate level of training for the work you are being asked

                            to undertake. 

                            Your eyesight is checked by a competent person and any corrective devices supplied. 

                            You are only asked to undertake work appropriate to your capability. 

                            The workstation provided is to a standard appropriate to the work, as is the software.

                            The workstation must be maintained, including cleaning, to the installed standard. 

                       Your manager must make regular assessments (at least once a year or if significant changes

                       occur in your workstation or DSE) that you, your work and the workstation provided are

                       without risks to your health and safety so far as is reasonably practicable. 

                       Definition of a DSE User 

                       Where the frequency, intensity and duration of use is such that those who normally use DSE

                       for continuous spells of an hour or more, they should be classified as DSE Users. 

Some people's work is of such intense nature that a more detailed assessment of the factors affecting the individual needs to be taken into consideration. 

                       Guidance 

                       You the User 

                       Points to remember when using Display Screen Equipment: 

                            First adjust the seat height without reference to your workstation. Secondly make fine

                            adjustments to the seat height to take into account the height of the workstation.

                            Adjustments should ensure that you obtain a position, such that there is a right angle

                            behind the knee joint with your feet flat on the floor and that the elbows are

                            approximately level with the desk edge.  The wrists should be in a relaxed, neutral

                            position. 

                            If your feet do not touch the floor, use a footrest to support them and ensure that there

                            is no undue pressure on the bottom and/or thighs. 

                            Adjust the chair back in rake and height to ensure it gives full support to the lower to

                            mid lumber region. This should support you in an upright seating position, ensuring you

                            are not being pushed forward or are leaning backward. Further information can be

                            obtained from the ‘Fit to Sit’ web page. See the useful links section at the end of the

                            document. 

                            The keyboard should be parallel with the edge of desk, with sufficient room to rest your

                            arms in the space between the desk edge and the keyboard if required. Generally this

                            is about 100mm. 

                            Adjust viewing distance and screen height to suit but ensure a slightly downward

                            viewing angle to the screen. The eyes should be level with an area between the top of

                            the display and the top of the monitor casing, at a distance of 450mm – 750mm. 

                            The display should be free from flicker and jitter, brightness and contrast should be

                            easily adjustable. Characters on the screen should be sharp and large enough to be

                            read without eyestrain. 

                            It should be possible to avoid glare and reflections by adjusting the screen tilt and/or

                            swivel. Try to position the screen such that you are not getting reflections from

                            overhead lighting, side lighting or from windows. 

                            Do not work at an angle – your body position should be square to the screen and

                            keyboard; i.e. when using the DSE, the screen and keyboard should be directly in front

                            of you.  If using a ‘wave-form’ desk, the DSE should be set to one side so that you can

                            move between screen-based and non-screen based work by turning the chair and your

                            whole body, to whichever position you need. 

                            If working from hard copy, use a document holder whenever possible.  The document

                            holder should be positioned adjacent to, and at approximately the same height and

                            distance as the screen. 

                            The mouse should be used on a mouse mat, such that it remains within the area of the

                            mat while still being able to move the cursor to any area of the screen in one

                            movement. 

                            Think about the positioning of other equipment, especially any items that are used

                            frequently. You should not have to stretch excessively for the 'phone', or regularly used

                            reference material. Make sure that you do not position other items, which could come

                            between the desk edge and the keyboard. Printers however should not be positioned

                            close to users (e.g. not on users' desks). 

                            In addition to the way in which your line manager organises your work, ensure that you

                            take regular short screen breaks, e.g. collecting documents from the printer, filing,

                            making coffee, etc. 

                            Regularly clean your screen using the correct wipes. A clean screen is less of a strain

                            on the eyes. 

                            Hygiene is important, especially when workstations are shared (Hot-desking) If your

                            keyboard is dirty, get it cleaned or changed. Make sure your hands are free of dirt or

                            grease before using the keyboard. 

                            For those who use headsets, make sure you know how to use them including the

                            correct positioning of the microphone to prevent feedback, report noise issues to your

                            line manager and do not share headsets with others. Regularly clean the non-porous

                            parts of the headset using antiseptic wipes and if necessary replace the foam ear

                            pieces. 

                            Complete the ‘self assessment’ section of the DSE Work Station Assessment

                            Checklist  and forward to your Line Manager. 

 Laptop Computers 

                       Laptop computers present their own set of problems primarily due to the fact that they are

                       designed to be portable and compact. Most machines have smaller screens, which may not

                       be as clear as regular PC’s. Secondly, because they are portable, there is a temptation to use

                       them in environments, which may make it difficult to obtain a comfortable working position.

                       Therefore, the following guidance should be used when a laptop is being considered: 

                            Where a laptop is to be used, for more extensive periods (more than an hour), it must

                            be used in conjunction with a docking station, separate screen, keyboard and mouse.

                            (Docking stations are considered DSE and are subject to the same standards). 

                            Laptops are a huge temptation for thieves and theft on the street is on the increase.

                            Laptops are easily recognised primarily due to the type of case we all carry them in,

                            therefore ask your self – do I need to take it with me. If you do, make sure you have

                            backed up your data, then try to disguise or hide your laptop – use a different type of

                            bag, put it in the boot of the car rather than in the driving compartment. Do not get into

                            a situation where you are personally at risk from violence. It is better to throw the laptop

                            at a thief and run in the opposite direction, than face injury. A laptop can be replaced,

                            you can’t. 

                            Do not use or try to refer to a laptop when driving a vehicle. Any distraction may cause

                            you to lose control. 

                            Do not use a laptop when travelling as a passenger, in a vehicle that is fitted with front

                            air bags, unless the airbags can be guaranteed to be clearly switched off. When an

                            airbag inflates, any item in front of it can be come a projectile, which can result in

                            serious or fatal injuries. 

                            Laptops should not be carried loose in the passenger compartment of a vehicle. Under

                            heavy braking, cornering or during a road traffic accident, they can cause injuries on

                            impact, cause distraction when sliding off the seat or jam under the controls of the

                            vehicle. 

                        . 

                         Other Health Issues 

                            Upper limb pain. 

                            Work Related Upper Limb Disorders (WRULDs), range from temporary fatigue or

                            soreness in the limb to chronic soft tissue disorders such as carpal tunnel syndrome. 

                            Some keyboard operators have suffered occupational cramp. Generally these

                            conditions are brought about by a combination of factors including awkward positioning

                            of the hands and wrists, incorrect work height and poor posture. Upper limb pain should

                            be reported to your line manager. 

                            Eye and Eyesight Effects 

                            Medical evidence shows that using display screen equipment is not associated with

                            damage to eyes or eyesight, however some workers may experience temporary visual

                            fatigue This may be caused by: 

                                 staying in the same position and concentrating for a long time; 

                                 poor positioning of the display screen equipment; 

                                 poor legibility of the screen or source documents; 

                                 poor lighting, including glare and reflections; 

                                 drifting, flickering or jittering image on the screen. 

                       Employees who are defined as users or are about to become users can ask their Line

                       Managers to provide and pay for an eye and eyesight test. This test is to be carried out by an

                       optometrist or doctor with appropriate specialist training. 

                            Fatigue and Stress 

                            Many symptoms described by display screen workers reflect stresses arising from

                            their task. They may be secondary to upper limb or visual problems but they are more

                            likely to be caused by poor job design or work organisation, particularly lack of

                            sufficient control of the work by the user, under-utilisation of skills, high-speed repetitive

                            working or social isolation. All these have been linked with stress in display screen

                            work, although clearly they are not unique to it; but attributing individual symptoms to

                            particular aspects of a job or workplace can be difficult. The risks of display screen

                            workers experiencing physical fatigue and stress can be minimised, however, by

                            careful design, selection and disposition of display screen equipment; good design of

                            the users workplace, environment and task; and training, consultation and involvement

                            of the user.

                        The Manager’s Role 

                       Managers must ensure that they understand and implement the requirements of the DSE

                       workstation risk assessment process. In particular, managers have a responsibility to ensure

                       that: 

                            Workstations:  All Display Screen Equipment and furniture are suitable for the task

                            and the individual. 

                            Assessment:  All DSE users complete the ‘self assessment’ section of the DSE Work

                            Station Assessment Checklist. Then in consultation with the user, complete the

                            remainder of the checklist for each individual in relation to the workstation to ensure

                            compliance with the DSE regulations. ‘Mapping’ the location of the workstations will

                            help in the recording and monitoring process. Complete the Workstation / USER

                            Assessment Summary & Record sheet. How to carry out the assessment can be

                            found in the DSE training packages. 

                            Environment:  Ensure that the noise, lighting, temperature and humidity are suitable. 

                            Working Practices:  Check that correct working practices are being followed; e.g. that

                            correct posture is being adopted and that regular breaks are being taken. 

