Appendix C


DSE - A Manager’s Assessment Checklist


This checklist should be used in accordance with Section 4 to assess new work places used by DSE Users and review earlier assessments in the light of changes made.


The manager should use one checklist to record all the workstations in one location and a copy should be retained so that follow-up action can be monitored.  Individual workstation assessment forms are not required.  











1�
Furniture and Equipment


�
�
�
Question


�
YES If NO state number and location of Workstations affected�
�
1.1�
Do all the chairs have adjustments for seat height, backrest height and angle?�
�
�
1.2�
Have footrests been provided to all people who need them?�
�
�
1.3�
If document holders are required, have they been provided?�
�
�
1.4�
Is there adequate leg room under all the desks?�
�
�
1.5�
Are work surfaces large enough to accommodate equipment and documents?�
�
�
1.6�
Are the keyboards separate from the DSE screens?�
�
�
1.7�
Can all the DSE screens be adjusted for tilt and swivel?�
�
�
1.8�
Do all keyboards have angle adjustments?�
�
�
1.9�
Do all the DSE screens have adjustments for brightness and contrast? �
�
�
2�
Visual Environment�
�
�
2.1�
Are all the DSE screens free from reflections that obscure the display?�
�
�
2.2�
Are all the workstations free from glare?�
�
�
2.3�
Are all the DSE screens clean?�
�
�
2.4�
Are the images on the DSE screens clearly defined, stable and flicker free?�
�
�
2.5�
Is the lighting level satisfactory for the type of work being carried out?�
�
�
























Question


�
YES If NO state number and location of Workstations affected�
�
3�
Acoustic and Thermal Environment�
�
�
3.1�
Are noise levels acceptable for the type of work carried out?�
What is causing unacceptable noise?


How many workstations are affected?�
�
3.2�
Is the room temperature comfortable for the majority of people?�
List items that are causing excess heat and the number of workstations affected.�
�
3.3�
Is the level of humidity comfortable for the majority of people?�
How many Users are complaining of discomfort/ problems of sore eyes?�
�
4�
Software�
�
�
4.1�
Is the software suitable for the task?�
�
�
4.2�
Is the software easy to use and adaptable?�
�
�
4.3�
Is there feedback on system performance?�
�
�
4.4�
Are format and pace of presenting information appropriate?�
�
�
4.5�
Have people been told about any software being used to monitor the quality and quantity of DSE work?�
�
�






Manager’s Name ______________________ 	Location ______________________


			(Block Capitals)  		(Building and Postpoint)





Manager’s Signature ______________________________








OUC Code ___________________________ 	Assessment Date _______________














