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DISPLAY SCREEN EQUIPMENT (DSE) 

SELF ASSESSMENT CHECKLIST


	Name & Job Title
	

	Service & Current Work location
	

	Date
	

	Assessment Criteria
	Tick Answer
	Comments

	
	Yes
	No
	N/A
	

	Do you have any musculoskeletal problems e.g. injury, arthritis, carpal tunnel syndrome sore neck, wrists, back which may be made worse by computer use?
	
	
	
	

	Where any musculoskeletal problems are identified, the assessment should go ahead and the workstation should be set up in accordance with this guidance and the bullet points on page 2. If symptoms persist after 10 working days, contact should be made with the H&S team for further guidance.

	ENVIRONMENT
	
	
	
	

	Is the level of lighting adequate for the work being carried out?
	
	
	
	Is there any glare on the screen or desk?  Can you see without straining your eyes?

	Is the room comfortable to work in?
	
	
	
	Think about temperature and humidity

	Can you work without being distracted by noise?
	
	
	
	

	Can you get in and out of the workstation without encountering obstacles?
	
	
	
	

	FURNITURE

	Is the desk big enough for all work equipment to be used?
	
	
	
	

	Is the height of the desk suitable for use with display screen equipment?
	
	
	
	When chair is adjusted, are legs comfortable positioned underneath?

	If your chair has arms, do they get in the way of achieving a comfortable sitting position whilst at your workstation?
	
	
	
	On some chairs the arms can be removed. 

	Is the desk surface free from glare and reflection?
	
	
	
	

	Can you sit with both feet on the floor?
	
	
	
	If not, a footrest may be required.

	Is the chair stable and in a good state of repair?
	
	
	
	

	DISPLAY SCREEN

	Are the characters clear and easy to read?
	
	
	
	

	Is the image stable (ie free of flicker)?
	
	
	
	

	Are the brightness and contrast adjustable?
	
	
	
	

	Does the screen swivel and tilt easily?
	
	
	
	

	Does the screen stand upon an adjustable table, or is it possible to achieve the correct height by other means?
	
	
	
	

	KEYBOARD

	Is the keyboard separate from and in line with the screen?
	
	
	
	

	Does the keyboard tilt?
	
	
	
	

	Is there adequate space at the front of the keyboard support for the hands and arms of the operator?
	
	
	
	

	Can you easily see the characters on the keys?
	
	
	
	

	Is the keyboard easy to use?
	
	
	
	Keys should not need to be hit hard or fingers over stretched to reach keys.

	MOUSE

	Is the mouse suitable and comfortable to use?

	
	
	
	

	Is the mouse close enough to the keyboard to avoid stretching?
	
	
	
	

	TELEPHONE 

	Does your work involve speaking on the phone and typing at the same time for significant periods of time?
	
	
	
	Head set may be considered. 

	ADDITIONAL QUESTIONS

	Do you take regular breaks of activity?
	
	
	
	5 minutes in every hour is the recommended frequency for changes of posture.

	Any other areas of concern? (please provide detail)
	
	
	
	


SUMMARY - CORRECT WORKSTATION SETUP

1. Arms should be approximately at a right angle when typing. Seat height should be adjusted accordingly.

2. Forearms should remain as ‘flat’ as possible whilst typing.

3. Eye level should be roughly in line with the top of the screen (within the top third is acceptable). Screen should be lowered/raised accordingly.

4. Back should be as upright as is comfortable, with the curved part of the chair back providing support to lumbar region. Chair back should be moved up/down and tilted in/out as required.

5. There should be a slight downward slope from hip to knee.

6. Feet should be flat on the floor. If they cannot reach, a footrest is required.

7. Mouse/telephone should be as close to the workstation as possible to avoid awkward neck movements and stretching. 

8. Always sit with the keyboard & screen directly in front of you.

9. Avoid twisting, stretching etc.

10. Maintain good posture at all times.
	H&S COMMENTS AND RECOMMENDATIONS: (please continue overleaf if required)



	Action
	Completion Date

	
	

	
	

	
	

	
	


H&S Signature_______________________________________
Date _______________________________________

Employee Signature_______________________________________
Date _______________________________________

Line Manager Reviewed:
Signed __________________________________________________
Date________________________________________

	REVIEW - Where musculoskeletal disorders have been identified, workstation assessors must complete the following:



	10 days after [correct workstation set up/installation of new equipment*] (*delete as appropriate) as detailed above, the workstation user's musculoskeletal condition has (please tick)


	Tick

	a) Disappeared



	

	b) Eased


	

	c) Remained the same


	

	d) Worsened


	


Where c and d are selected, advise the workstation user's line manager to refer the employee to Occupational Health (if there are not further options for equipment to trial) in order to determine whether any further measures are required.

Please return completed forms to hands@clacks.gov.uk with a copy to your line manager.


