Health and Safety (Display Screen Equipment) Regulations

Introduction

The Health and Safety (Display Screen Equipment) Regulations 1992 were amended by the Health and Safety (Miscellaneous Amendments) Regulations 2002.  This training pack is designed to help your school comply with these regulations.

The regulations are designed to apply to all items of ‘display screen equipment’ (DSE - sometimes referred to as ‘visual display units’ or VDUs) ordinarily found in schools, such as desk top PCs, portable laptop computers and interactive whiteboards.  

Schools can ensure that they are complying with these requirements by following the Four Steps below:

1. Each school should nominate at least one person at each school to undertake the role of DSE assessor and ensure they are suitably trained. 
2. The trained assessor would then identify those who were covered by the regulations within their school or locality.  
3. Once identified, a risk assessment would then be undertaken on each user’s workstation or work area, and findings acted upon.  
4. The end user would receive training in the safe use of DSE.  If requested by the end user, eye tests should be provided together with spectacles if a need is subsequently identified.
This training pack represents Step 4 on the above list and is designed to ensure that you use DSE without any ill-effects. Please read through the following 6 sections.

Section One - Risks associated with DSE 

Some health problems associated with the prolonged and uncontrolled use of DSE work are:

· Upper limb disorders. The repetitive actions associated with DSE use, combined with poor posture, can with prolonged exposure strain the tendons and ligaments in the arms and shoulders. Examples are Tenosynovitis and Carpel Tunnel Syndrome.  Some symptoms can include pain, swelling, numbness or tingling in the hand, wrist, arm, shoulder and neck.  These conditions will only manifest themselves over time.  However, by the time an injury is serious, irreversible damage may have been caused.

· Back ache.  Sitting in a static posture for prolonged periods of time can be a major cause of back pain by applying pressure to the back muscles and spinal discs. Moreover, sitting in a slouched position can overstretch the spinal ligaments. Over time, poor sitting posture can damage spinal structures and contribute to recurrent episodes of back pain.

· Fatigue and stress.  Prolonged and unrelieved DSE use can lead to loss of concentration and repeated mistakes.  Unfamiliarity with software can be a major source of workplace stress – especially when combined with work pressures. 

· Temporary eye strain.  Prolonged and unrelieved DSE use can also exacerbate existing eye-sight defects, cause fatigue and loss of focus leading to headaches and stress. However, no permanent eye damage can be caused by DSE use.


Section Two - Setting up the Workstation

These adverse health effects can easily be avoided by ensuring that the workstation is set up in an ergonomic way.

· The display screen:
· Firstly, ensure that the screen is clean and dust free.  Screens should be cleaned regularly and cleaning materials made available.  

· Adjust the screen’s swivel and/or tilt mechanism so that you are able to maintain a natural and relaxed posture. Ask for your screen to be replaced if a your screen is not adjustable.  Refer to Figure 1.
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Figure 1  
· Check the level of glare and reflection on your screen; adjust lighting and/or blinds as required. Ask for blinds to be installed if they are not provided.  If glare is still causing a problem then the workstation may need to be re-positioned.  The best position to avoid glare is at right angles to the light source. Failing this the provision of local light sources should be considered such as desk lamps. 
· Ensure that the characters on the screen are clear, legible and flicker free.  Improvements can be made by changing screen colours and adjusting the brightness or contrast.  If problems of flicker persist ask for a new monitor and screen.
· Keyboards:

· The keyboard should allow the user to find and use keys quickly, accurately and without discomfort.  Ensure that the key characters are clear, clean and legible.  If they are not – ask for a replacement.

· When keying, the forearms should be horizontal and the wrists neither bent up nor down.  A wrist support should be used if you feel the need for one.  Alternatively, the keyboard should be pushed back far enough to allow space to support the wrists/hands during pauses in keying.  

· Use of the mouse:

· As with the keyboard, the mouse or pointing device should be positioned so as to allow its use with the forearm in a relaxed horizontal position with the wrist straight.  Overreaching should be avoided. Refer to Figures 2 and 3.
Figure 2  Incorrect mouse position.
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Figure 3  Correct mouse position
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· If older designs with a mouse ball are used, these should be subject to a cleaning routine in order to keep the ball functioning correctly.  Preferably, the device should be replaced with a newer model that dispenses with this component.

· Furniture:

· Space should be provided for the comfortable use of the keyboard, mouse AND the storage of documents and other items such as telephones.  In practice, this will mean a work surface depth of approximately 800mm and a width of 1250mm-1500mm per computer.

· Consideration should be given to relocating sockets and telephone points if existing arrangements compromise good posture.  Other items such as printers and reference materials should be relocated to another site if at all possible.  Ongoing house-keeping should ensure that documents and related work clutter do not interfere with the set up of the workstation. 

· The chair should allow you to achieve a comfortable working position with a straight back and relaxed shoulders.  There should be firm support for your back and lumber region.  The chair’s height should allow you to achieve a working position with forearms horizontal, elbows at right angles and eyes level with the TOP of the display screen.  Clearance should be provided between the top of your thighs and the underside of the desk (at least 50mm) and also between the back of your calves and the front edge of the seat.  Refer to Figure 4.
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Figure 4  The ideal DSE posture, with forearms at right angles and feet flat on the floor.
· These requirements are best achieved by using a chair with adjustable seat and backrest tilt/height.  Armrests are not a requirement and may well prevent you from achieving a correct position.  If the chair is equipped with armrests then they must be adjustable.  All chairs should be stable with a five point base.  Refer to Figure 5.
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Figure 5
· You should work with your feet flat on the floor.  If this is not achievable with eyes and forearms in their correct position in relation to the display screen, then a footrest should be employed.

Section Three - The Work Environment

In addition to the workstation itself, the general environment should be considered – particularly if working in a small school office or reception area.  

· There should be enough room to move about comfortably and change position; ensure that there is enough room to move, stretch and fidget without snagging cables or tripping over obstacles.  Refer to Figure 6.
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Figure 6  A cluttered work environment will inevitably compromise good posture and increase stress.
· Electrical items can dry the air and increase the temperature. This can cause dry and irritated eyes.  Make sure that there is suitable ventilation in the room and consider a humidifier if there is no improvement – but remember that plants can help too.

· Conversely, a cold environment can exacerbate upper limb disorders. The working temperature in office rooms, staffrooms and staff work rooms set aside for PPA time, should not fall below 16c.  This lower limit is established in law.

· As important as the physical aspects of the workstations, is the pattern of work itself.  Prolonged sitting in the same static position can be harmful.  Keep enough space around you to be able to change position, stretch and fidget.  Where possible DSE use should be mixed with other work which allows posture changes, such as using the telephone or photocopier.  You should take regular breaks away from the display screen before fatigue sets in. Get up, stretch and take a walk or have a drink.  Be sure that you don’t use the computer for non-work related subjects in your breaks – using the internet is not a break from DSE!

Section Four - Safe Working with Portable DSE

The same regulations and guidelines apply to working with portable DSE as to working with desktop display screen equipment.  However, as laptop computers are designed for portability, and not for permanent desk-top use, this presents additional challenges.  Some problems associated with portables are:

· Screens and pointing devices are fixed to the equipment. 

· Keyboards are often smaller than usual. 

· Lack of adjustability. 
· The environments in which they are used can force the user into positions that may cause discomfort and possibly long-term health problems.
However, as with all DSE, these adverse health effects can easily be avoided if some simple precautions are taken.

· Always position the screen so that it is at 90 degrees to your line of sight. 
· You should find a suitable work surface wherever possible and avoid extended periods of work in other situations such as a sitting on a bed or sofa. Your neck, back and wrists may be bent into stressful positions leading to backache.  If away from a proper desk and chair limit work sessions to no more than 20 minutes.  Refer to Figure 7.  Even at a proper desk with an adjustable chair, plan not to work with portable DSE for periods of more than an hour.
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Figure 7  When working at home with portable DSE at for example the kitchen table, limit periods of work to no more than 20 minutes without a break.
· When using the internet or e-mail, avoid perching on the edge of the stairs, sofa or other unsuitable areas; instead, ensure that the modem cable is of an adequate length to allow your laptop to function at an appropriate work surface.
· Wherever practicable use the laptop in a docking station with separate monitor, mouse and keyboard.  If this facility is not available, then more activity changes and rest breaks are required.  Refer to Figure 8.
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Figure 8  An example of a laptop docking station
· When on the move, avoid using your laptop whilst sitting in the driver's seat of a car or putting the laptop on the passenger seat and twisting to use it.  Try to reduce the amount of weight you carry around. When purchasing the laptop, give consideration not only to its weight but also to its battery life; longer battery life can reduce the need to carry the adapter. Try to avoid carrying excessive paperwork and documentation with you; consider e-mailing documents ahead of time, rather than carrying hard copies.  Always use a suitable carrying case with handle and shoulder strap.

Section Five - Safe Working with Interactive Whiteboards

The computer projector element of Interactive Whiteboard  arrangements, if misused, can expose the eye to light levels which have the potential to cause eye-damage.  Therefore, some simple guidelines should be followed when using this equipment.  

· Staring directly into the projector beam is to be avoided at all times.
· Standing facing into the beam should be minimised. You should try to keep your back to the beam as much as possible.  Use a stick or laser pointer to avoid the need to enter the beam. 
· It should be ensured that pupils and students are adequately supervised  when they are asked to point to something on the whiteboard.
· It should be ensured that projectors are located out of the sight line between the screen and the audience.  This can best be achieved by having the projector ceiling mounted.
· In order to minimise the projector lamp power required – 1500 ANSI lumens should be adequate – room blinds should be used to reduce ambient light levels.
· Consideration be given to using a means of brightness reduction such as a neutral density filter or brightness adjustment if you really cannot avoid standing in front of the beam.

Section Six – Risk Assessment and Eye Tests

A risk assessment should be undertaken on the workstations of all ‘DSE users’.  A specific checklist format has been designed for this purpose.  The DSE Assessor in your school should work through this form with you. When the ‘No’ answer is selected further investigation and/or remedial action is required.  The decisions reached should be recorded in the ‘Action to take’ column and signed off upon completion. 
As a DSE user you are also entitled to a free eye test should you feel the need for one. In Section 8 of the risk assessment checklist you will be asked if you feel the need for an eyesight examination.  The DSE Regulations state that all  ‘users’ are entitled, upon request, to eyesight examinations at the employer’s expense.  Within the context of schools, the process should work as described below:
· All persons identified as users in the risk assessment and who request an eyesight examination, are to be referred to a local optician of their own choice.  The cost of this eyesight examination is to be met by the school through devolved funding.
· All new employees who are identified as users and request an eye test upon undertaking a risk assessment are to be referred to an optician as soon as possible after appointment.  All existing employees who are currently not classed as users, but who are to become users through changes in work patterns should be treated as new staff.
· Should the ophthalmic optician prescribe the use of spectacles to correct vision defects at viewing distances used specifically for DSE work (usually 50-60cm), then an allowance of £55 inc VAT should be paid to the employee to cover the cost of the basic standard spectacles adequate for the task.  Again this cost should be met by the school through devolved funding upon production of a receipt confirming the optician’s prescription.
· Users who currently use ‘normal’ spectacles or contact lenses prescribed for any other reason are to be afforded the same expenses and allowances as other users, only if they are prescribed special corrective appliances specifically for DSE work.
· Users are entitled to further eyesight examinations at regular intervals – two years is considered good practice – OR they are having continued eyesight difficulties between examinations OR the optician considers more frequent tests necessary.
On an ongoing basis remember to keep your work area tidy; clutter and poor house-keeping will inevitably lead to poor posture and ergonomics.  Remember also to report any ill-health and discomfort you experience as a result of DSE use.  If this is the case, the risk assessment will need to be reviewed with your school’s DSE assessor and a referral to Wellbeing@Work made.  http://staff.devon.gov.uk/wellbeing.htm 
Risks associated with DSE – Summary





Upper limb disorders





Back ache





Stress and fatigue





Temporary eye strain and headaches





Setting up the work station – Summary





Screens should be adjustable, clean and flicker free.





Keyboards should be clean,  clear and positioned to allow the forearms to be horizontal.





The mouse should be positioned to allow operation with a straight wrist and without overreaching. 


 


The desk should provide sufficient space to allow for the unobstructed use of the workstation equipment.





The chair should have an adjustable seat and back and allow the DSE user to sit with knees and elbows at right angles with feet flat on the floor and eyes level with the top of the screen.








The Working Environment – Summary





Ensure there is enough space to change position.





Ensure there is adequate heating and ventilation.





Take regular breaks!








Portable DSE – Summary





Laptops can cause problems because they have fixed keyboards and screens and lack adjustability.





Consideration should be given to using a docking station with separate keyboard, mouse and screen.





Take more frequent breaks.





Beware of carrying excessive weight if on the move with a laptop computer.





Interactive Whiteboards – Summary





Avoid staring directly into the beam.





Use pointers to avoid need to turn towards the beam.





Ceiling mount to avoid staring into beam when addressing audience.





Ensure children are supervised if addressing the class.





Ensure ambient light levels do not affect screen visibility.











