
LANGNEY PRIMARY SCHOOL 
 

 
 

 

Display Screen Equipment 
Policy 

 

‘At the forefront of education, our vision is to provide opportunity and excellence in all branches of learning.  By creating a flagship 
school that is a ‘Centre of Excellence’ in scores of disciplines, academic and beyond, each unique child’s potential is explored and natural 

talents discovered.  At Langney Primary School our vision is to uphold the balance between EXCELLENCE (standards) and the 
ENJOYMENT of learning (Vision Statement April 2014). 

 

 

 

Date of 
Review: 

Policy 
Reviewed By: 

Date of 
Approval: 

Approved By: Chair Printed 
Name 

Chair Signature Attention To 
Staff 

24.06.14 Julie Prentice  
(Head 

Teacher) 

13.11.14 H&S 
Committee 

 

Gordon Jenkins   

18.12.14 FGB   
 

       

       

       

       

       
 



 

                                                                                                                         Page 1 of 13 

 

Display Screen Equipment Policy  

In the development of this local policy, Langney Primary School has adopted the following 
guidance and model policy provided by East Sussex County Council (June 2014 version). 

 

Date:  24th June 2014 

Document summary 

 

This policy outlines the minimum standards in display screen equipment, training and 
assessment. All staff that use display screen equipment (DSE) at work are to undertake 
training and assessment in its use and where defects or special requirements are 
identified, line managers must ensure all reasonable controls are implemented. 
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Display 

 

Screen Equipment Policy 

Key Points: 

 It is the responsibility of all managers to ensure assessments are carried out of all 
workstations to identify risks to health and safety and to remove or reduce any risks to 
the lowest level reasonably practicable 

http://www.eastsussex.gov.uk/
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 All workstations must comply with the minimum standards as detailed in the DSE 
regulations (Appendix 1) 

 DSE users are entitled, on request, to have their eyes tested free of charge 

 All DSE users must complete the Cylix ‘Working Safety with Computers’ online training 
module. 

 
 
1. Introduction 

 
1.1 This policy aims to address the ergonomic and health-related issues around work 
with DSE so that it does not constitute a risk to health and safety.  Definitions of the terms 
used in this policy are as follows: 

 

 “Display Screen Equipment" or “Visual Display Unit” means any alphanumeric 

or graphic display regardless of the display process involved, e.g. personal 
computers; 

 

 "User" means an employee who is required to use display screen equipment, 

habitually, as a significant part of their normal work or working day, e.g. for 
continuous periods of at least an hour or more at any one time; 

 

 "Workstation" means an assembly comprising :- 

- display screen equipment, including laptops and any input device. e.g. 
keyboard, mouse; 

- any optional accessories to the display screen equipment; 
- desk, work surface or other item peripheral to the display screen equipment; 

and 
- the immediate work environment around the display screen equipment / 

workstation. 
 

 “WRULD” – Work Related Upper Limb Disorders. 
 
1.2 This policy should be read in conjunction with the County Council’s policies in relation 
to flexible working and Agile initiatives where the same standards, in respect of DSE, apply. 
 
2. Responsibilities 

 
2.1 Chief Officers will: 

2.1.1 ensure that arrangements are in place for implementing this policy, where 
necessary by applying department specific guidance; 
 
2.1.2 have systems in place for the periodic monitoring of the implementation of 
this policy. 
 

2.2 Line Managers will: 
2.2.1 implement and monitor this policy and associated documentation within their 
area of responsibility; 

 
2.2.2 ensure that assessments of workstations (including those used for 
homeworking) are undertaken to identify any risks from DSE work and 
recommendations made for their elimination or reduction.  The DSE Assessment 
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Checklist at Appendix 2 can be used or an electronic one is available online through 
the Cylix e-learning training; See 2.2.6 below. 

 
2.2.3 ensure all assessments are recorded, kept and made available to staff and 
their representatives; 

 
2.2.4 ensure that they consult ICT Services at the planning stage before the 
introduction of new equipment or modifications to workstations and working 
environment, to ensure minimum standards are achieved; 

 
2.2.5 seek advice if necessary from a Personnel and Training (PAT) Health & 
Safety Adviser with any specific concerns about health and safety; 
 
2.2.6 ensure all users are appropriately trained in the safe use of DSE.  This can 
be achieved by completing the Cylix online e-learning training. Guidance on this 
training programme is contained at Appendix 3; 
 
2.2.7 enable users to take suitable and sufficient breaks from DSE use by 
ensuring work is planned accordingly; 
 
2.2.8 ensure that when a user reports a (potential) health condition, in association 
with DSE work, advice is sought from the County Council’s occupational health 
service; 
 
2.2.9 ensure only competent persons carry out installation, maintenance and 
repairs to DSE; 
 
2.2.10 monitor work with DSE to ensure it is carried out appropriately and without 
risk to health. 
 
2.2.11 ensure all DSE users understand they are entitled to an eyesight test if they 
request it, available via the online EyecarePlan portal, and corrective eyewear 
prescribed specifically for use with DSE. 

 
2.3 PAT Health & Safety Advisers will: 

2.3.1 promote and monitor the application of this key safety policy; 

2.3.2 provide guidance as requested; 

 
2.4 Employees will: 

2.4.1 ensure that recommendations resulting from workstation assessments are 
fully understood and complied with; 
 
2.4.2 use any DSE in the intended manner, ensuring they are as comfortable as 
possible at their workstation; 
 
2.4.3 complete the Cylix on-line training – Working Safely with Computers; 
 
2.4.4 report any symptoms of discomfort, condition or illness which could affect their 
capability to work with DSE, to ensure that they are not put at further risk; 
 
2.4.5 use any prescribed corrective glasses. 
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3. Workstation Assessment 
 

3.1    All workstations must be assessed, including new and re-located workstations, and   
existing workstations when new equipment is installed or health issues are raised. 
 
3.2     The aim of the assessment is to address not only ergonomic issues, but also to   
identify any risk of injuries or conditions occurring, both immediate and cumulative,   
from the way in which DSE work is undertaken. This should enable managers and     
staff to take the necessary preventative action. 
 
3.3   All users must complete the Workstation Assessment Checklist (Appendix 2), or the 
assessment checklist contained in the Cylix on-line training programme and return it to their 
line manager to ensure any remedial action is taken.   
 
3.4  All assessments must be reviewed if there are substantial changes to the working 
environment, the software, the tasks undertaken or the person indicates there is a  potential 
health problem.  
 
4. Eyesight 
 

4.1 Provided DSE design and installation is satisfactory, and the workstation and 
environment are ergonomically adjusted, persons with properly corrected eyesight  should 
experience no discomfort. It is possible, however, that some staff may suffer eye fatigue 
when using DSE. 
 
4.2 DSE users are entitled to an eyesight test if they request it. For Council staff eye 
sight tests are available via the online EyecarePlan portal. Where required for the purpose 
of using DSE, employees are entitled to corrective eye wear. For further information see 
EyecarePlan page on the intranet.  For school staff, the letter for the Optometrist, available 
on Czone, should be taken for completion and reimbursement will be via the school’s 
delegated budget. 
 
5. Training 
 
5.1 Information and appropriate training on the health and safety aspects of DSE, must 
be given to all users; and should be included as part of the induction programme for new 
staff. 
 
5.2 Therefore, all users (excluding schools) should complete the Cylix online e-learning  
“Working Safely with Computers” (Appendix 3).  Schools have the option to purchase the 
Cylix e-learning package or should make alternative arrangements for training of their users. 
 
 
5.3 Specific training related to their computer use should cover, as appropriate, statutory 
requirements, the employee’s role in the recognition of hazard and risks, the need to take 
regular breaks, their contribution to assessments, the ergonomic use of DSE to facilitate 
good posture and personal comfort, and the obligation to report any health concerns to their 
manager.  
 
5.4 Further guidance can be obtained from a PAT Health and Safety Adviser. 
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5.5 An appropriate record must be kept of the information and training provided. 
 
6. Health Factors 

 
6.1 If an employee is diagnosed by a medical practitioner as suffering from a WRULD, or 
experiences persistent headaches, eye discomfort, aches and pains in muscles and limbs, 
back or neck, or other health concerns which could be associated with DSE work (whether 
or not resulting in absence from work) they must inform their manager. 
 
6.2   The manager will then ensure the employee completes another assessment of their 
workstation to identify appropriate remedial action. 
 
6.3 If this assessment does not resolve the situation, the manager must contact the 
County Council’s occupational health service to consider whether a formal Health Referral 
would be appropriate. The outcome of the Health Referral should assist in identifying further 
remedial action. 
 
6.4 If, following completion of the above, the situation cannot be resolved satisfactorily, 
then changes in work pattern, redeployment, or other approaches may have to be 
considered. 
 
6.5 Records should be kept of all such measures outlined above. 
 
6.6   Although research has been carried out on possible health effects from exposure to 
electromagnetic radiation, no adverse health effects have been shown to result from any 
emissions from DSE. Consequently, current advice from the HSE and the Public Health 
England is that no special protective measures are needed to protect the health of people 
from this radiation. 
 

7. Rest Breaks 
 

7.1 Working patterns should be arranged to ensure that no person is required to give 
unbroken attention to DSE work without pre–arranged breaks, e.g. typically a 5/10  minute 
break after 50/60 minutes continuous DSE work. 
 
7.2 In cases where the normal interruption of DSE work is not a feature of the job, breaks 
should be taken as above, before the onset of fatigue and ideally away from the screen. 
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Appendix 1: DSE Minimum Standards 
  
1. Display screen 

 
1.1  The display screen should preferably be in front of the user 
 
1.2 The characters on the screen shall be well-defined and clearly formed, of   

 adequate size and with adequate spacing between the characters and lines. 
 
1.3 The image on the screen should be stable, with no flickering or other forms of  

 instability. 
 
1.4  The brightness and the contrast between the characters and the background  

 shall be easily adjustable, and also be easily adjustable to ambient conditions. 
 
1.5 The screen must swivel and tilt easily and freely to suit the needs of the   

 person. 
 
1.6 It shall be possible to use a separate base for the screen or an adjustable   

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

 discomfort. 
 
2. Keyboard 
 
2.1  The keyboard shall be in front of the user, tiltable and separate from the   
 screen to allow a comfortable working position, avoiding fatigue in the arms or hands. 
 
2.2  The space in front of the keyboard shall be sufficient to provide support for the  
 hands and arms. 
 
2.3 The keyboard shall have a matt surface to avoid reflective glare. 
 
2.4 The arrangement of the keyboard and the characteristics of the keys shall be  
 such as to facilitate the comfortable use of the keyboard. 
 
2.5 The symbols on the keys shall be adequately contrasted and legible from the  
 working position. 
 
3. Using a Mouse 
 

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

 
3.2 It should be used with the wrist straight, and without gripping the mouse too tightly. 
 
3.3 A mouse mat of soft foam material should be used and, if needed, with an integral 

wrist rest. 
 
3.4 The mouse and roller ball should be regularly cleaned. 
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3.5 The sensitivity of the mouse should be adjusted to reduce the amount of 
 movement required. 
  
4. Work Desk or Work Surface 
 

4.1 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. 
 
4.2 Any document holder shall be stable and adjustable and shall be positioned so  
 as to minimise the need for uncomfortable head and eye movements. 
 
4.3 There shall be adequate space to arrange a comfortable position. 
 
5. Work Chair 

 
5.1 The work chair shall comprise five castors, be stable and allow easy freedom  

 of movement and a comfortable position. 
 
5.2 The seat shall be adjustable in height. 
 
5.3 The seat back shall be adjustable in both height and tilt. 
 
5.4 A footrest shall be made available to any person where a need is demonstrated. 
 
6. Space Requirements 
 

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

 
7. Lighting 

  
7.1 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. 
 
7.2 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.  
 
8. Reflection and Glare 
   
8.1 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. 

 
8.2 Windows shall be fitted with a suitable system of adjustable covering to   
 attenuate the daylight that falls on the workstation. 
  
8.3 Anti-glare screens may be appropriate as a last resort. 
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9. Noise 
 
9.1 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. 
 
10. Heat 

 
10.1 Workstation equipment shall not produce excessive heat which could cause  
 discomfort. 
 
11. Humidity 
 
11.1 An adequate level of humidity shall be established and maintained. 
 
12. Software 
 
12.1 In designing, selecting, commissioning and modifying software, and in   
 designing tasks using display screen equipment, the following principles shall  
 be taken into account: 
 
12.1.1 software must be suitable for the task; 
 
12.1.2 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; 
  
12.1.3 systems must provide feedback on the performance of the software; 
  
12.1.4  systems must display information in a format and at a pace appropriate   
 to the person’s ability, and 
  
12.1.5  the principles of software ergonomics must be applied, in particular to   
 data processing. 
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Appendix 2: Assessment Checklist 

 

Employee’s Name: Date: 

Address (Location) of workstation.  

Enter blue label number of display screen 
equipment. 

 

On average, how long do you use your display 
screen equipment each day? 

 

DISPLAY SCREEN EQUIPMENT (DSE) 
YES NO 

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?   
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DISPLAY SCREEN EQUIPMENT (DSE) 
YES NO 

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? 

  

WORKCHAIR   

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?   

WORKPLACE 

27Is 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?   

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? 
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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 East Sussex DSE Policy?   

 

Additional  Comments:  

 

 

 

 

 

 

 

Employee’s Signature:  ___________________________________ 

 

PASS TO LINE MANAGER FOR REMEDIAL ACTION: 

 

Remedial Action. etc. 

 

 

 

 

 

 

 

 

 

 

 

Signed by:   _________________________ (Line Manager)   Date:  ________________ 
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Appendix 3: Cylix E-Learning Program 

 

Points to take into consideration: 
 

 Cylix E-learning On Line Training is introduced as an induction package and 
modules cover different parts of introductory health and safety topics of which 
Working with Computers is one of these. Other modules that you should take 
should be discussed with your line manager. 

 

 You will initially be asked for a username and email address where a 
password will be emailed to use.  Then you can use the training package.  

 

 You can leave the programme at any time but it’s recommended you complete 
a section before you close or you will have to re-start the module from the 
beginning. 

 

 When all sections and the Assessment form are completed and the test 
undertaken you can print your certificate and Assessment report and take 
them to your line manager. 

 

 Discuss any issues and if they cannot be resolved locally, your line manager 
should contact a PAT Health and Safety Adviser at County Hall for advice. 

 

 If you encounter any problems in using the program, please contact your 
departmental administrator (details available from the ‘Online health and 
safety training’ page of the intranet). 

 
 
 

 
 
 
 

 

 


