Working with Computers; What do I need to know?
Frequently Asked Questions (FAQ)

Q
How should I set up my workstation?

A
You need to know how to set up your own workstation (screen, keyboard, mouse, desk, chair etc) properly and how to organise your work best to suit you. An on-line Health and Safety course for computer users which shows you how to confirm that your working environment is set up to minimise the risks of health problems is available by clicking the following link here.

Alternatively you can book a place on the computer user training course by contacting the Staff training and Development Unit (STDU) tel 9097 5042 or you can book online here. 
Q
How do I carry out a workstation risk assessment?

A
You can complete a paper based assessment by using the self assessment checklist form available at the link here. (Note! - the training mentioned above must be completed first)

Q
Where can I find further information on Display Screen Equipment?

A
The University Code of Practice and Guidance on the use of Display Screen Equipment (DSE) which is available at the link here.


The University Safety Service also provides advice and guidance on work with DSE. A downloadable (pdf) leaflet entitled “Are You Sitting Comfortably” is available at the link here.

Q
As a ‘user’ of Display Screen Equipment, how do I arrange for an eyesight test?

A
The University Code of Practice and Guidance document contains information on DSE eyesight tests which is available at the link here. 

Q
What if I have identified a problem with my workstation?

A
Discuss the problem with your line manager or the departmental safety officer / DSE assessor or your Trade Union Safety Representative in order that any remedial action may be taken.


Where the problem cannot be resolved locally then the following contacts may be of help.

	Problem
	Contact Name
	Telephone / E-Mail

	Furniture / Seating
	Miss Lorraine McCallum, Estates Office
	9097 3010

	Lighting
	Your building liaison officer or the Estates Help Desk
	9097 5152
estates.helpdesk@qub.ac.uk

	Heating
	Your building liaison officer or the Estates Help Desk
	9097 5152

estates.helpdesk@qub.ac.uk

	Computer equipment / software 
	Computer Services Help Desk
	90973760

	Health issues which you perceive to be related to DSE use *(see question below)*
	Dr D Todd, Occupational Health Physician
	9097 5520

	Other issues relating to DSE use
	Colin Richardson

University Safety Service
	9097 3674/5


Q
What if my GP has identified a potential health problem which may be related to my workstation?
A
First you need to assess your workstation and complete the DSE self assessment checklist available at the link here. 


If you are still experiencing problems after setting up your workstation you should contact the Occupational Health Service at  9097 5520 for further information and advice.
Q
I use a portable laptop computer – are there any precautions I should take?
A
Design compromises inherent in portable computers can make prolonged use uncomfortable and lead to postural and other problems. One way of tackling such risks is to avoid prolonged use and to take more frequent breaks. Further guidance on work with portable DSE is provided at the link here. 
