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1.
Introduction

The use of display screen equipment for many staff and students forms an integral part of their day to day work activities or studies.

The Management of Health & Safety at Work Regulations (NI 2000) requires the University to assess significant risks to the health and safety of its employees and others affected by its activities.  Moreover a specific risk assessment in relation to Display Screen Work is required by the Health & Safety (Display Screen Equipment) Regulations 1992 (as amended 2002).

In addition the risk assessment must take consideration of the requirements of the Provision and Use of Work Equipment and the Workplace (Health Safety and Welfare) Regulations.

This code of practice and guidance describes the means by which the University will comply with the Display Screen Equipment Regulations 1992 (as amended) and provides guidance as to the standards to be applied. 

It is the responsibility of Heads of School/Departments/Institutions/Units (hereafter referred as Departments) to facilitate compliance with this code of practice.
2.
Application

This code of practice and guidance applies to all workstations (see definitions) used by staff and students in the Universities undertaking. The full requirements of the DSE regulations will apply to those staff classified by the University as ‘users’ (see definitions).

3.
Definitions

(a)
Display Screen Equipment (DSE) means any alpha numeric or graphic display screen, regardless of the display process involved.  This includes personal computers, microfiche readers, CCTV etc.  Portable computers which are in prolonged use are also covered by the Regulations.

(b) 
Workstation means an assembly comprising:
· DSE, with keyboard or other input device

· Any accessories: disc drive, telephone, modem, printer document holder, chair, work surface.

· The immediate work environment around the DSE.

(c)
User means an employee who habitually uses DSE for a significant part of their normal work (Refer Appendix 1 for criteria to determine who is a ‘user’).  It is therefore essential, as a first step, for Departments to identify relevant employees.  Although the legislation only applies to employees, the interests of students should also be taken into account and suitable furniture and working environment provided for them.  In determining who are users, the Department needs to take account of the frequency, duration, intensity and pace of spells of continuous use.  Users are classed by the University as employees using DSE for continuous spells of an hour or more at a time and on a regular daily basis, those who have to transfer information quickly to and from the DSE and also need to apply high levels of attention and concentration.  Advice should be sought from the Safety Service in case of doubt.  Users may also include agency employed "temps".

4.
Possible health effects of DSE work

The most common potential health problems when working with DSE include eyestrain, headaches, musculo-skeletal discomfort and stress but there are also some rare or non- existent problems which have been included in the following list.

4.1
Musculoskeletal Discomfort 

A number of "work-related upper limb disorders" (WRULDs) may be associated with DSE use, although the precise causal pathway is unclear.  Some users experience discomfort or aches and pains.  This can take the form of pain, stiffness or numbness in the neck, arm, shoulders or wrists.  The cause is linked to sitting in fixed positions for long periods, or awkward, rapid or repetitive movements of the hand, body or arms.  In most cases these symptoms disappear quickly after stopping work but in a few cases they may be more severe and permanent disability could result.
These WRULDs are not confined to DSE users, however, the University recognises that they are caused by a combination of equipment, user behaviour and psychosocial factors.  It is University policy to train all users about the potential hazards and to encourage them to develop good working practice to minimise the risks.
Where users experience difficulty, Departments should act to minimise the risk of long-term discomfort.  Departments should arrange for a reassessment of the work area to be carried out and the employee should be referred to the University’s Occupational Health Service for advice without delay.

4.2 Fatigue and Stress

This may be secondary to visual or musculo-skeletal problems but may also be caused by such factors as poor job design or work organisation, high speed repetitive working and lack of control of the work by the user.  Related to this is unsatisfactory software design.  To reduce these factors training, consultation and involvement of the user in addition to design of the workstation have to be considered.
4.3
Eye effects 
There are no known adverse effects on the eye or eyesight due to DSE work.  However, some users experience temporary visual fatigue leading to eye discomfort and may require advice on reducing this effect.  Existing eye conditions are not made worse by DSE work, but it is logical to use the appropriate sight correction for such work, as would be expected with any other job needing visual skills.

4.4
Headaches

Work-related headaches among DSE users are most commonly related to problems of visual discomfort.

There are claims that the use of DSE may precipitate an attack of migraine in someone who is a migraine sufferer but these have not been substantiated and they seem unlikely to be valid.
4.5
Skin Rashes

This is rare.  There have been a small number of cases where skin rashes, particularly on the face appear to be connected with the use of DSE.  The exact cause is not known, but it seems possible that a combination of dry air, static electricity and individual susceptibility may be involved.  Simple measures such as using an approved moisturing cream, increasing the humidity or introducing more fresh air into the room may help.

4.6
Photosensitive Epilepsy 
Most people with epilepsy are completely unaffected by work with DSE.  Epileptic seizures have been triggered by TV viewing, but this photosensitive epilepsy is confined to a small proportion of the population.  However a cathode ray tube (CRT) display screen which is flickering or otherwise malfunctioning could trigger an attack in susceptible people, therefore any faults should be reported promptly and faulty equipment must not continue to be used.  LCD type screens cannot trigger a seizure in photosensitive individuals as they use a different display technology from CRT screens.  Persons known to be at risk are advised to consult their GP before using DSE for the first time. 
4.7
Radiation Effects

The National Radiation Protection Board (NRPB) considers that there is no significant risk to health associated with any radiation emissions from display screen equipment.  Therefore no special protective measures are needed to protect the health of people from such radiation.
4.8
Effects on Pregnant Women

There has been considerable concern about higher levels of miscarriage and birth defects reported among some groups of DSE users.  However, reliable studies have been unable to demonstrate any link between miscarriages or birth defects and DSE.  The NRPB considers that DSE radiation emissions do not put unborn children at risk.  Pregnant women need not stop working with Display Screen Equipment.  However, to avoid problems caused by anxiety, women who are pregnant or planning children and are worried about working with DSE, should talk to the University’s Occupational Health Physician.

5.
Responsibilities of the University
Employees who use DSE as a significant part of their normal work, and others, working about University business and under University control using DSE, must be protected from potential associated health hazards.  The University will ensure that it provides suitable equipment for DSE workstations and will carry out DSE Assessments on users and their workstations. Where employees are classified as "users" (for criteria see Appendix 1) under the Health and Safety (Display Screen Equipment) Regulations, the provision of eyesight tests and basic corrective glasses when needed solely due to use of DSE are additional measures which the University must apply.  The University also recognises its duty to students and casual users to provide suitable equipment in accordance with minimum requirements for workstations (see Appendix 2) and training in its safe use. 
5.1
DSE Workstation Risk Assessment

To secure the health and safety of employees who are DSE users so far as is reasonably practicable, the University operates a three level risk assessment process which is depicted in the flow chart provided at Appendix 3. 

5.2
Workstation Self Assessment by Users
The assessment process is relatively straight forward and it is recommended that this is carried out by the workstation user following appropriate training. Training in DSE workstation risks and good ergonomic practice can be completed by accessing the on-line DSE awareness training course at the Safety Service web page.  A paper based self assessment checklist (Appendix 4) should then be completed by the user.  It is the responsibility of Line Managers to ensure that employees for whom they are responsible have completed DSE awareness training and the DSE workstation self assessment checklist.  Where issues are identified these should be discussed with the user’s Line Manager and actions agreed to resolve any deficiencies identified through the self assessment.  In situations where issues cannot be easily resolved a second stage assessment should be completed by the departmental DSE assessor.
The guidance in section 6 in particular is intended to be read by users as a supplement to the assessment checklist where additional information is required.
5.3
Role of Departmental DSE Assessors
The Head of Department is responsible for appointing an appropriate person or persons within the department to undertake/co-ordinate the risk assessments.  However, whoever is appointed to carry out the assessments must be provided with appropriate training.  The University Safety Service is responsible for providing training in DSE workstation risk assessment, details of which are contained in the staff training and development handbook.  Additional training courses may be provided as and when required to facilitate the needs of individual departments.

Workstations must be assessed individually with the ‘user’ present.  The assessment checklist (Appendix 4) will be used to identify any personal characteristics which may affect the use of the DSE and provides a mechanism whereby each individual user can contribute to the assessment and comment on the suitability of their own workstation.

The assessor is responsible for producing a report summarising the findings of the assessment for management which highlights any deficiencies and identifies the action required to control or eliminate any identified risk to health or safety.

Following the risk assessment line management/supervision are responsible for implementing any identified actions to minimise or eliminate any risks to health.

The University Safety Service is responsible for monitoring the effectiveness of these arrangements.

5.4
Assessment by Occupational Health and Safety Service
Where, following a risk assessment of the workstation, a user is still experiencing health problems which they suspect relates to DSE use, and following reporting of the problem to their Line Manager, they should self refer to the Occupational Health Service for further advice. 
Where the Occupational Health Physician may require that the Safety Service undertake a further risk assessment of the workstation, a follow-up report of this assessment will be forwarded to the staff member’s Head of Department for action.

5.5
Assessment of Student Workstations

Departmental assessors must include in their assessment schedules, where necessary, the work and workstations of undergraduate and postgraduate students where they are obliged to use DSE for considerable periods of time because of their studies in facilities provided by the department.  It is the University’s policy that such work and workstations should meet at least the minimum ergonomic requirements set out in the Regulations (see Appendix 2) in regard to furniture equipment and environmental factors.  This typically for open access centres will require a generic assessment and not necessarily an individual workstation assessment.  Display screen workstations used by other students need only be reasonably comfortable; a firm, steady work-surface with sufficient space for copy and an ordinary, padded four-legged chair should provide adequate facilities.

5.6
Assessment of Workstations Used by Disabled Staff or Students.

The needs of the disabled person require to be properly addressed through a suitable and sufficient risk assessment which takes into account the nature and extent of their disability. Further advice for members of staff responsible for the provision of, and setting up of workstations for disabled persons will be provided from the Occupational Health and Safety Services in conjunction with the Disability Services Unit.

Wheelchair users are one group who have particular difficulty in accessing DSE workstations. Within the student open access centres a limited number of height adjustable workstations, sited close to the entrances will be provided by the Estates Department to accommodate wheelchair users. 

5.7
Work with Portable DSE
Portable DSE such as laptops, notebooks and personal digital assistants (PDA’s) do not comply with some of the minimum requirements for DSE workstations as the screen and the keyboard are not separable, and they encourage a poor posture which can lead to discomfort and musculoskeletal problems.  Therefore these portable devices should not be used in situations where a normal desktop PC could be used, and laptops should not be used for more than a couple of hours at a time even if the breaks and changes of activity advised in section 5.9 are being taken.

A docking station for the laptop with separate screen and keyboard is the best arrangement for users who need to use laptops within their office.  Alternatively a commercial laptop conversion pack consisting of several plastic blocks to raise the screen and a separate keyboard and mouse allow the user to adopt a better posture while working.  The Safety Service can supply departments, on loan for the purpose of evaluation, a height adjustable laptop riser, a mini USB keyboard and an optical USB mouse which offers an ergonomic solution for prolonged use of laptops.

When a laptop is used without attachments, the user should find a table or desk of suitable height and a supportive chair wherever possible.  Laptop users must be aware of the potential risks of extended laptop use at a workstation that does not facilitate them adopting good posture and working habits. 

It is clearly not practicable to use a Departmental Assessor to analyse each location where work takes place as the user travels around with their portable.  Risk assessment for portable DSE need only be recorded for example on the self assessment checklist where the portable DSE is in prolonged use.  This can be undertaken by the user provided they have been provided with sufficient information and training (refer to guidance on laptop selection and use Appendix 5).

5.8
Requirements for Workstations
Workstations must at least conform to the minimum standards laid down in the Regulations.  These standards cover equipment, furniture and the immediate workstation environment and are shown in Appendix 2 which is reproduced from the Health and Safety Executive's Guidance (L26) to the Regulations.  The self assessment checklist is designed to identify whether there are deficiencies in respect of any of these minimum standards. 

The Estates Department is responsible for the provision of seating and desks which meet this standard but only where they are specifically required for new employees.  Departments are responsible for funding the repair or replacement of defective seating or furniture where it is reported to Line Managers by users or identified through the assessment process. Departments are also responsible for funding any peripheral items (e.g. footrest, document holder etc) as determined by the risk assessment to meet the standard.
5.9
Rest Breaks

The purpose of a break from display screen work is to prevent the onset of fatigue.  To achieve this objective, Managers should (where practicable) seek to incorporate changes of activity into the working day.  Managers should make efficient use of human resources to ensure that alternative work is available at regular intervals.

There is no prescribed frequency or duration of breaks from display screen work.  Wherever possible, employees should be given the discretion to decide the timing and extent of off-screen tasks.  Employees who believe that their workload at a display screen does not permit adequate breaks should bring this to the attention of their Line Manager/Supervisor.

In some cases, Managers will have to rearrange job content to ensure that sufficient opportunities for breaks arise.  Managers may wish to bear this in mind when developing training and staff development plans.  The more diverse the training which staff receive, then the more options available to managers when arranging workloads.  Where practicable, breaks should be taken away from the workstation.  Fixed breaks should be avoided, unless there is no alternative, as they reduce flexibility for both management and the employee.

Users of display screen equipment are encouraged, and will be expected, to take the opportunities for breaks.  Managers should ensure that employees are not deterred or discouraged from taking breaks or changing work activity.  Failure to vary work will ultimately prove inefficient and lead to reduced productivity.

5.10
Eyesight Tests

Employees are entitled, but are not obliged to undergo, an appropriate eyesight test if they are a "user" of DSE, or upon a change of job or workload that brings them into the definition of a user. All such tests must be arranged through the University Safety Service.  
These tests are specifically for ‘users’ of DSE and are undertaken by the University appointed Optician (refer Appendix 6, USS guidance note on the provision of eyesight tests for DSE).  Repeat testing is provided; the frequency of the necessary re-testing will normally be two years, unless otherwise specified by the optometrist.
Early repeat testing may be provided where the employee’s medical advisor has reason to believe that they have visual difficulties that have arisen from the use of DSE. 
(a) Employees should note that these tests are limited to an assessment of the capability needed to see the screen, and are not a substitute for regular and more comprehensive tests that may be carried out by a high street optician.
Employees should understand that accepting the offer of testing through the University is not a method to avoid paying for a full eye test.  Those who normally wear spectacles or have visual problems not related to work with display screens must still take responsibility for their own visual health.
(b) Job changes - Where an employee transfers, or is promoted or otherwise moved to a job involving the use of DSE, he or she will be entitled to an eyesight test. This entitlement also applies where DSE work has now become a significant part of the job for an employee not previously considered a ‘user’ of DSE.
(c) Costs of testing – All agreed costs of eyesight tests will be met by the University, provided that the testing has been arranged through the University Safety Service and in accordance with the procedure.  Where an employee obtains a test independently and without the knowledge of the University, even if the test is specifically related to display screen use, the University shall not be responsible for the costs incurred.

(d) Supply of spectacles – Where the University’s appointed optician finds that spectacles are necessary specifically for the use of DSE, the employee will be offered a choice of standard frames and lenses at no cost to the employee.  The employee may however choose to purchase a more expensive (designer) frame and the current cost of the basic spectacles may be used to contribute toward the overall cost.

(e)    Care and replacement of spectacles – The employee will be personally responsible for the safekeeping of spectacles.  These are supplied in accordance with a statutory requirement, in the interests of health and safety.  It is an offence to interfere with, or misuse anything provided in the interest of health and safety. Employees are expected to show the same degree of care for spectacles as for any other item of University property.  Should however spectacles become damaged, the University is responsible for repair or replacement, unless deliberate negligence on the part of the employee is indicated.  Where there is a change in the employees visual defect, and this results in a change to prescription requirements, the University will bear the cost of replacement.

5.11
Information, Instruction and Training

The University will give sufficient information, instruction and training as is necessary to ensure the health and safety of employees who use DSE.

Users of display screen equipment must be given instruction and training about the health and safety aspects of this type of work.  There is often considerable overlap between this and the training necessary to do the job itself, (e.g. keyboard skills) and the degree of competence in use of the equipment can often have a considerable influence on the development of health problems.

In the University training in the safe use of computers and setting up computer workstations is available on line at the safety service web page.  Training is also provided by the Safety Service and may be booked through the Staff Training and Development Unit.

Training in the use of computer equipment is provided by the Computing Service and DSE users are encouraged to avail themselves of this.  Courses are available covering both use of hardware and the more common software packages used in the University.

Departments should also contribute to the training process and should emphasise the following matters to DSE users and supervisors:
· The type of health problems which can arise through use of DSE.

· The importance of periodic breaks during DSE work. 

· Arrangements within the Department for reporting problems with DSE 
work.

· Arrangements for requesting an eye test.

· Arrangements for identifying ‘users’ and carrying out risk 
assessments. 

Staff will receive this information at commencement of employment and subsequently at safety induction talks provided by the Department or the Safety Service.

Departmental Safety Advisors, staff nominated as DSE Workstation Assessors, Managers and Supervisors who are responsible for users of DSE will also be given appropriate training.

An ergonomics training package is available on loan by arrangement to Departments from the Safety Service.  The package contains a training manual and two video presentations; “in your own interest” for users of DSE and “it only takes a second” for Managers and Supervisors. 
An advice leaflet for DSE users entitled “are you sitting comfortably” in PDF format together with this code of practice and other information relevant to DSE use is available on the University Safety Service web page www.qub.ac.uk/so. 

6.
Prevention of Potential Health Effects
The working conditions which can be adjusted to prevent eyestrain, headaches, muscular discomfort and related stress and fatigue are as follows:-
6.1
Breaks/Changes in Activity
The avoidance of long periods of unbroken work with DSE will reduce the risk of eyestrain, headaches and muscular discomfort.  Momentary breaks to relax the hands, body and eye muscles roughly every ten minutes are particularly beneficial where the keyboard work is intensive. Refer to the guidance leaflet “Are you sitting comfortably” (which is reproduced in Appendix 7) for exercises to reduce stress.

Some work breaks are necessary in order to avoid effects on health and these can often be incorporated into jobs by just carrying out other tasks to break up a long spell at the DSE. 

In jobs where the vast majority of the work is at a screen and keyboard both the user and their manager need to ensure that changes of activity or rest breaks occur for at least 5-10 minutes every hour.

If users of DSE suffer from eyestrain or headaches and if the environmental factors discussed below appear to be satisfactory, then consideration should be given to the need for changing the frequency and length of breaks away from the DSE, or look more closely at the whole job.

6.2
Correct Positioning of the Display Screen in Relation to Lights and 
Windows
The correct positioning of the display screen in relation to lights and windows helps to avoid glare (an unpleasant brightness in the visual field) and reflections on the screen.  Both of these can lead to eyestrain and headaches.

The display screen should be placed if possible with the screen at right angles to fluorescent light tubes, that is, with the sides of the monitor parallel to the light tubes.  If rows of fluorescent tubes are present the display screen should be midway between two rows.  The screen can often be tilted or angled slightly to avoid reflections but this should not be at the expense of the user achieving a good working posture.

In most DSE workstations the brightest sources of light are the windows but attention to the following should eliminate them as a source of glare and reflections on the display screen:-
Display screens ideally should not be placed with a window immediately in front or behind them.
The screens should be situated at right angles to windows where possible.

Screens should not be placed too near windows.

In some cases it may be necessary to provide blinds or curtains to shield windows under some light conditions.  It is best if these are in a neutral colour.

Before DSE equipment is installed in a room careful consideration should be given to positioning it most effectively in relation to lights and windows.  If reflectance and glare occur on screens they can usually be eliminated by making adjustments in line with the above recommendations.  A mirror with the back held flat against the screen can be a useful aid if difficulty is found in locating a source of glare/reflection.
6.3
Lighting Level and Quality
Naked fluorescent lights produce glare and should not be used in rooms with DSE.  Diffusers should be fitted to all tubes.

The light level which is suitable for office work with paper documents is higher than that most suitable for reading a display screen.  The ideal light level for paper work is above 500 lux but the level suited to most DSE work is 300 lux.  This conflict can usually be dealt with by providing a level of 300 lux to not more than 500 lux at the display screen by combining natural and artificial lighting with any necessary blinds or screens.  Paperwork can be illuminated at levels greater than 500 lux by individual lights, taking care to position or screen them to prevent glare; dimmers on these lights are often an advantage.

Lighting levels are often a matter of personal preference.  Anybody who thinks that lighting is causing difficulty in their work with DSE should consult the Occupational Hygienist at the University Safety Service who can measure lighting levels where necessary.

6.4
Other Factors Connected with Preventing Glare
Correct attention to lighting level and position will do much to prevent glare on the screen.

It can also be important to eliminate reflecting surfaces from the vicinity of the display screen. Good quality keyboards will have matt surfaces.  The surface of the desk on which the display screen stands should also be matt rather than glossy and should not be too light in colour.

Various types of devices are available for fitting over display screens to decrease glare.  This should be seen as a less satisfactory way of treating the problem because each type has its own disadvantage in reducing the quality of the screen images.  The personal preference of an operator, however, may make the installation of such a device an acceptable solution. Such a device is provided by the user’s Department The modern flat screen and LCD type screens are very good at minimising glare problems and eliminate the need for anti-glare screens.
6.5
 Avoidance of Muscular Discomfort by Proper Design of the Workplace
The components of any DSE workstation should be easily adjustable.  This applies particularly to the positions of the screen, keyboard and chair, and using a document holder or footrest where appropriate.  Ease of adjustment is as important as adjustability.

This will allow different people to use the equipment comfortably.  It is also important that individual users can adjust their posture easily and frequently to avoid muscle pains. Document holders are an essential aid where copy typing or transfer of data from documents to the screen is a frequent task.  The distance between the eye and the screen, the keyboard and the document holder should be as far as possible, equal.  It is usually recommended that document holders are positioned as near to the screen as possible and that they should stand at approximately the same angle.

The diagram in the leaflet ‘Are you sitting comfortably’ (Appendix 7) gives an indication of optimal seating and posture for display screen work.  A large amount of literature exists on the ergonomics of designing DSE workplaces and the references in the bibliography can give a guide to further information in this area.

Even the idealised seating and posture shown will lead to discomfort if it has to be maintained for long periods.  It is therefore important to provide a workstation whose different components can be easily adjusted to allow the working posture to be altered as frequently as necessary.  It should be possible to make all the common adjustments from the working position.

6.6
Layout of DSE Workstations
Before a display screen and its associated equipment such as printers are installed it should be recognised that it will require to be carefully positioned in relation to lights, windows and any other DSE.  More electrical cables will be involved as compared with other office equipment and thought will have to be given to the best method of avoiding trailing cables on the floor and close to working surfaces. Cable management devices must be used to cover cables where there is no alternative to cables crossing walkways.
7.
Dealing with Health & Safety issues arising from DSE Use
Management are encouraged to promote a climate of open reporting for health and safety problems.  Where an employee raises a matter related to health and safety in the use of DSE, the Line Manager must:


(a)
take all reasonable steps to investigate the circumstances.

(b)
take corrective measures where appropriate.


(c)
advise employees of the actions taken.


Where a problem arises in the use of DSE, the employee must:


(d)
inform their line Manager or Departmental Safety Advisor immediately 


and 


(e)
in the case of an adverse health or medical condition, inform the 



Occupational Health Service, 5 Lennoxvale, Telephone 9097 5020
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