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TITLE:
HEALTH AND SAFETY: 


DISPLAY SCREEN EQUIPMENT - DSE

PURPOSE:
To ensure that the DSE legislation is complied with in the business area of Cardonald College.


To ensure that the Health and Safety of staff using DSE is not compromised.

RESPONSIBILITY:
For ensuring DSE in their areas has been identified and employee workstations assessed – Faculty Heads and Unit Line Managers


For ensuring that all employee workstations are appropriately appraised – Health and Safety Adviser.


For deciding which employees should be deemed “designated users” – Health and Safety Adviser in consultation with employee and Line Manager.


For arranging eyesight tests for “designated users” requesting this service – Faculty Heads and Unit Line Managers.
DEFINITIONS:
Display Screen Equipment:

Comprise screens; mainly used to display line drawings, graphs, charts or computer generated graphics.  Screens mainly used to display television or film pictures do not come under the DSE Regulations.

 
Workstation:


An assembly comprising display screen equipment and software, optional accessories to the display screen equipment, peripherals (e.g. disk drives, telephone, modems, desks, chairs, document holders), and the work environment immediate to the display screen equipment.


User:


An employee who habitually uses display screen equipment for a significant part of normal work; where the person has no discretion regarding use or non-use of display screen equipment; where fast information transfer is an important requirement of the job; and where a high level of attention and concentration is necessary to perform well.

APPENDICES:
Forms

Display Screen Equipment Workstation Checklist (HS-DSEWC)
RELATED

INFORMATION:
Health & Safety at Work Act etc 1974


Health and Safety (Miscellaneous Amendments) Regulations 2002


Health & Safety Display Screen Equipment Regulations 1992

ORIGINATED
APPROVED

DATE


Health and Safety Committee
1.0
STAFF
1.1
It is the intention of the Board of Management of Cardonald College to reduce any risks from use of DSE to a minimum level.

1.2
To help achieve Cardonald College procedures on DSE, an e-learning facility will train and enable staff to assess their workstations. Issues highlighted will involve the H&S Adviser and appropriate line managers in discussions to resolve staff concerns.
1.3 Line Managers will ensure that designated users will have their work routines set up such that changes in work activity will reduce the time periods spent operating the DSE.

1.4 Short breaks of 5 – 10 minutes hourly are recommended for designated users, to carry out alternate duties away from the DSE.

1.5 The breaks away from DSE cannot be accumulated to give longer breaks.

1.6 A break does not signify in this context a period when no work is done.

1.7 It will be the responsibility of the Line Managers to ensure the breaks are taken regularly.

1.8 Employees who are deemed designated users are entitled, but not obliged, to undergo eye tests.  Eye tests will be arranged, as soon as possible, by the Line Manager. The cost of eye tests will be covered by the Health and Safety budget. 

1.9 Newly appointed users should be advised on health and safety issues relevant to DSE work and offered an eyesight test before becoming a user.

1.10 These tests will be repeated at regular intervals on the advice of the optician who has been asked to give employees the eyesight test for DSE designated users.  This differs from a normal eyesight test.

1.11 When spectacles are prescribed specifically for work with DSE, Cardonald College will provide them at the basic cost of suitable lens and frames.

1.12 This will not include those termed “designer frames”, the extra cost of which will be funded by the employees themselves.

1.13 Office lighting will be maintained in accordance with DSE regulations.

1.14 Glare or reflections on VDU screens will be eliminated if possible either by changing the workstation arrangement, by fitting blinds or curtains, or by the provision of glare inhibitor screens. Employees will be consulted as to the best method to use.

1.15 Designated users will be informed or advised on why it is necessary to make such changes and of their responsibilities in properly using the DSE supplied.

1.16 As each workstation is set up to cater for and to suit individual needs, co-operation will be required of the users.

1.17
Line Managers will be responsible for ensuring that chairs, footrests, document holders, etc. are provided if the assessment shows the need.

2.0
STUDENTS
2.1
All persons supervising students working with DSE will ensure the basic rules governing DSE are observed.

2.2
Students will be advised to take short breaks every hour if a prolonged period of use of DSE is proposed i.e. a five-minute break in every hour would suffice.

2.3
Students will be advised in the induction course presented by the lecturer to seek eyesight tests should work involving the use of DSE be giving eyestrain or headaches.

2.4
Students will not be entitled to receive eyesight tests or corrective equipment from Cardonald College.
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