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Workstation & Display Screen Equipment

Policy Statement

It is the policy of Post Polio Support Group (PPSG) to take all reasonable and necessary steps to secure the health and safety of staff who work with Display Screen Equipment (DSE).  This policy is in accordance with requirement contained within The Safety Health & Welfare at Work (General Application) Regulations 1993.  (For definition of “employee / user”, “workstation” and “display screen equipment” – see Appendix A.)

PPSG acknowledges that health and safety issues may arise from the improper or inappropriate use of this equipment.  It is the intention of PPSG to ensure that any risks are reduced to a minimum.

Whilst it is generally recognised that the use of DSE can be undertaken without undue risks to health, it is appreciated that some people may have genuine reservations and reserves.  PPSG will therefore seek to give information and training to enable a fuller understanding of these issues.

The implementation of this policy demands the total co-operation of all members of management and staff.  There will be full consultation with employees and their representatives as appropriate.

Equipment Standard

All furniture and equipment for DSE use, and the immediate surrounding environment must conform to BS 7179 (Ergonomics of design and use of visual display terminals in offices) or BS EN 24291 and Schedules in The Safety, Health & Welfare at Work (General Application) Regulations 1993.

Arrangements for Securing Health and Safety

PPSG will (in consultation with staff):-

1. Arrange for all workstation furniture and equipment to be assessed for the purpose of providing a comfortable and safe working environment.  The assessment will take into consideration; the display screen equipment, the furniture, the working environment and the user.  Workstations regularly used at home for PPSG business, regardless of ownership, will also be subject to assessment.

2. Take all reasonably practicable measures to remedy any significant risks found as a result of an assessment.

3. Take steps to incorporate changes to tasks within the working day, to prevent intensive continuous periods of on-screen activity.
4. Review software to ensure suitability to the task.

5. Arrange for the provision of:

a) eyesight screening, or

b) an eye and eyesight test by an optometrist or similarly qualified practitioner;

     upon recruitment to a position requiring the use of DSE and thereafter at the interval recommended by the person carrying out the previous test, and upon request where a visual problem is experienced.

6. Arrange for the free supply of basic corrective appliances (usually glasses) where required specifically for working with DSE, or a monetary contribution of equal value that can be put towards more expensive glasses.

7. Advise existing staff, and persons applying for work with DSE, of risks to health and how these are to be avoided.

8. Provide comprehensive information about the safe use of DSE to all new staff upon joining PPSG.

9. Provide professional ergonomic advice and support where necessary, to ensure the prompt and effective resolution of ergonomic problems which may arise.

Procedures for dealing with Health and Safety Issues
Where an employee raises an issue related to health and safety in the use of DSE,  PPSG management will:

1. Take all necessary steps to investigate the circumstances,

2. Take corrective measures where appropriate,

3. Advise the employee of actions taken.

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

1. Inform a responsible person immediately.
2. In the case of adverse health condition, advise his / her own General Practitioner without delay.

Information and Training

PPSG will give sufficient information, instruction and training as is necessary to ensure the health and safety of workers who use DSE.  Where relevant, this provision also applies to persons not in direct employment, e.g. temporary staff and contractors.  The ergonomics of DSE use will be adequately covered in induction training, mandatory for new starters.

Appropriate training will be made available to all managers, supervisors, and safety representatives who are responsible for users of DSE.

Eye and Eye Sight Tests

Pre –employment

PPSG will arrange for vision screening to be carried out prior to an offer of employment.  Where results indicate that glasses may be specifically required for DSE work, together with confirmation of employment in a position which requires the use of such equipment, PPSG will arrange for a full eye and eye sight test and, where necessary, the supply of glasses.

Job Changes

Where an employee transfers to a job involving the use of DSE, he / she will be entitled to vision screening or an eye and eyesight test.  This entitlement also applies where DSE has become a significant part of the work for an employee not previously considered a regular user.

Regular Eye and Eyesight Tests

Employees are entitled to vision screening or an eye and eyesight test at intervals recommended by the person who carried out the previous test.

Visual Discomfort

Where an employee experiences visual difficulties, and has reason to believe that these may be caused by work with DSE, PPSG will offer an eye and eyesight test upon request.

Costs of Testing

The costs of an eye and eyesight test will be met, provided that testing has been arranged through your supervisor or line manager

Where an employee obtains a test independently and without the knowledge of PPSG, even if the test is specifically related to DSE use, PPSG will not be liable for costs incurred.

Supply of Glasses

Where glasses are found necessary, specifically for the use of DSE, PPSG will make a contribution to cover the basic cost of a standard frame and lenses, or be put towards a more expensive model.  Evidence of intended purchase must be produced.

Care and Replacement of Glasses

The employee is personally responsible for the safekeeping of glasses.  It is an offence to interfere with, or misuse, anything provided in the interests of health and safety.  Employees are expected to show the same degree of care for glasses as for any other item of PPSG property.  Anybody failing to observe this requirement may be subject to existing disciplinary procedures.

Where there is a change in the employee’s visual defect, and these results in a change in prescription requirements, PPSG will bear the cost of replacement subject to the procedures outlined above.

Rest Breaks

The purpose of a break from DSE work is to prevent the onset of fatigue.  To achieve this objective, PPSG will seek to encourage staff to incorporate changes of activity into the working day.

There is no prescribed frequency or duration of breaks from DSE work.  Where possible, users will be given discretion to decide the timing and extent of off-screen tasks.

Any employee who believes that the DSE workload does not permit adequate breaks should bring this to the attention of management.

Users of DSE are encouraged, and will be expected, to take the opportunities for breaks, at least every 2 hours.

Radiation and Pregnancy

Employees using DSE are not at risk from radiation

Scientific research has concluded that such concerns are unjustified.  No adverse health effects have been found to arise from the use of DSE.  Thus, there is no reason for a person who is pregnant, or is seeking to become pregnant to avoid working with such equipment.

PPSG acknowledges that some employees may not be fully convinced by these assurances.  It is recognised that, where an employee has a genuine concern, this can contribute to stress and ill health.  The policy is therefore that any pregnant employee may request a temporary transfer, or a reduction in the volume of DSE work they undertake for the duration of the pregnancy.  However there can be no guarantee that it will be possible to find alternative employment.

An employee who is concerned about the use of DSE should consult their supervisor or line manager. 
Training

Each employee who uses DSE will be given sufficient training to enable him / her to work without risk to health.

Safe System of Work

Badly adjusted furniture or equipment can result in discomfort and can even lead to disability in extreme circumstances.  Poor work design can cause or aggravate these conditions.  Unnecessary discomfort can be avoided by adopting the following simple precautions:-

1. Make sure all furniture and equipment is functioning correctly,

2. Adjust furniture and equipment so that they are comfortable when working

3. Take the opportunities to vary activities, breaking up long periods of DSE work.

4. Use the entitlement to vision screening or eye and eyesight tests.

5. Report symptoms of discomfort or ill health as soon as they become apparent

6. Inform management of additional training that would be of benefit, e.g. in the software application used.

7. Do not tamper with electrical equipment – ask for assistance.

Summary Statement

DSE has made a significant contribution to working life, and can be used in complete safety where a few common sense measures are taken.  The three most important steps are to:-

1. Adjust furniture and equipment to suit need, do not ask the employee to adjust their posture to suit the workstation.

2. Do not allow the employee to adopt a static posture and avoid prolonged DSE work without a change in activity.

3. Always report problems with furniture, equipment or health as soon as they arise.

Appendix A

Definition of Employee:-

“employee” means an employee who habitually uses display screen equipment as a significant part of his / her work.  Employee does not include employees engaged in maintenance (unless they satisfy the preceding condition) or cleaning of display screen equipment.  The following will help in deciding whether an employee is covered by the Regulations:-

a) if the employee has no choice but to use the display screen equipment to carry out his / her work

b) if the employee normally uses the display screen equipment for continuous periods of more than one hour.

c) If the display screen equipment is generally used by the employee on a daily basis.

For the purpose of this policy statement the term employee and user are synonymous.

Definition of Workstation:-

“workstation” means an assembly comprising display screen equipment, which may be provided with a keyboard or input device or software (or a keyboard or input device and software) determining the operator and machine interface, and this includes optional peripherals such as diskette drive, telephone, modem, printer, document holder, work chair, and work desk or work surface and the immediate environment of the display screen equipment.

Definition of Display Screen Equipment:-

“display screen equipment (DSE)”  covers computer screens, microfiche readers and applies to conventional cathode ray tubes (CRT’s) and other display processes such as liquid crystal displays.  Displays when showing films, videos, television pictures or when for surveillance purposes are not covered.  However display screens capable of being used for a range of functions such as video viewing, as a television screen, as well as for word processing or viewing or data and graphics will for PPSG purposes be considered as covered where there is a greater use for data and graphics.

It should be noted that the term Visual Display Unit (VDU) is for the purpose of this policy synonymous with display screen equipment (DSE).
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