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Display Screen Equipment (DSE)
DSE user checklist
Please read the DSE Procedure and Guidance for Managers and Employees, then complete the DSE instruction package ‘Working with Display Screen Equipment’ and adjust your workstation and routine as recommended.  Discuss any issues highlighted by this checklist with your manager and implement solutions where possible.  If any problems remain contact your Health & Safety Co-ordinator.
	Name 


	
	Workstation location
	

	Job title


	
	Date
	

	DSE type, e.g. PC, laptop
	% Working time using a display screen
	Shared, ‘hot desk’, or fixed workstation

	
	
	


	Chair
	Yes
	No

	Is your chair comfortable?
	
	

	Does it have a stable, 5-pronged base with castors?
	
	

	Can you adjust the seat height and tilt?
	
	

	Can you adjust the back rest height and tilt?
	
	

	Have you adjusted the chair for your comfort?
	
	

	When seated are your feet flat on the floor?
	
	

	When seated are your forearms horizontal and eyes level with the top of the screen?
	
	


	Desk
	Yes
	No

	Is the work surface large enough for all necessary equipment and documents?
	
	

	Is the space under your desk kept clear to allow movement?
	
	

	Is the work surface free from glare?
	
	

	Can the keyboard be tilted?
	
	

	Is there space in front of the keyboard to rest your arms?
	
	

	Do you need to stretch to reach your mouse?
	
	


	Screen
	Yes
	No

	Can you adjust the height of your screen?
	
	

	Does your screen swivel and tilt?
	
	

	Is the screen clean and free from glare?
	
	

	Is the display clear & free from flicker?
	
	

	Can you adjust the brightness, contrast and size of characters?
	
	

	Are there adjustable window coverings and are they in adequate condition?
	
	


	Mobile devices
	Yes
	No

	Is the device suitable for the tasks it is used for?
	
	

	Is a separate keyboard available for use?
	
	

	Can the screen be raised to a comfortable height and tilt?
	
	


	Environment
	Yes
	No

	Is there enough room to change position and vary movement?
	
	

	Is the work area clean, tidy and free from trip hazards?
	
	

	Is the light level sufficient?
	
	

	Is the temperature comfortable?
	
	

	Are levels of noise comfortable?
	
	


	Health
	Yes
	No

	Do you take regular stretch/walk breaks or change work activities?
	
	

	Have you experienced any visual problems using DSE? 
	
	

	Have you had an eye test in the last 2 years?
	
	

	Do you have any discomfort or other symptoms which you attribute to working with DSE?
	
	


DSE work does not cause damage to eyes or eyesight but if you are experiencing visual discomfort whilst using DSE you should arrange to have an eye and vision test with an optician.  Eye tests are provided to ensure that users can comfortably see the screen and work effectively without visual fatigue. You will need the signature of your manager or Health and Safety Co-ordinator before arranging an appointment.
Eye and Eyetest Examination form is available on the RGU Health and Safety webpages
	Summary

	Do you currently use any DSE accessories and have they increased your comfort?

	

	Has the checklist covered all the problems you may be experiencing working with DSE?

	

	Please discuss any remaining concerns or request for DSE accessories with your manager.

	Manager/Health & Safety Co-ordinator comments


	

	If further advice is needed please contact the Occupational Health & Environmental Safety Department.

	OHES comments

	

	Please sign as indicated and return to your Health & Safety Co-ordinator

	DSE user signature


	
	Date
	

	Health & Safety Co-ordinator signature


	
	Date 
	


Please complete a further checklist if there are any significant changes to your health, DSE workstation, role, office location or environment.
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