	COMPANY:
	
	DATE:
	

	DISPLAY SCREEN EQUIPMENT - WORKSTATION ASSESSMENT



	Location of Workstation
	
	Record No
	

	
	
	
	

	User Name
	
	
	

	
	
	
	

	Environment
	YES/NO

	1.
	Space
	

	
	Is there sufficient space (legal minimum 11m3), with enough storage, to 

enable easy access to the workstation?
	

	
	Does the space permit reasonable variation in the position of furniture 

and equipment?
	

	2.
	Lighting
	

	
	Is there adequate lighting for all tasks?


	

	
	Is lighting variable to suit ambient conditions?


	

	
	Is the lighting arranged to avoid reflection and glare from falling 

upon the screen and other equipment?
	

	
	Have desk lamps (or other local task lighting) been supplied where 

necessary?  If not applicable, state N/A.
	

	3.
	Reflections and glare
	

	
	Have adjustable window blinds (or an alternative type of easily 

adjustable covering) been fitted? If not applicable, state N/A.
	

	
	Are wall surfaces designed to minimise reflections from falling upon the 

workstation?
	

	
	Have other fixtures and fittings been positioned to avoid reflections 

upon the workstation?


	

	
	Where the need cannot be avoided, has an appropriate screen filter been 

supplied? If not applicable, state N/A.
	

	4.
	Noise
	

	
	Have noisy pieces of equipment (printers, etc) been fitted with a sound 

proof hood, or been moved away from the workstation?
	

	
	Have all other sources of noise been reduced to prevent distraction and 

interference with speech?
	


	5.
	Temperature
	

	
	Is the temperature maintained at a level that ensures operator comfort?


	

	
	Have all sources of excess heat (ie those likely to cause injury or 

discomfort to operators) been eliminated or suitably controlled?
	

	6.
	Humidity
	

	
	Is an adequate level of relative humidity maintained?


	

	7.
	Radiation
	

	
	Is work equipment in a good state of repair, thus ensuring the 

minimisation of radiation, other than visible light?
	

	
	
	

	Display Screen Equipment
	YES/NO

	8.
	Display screens
	

	
	Does the display screen have easily adjustable controls for brightness 

and contrast?
	

	
	Is it possible to easily tilt and swivel the screen?


	

	
	Does the screen stand upon an adjustable table, or is it possible to 

achieve the correct height by other means?
	

	
	Is the screen free from reflections or glare?


	

	
	Is the image on the screen stable and free from flicker?


	

	
	Are the characters well-defined and of adequate size, and is there 

adequate space between individual characters and lines of text?
	

	
	Is it possible for the operator to easily alter the position of the screen, 

having regard to its size and weight and electrical cabling?
	

	
	Is cabling concealed and safe?


	

	9.
	Keyboard
	

	
	Is the keyboard separate from the screen?


	

	
	Is it possible to adjust easily the angle of tilt of the keyboard?


	


	
	Are the key symbols clear?


	

	
	Does the keyboard have a matt surface?


	

	
	Is there adequate space at the front of the keyboard to provide support 

for the hands and arms of the operator?
	

	
	Is the keyboard designed for ease of use? 


	

	10.
	Other equipment
	

	
	Has a document holder been provided where necessary, and is it 

adjustable to suit the requirements of the operator?  If not applicable, state N/A.
	

	
	Has all other equipment (eg mouse, central processing unit, modem, 

telephone) been assessed for suitability?
	

	
	
	

	Furniture
	YES/NO

	11.
	Work surface
	

	
	Is the desk or work surface sufficiently large to allow a flexible and 

comfortable arrangement of all work equipment?
	

	
	Does the surface have a matt finish to prevent reflections?


	

	
	Is the height of the desk or work surface suitable for use with display 

screen equipment? (70 cm)
	

	
	Is there sufficient space below the work surface to enable the operator to 

achieve a comfortable position?
	

	12.
	Chair
	

	
	Is the chair stable and does it allow easy freedom of movement?


	

	
	Is it possible to adjust easily the height of the seat, the height of the 

backrest and the angle of the backrest?
	

	13.
	Other furniture
	

	
	Has a footrest been made available is necessary? If not applicable, state N/A.


	

	
	If display screen equipment or any peripheral equipment is placed upon 

shelves, cupboards, filing cabinets, etc are these secure and stable?  If not applicable, state N/A.
	

	
	
	


	Operator / Computer Interface
	YES/NO

	14.
	Software design
	

	
	Is the software suitable for the task?


	

	
	Is it easy for the operator to understand how to use the software?


	

	
	
	

	Training
	YES/NO

	15.
	Operator training
	

	
	Has adequate training been given in the possible risks arising from the 

use of display screen equipment?
	

	
	Has the operator been given adequate training in how to adjust the 

position of furniture and equipment at the workstation?
	

	
	Is the operator encouraged and able to take regular breaks from on-screen activities?


	

	
	Does the operator know how to use the brightness and contrast controls 

on his or her screen?
	

	
	Has the operator been trained in the importance of adopting a 

comfortable posture at the workstation?
	

	
	Has the operator been trained in the procedures to follow, where it is 

believed that a health and safety problem has arisen at the workstation?
	

	
	Is the operator trained in how to recognise visual or postural fatigue, and 

how to respond?
	

	
	
	

	Laptop computers should not be used as the main tool of work when full sized equipment is available.  Users should be trained how to minimise the risks.  This includes sitting comfortably at the screen so it can be seen clearly with minimal reflections, and taking frequent breaks if work is prolonged.  Wherever possible, portables should be placed on a firm surface at the right height for keying.



	Assessed by: __________________________________
	Date: _____________________


	COMPANY:
	


DISPLAY SCREEN EQUIPMENT SELF-ASSESSMENT CHECKLIST

Name: __________________     Department: _________________     Date: ____________

The completion of this checklist will enable you to carry out a self-assessment of your own workstation.  Your views are essential in order to enable us to achieve our objective of ensuring your comfort and safety at work.  Please circle the answer that best describes your opinion, for each of the questions listed.  The form should be returned to ________________ _______________ as soon as it has been completed.

	Environment

	1.
	Lighting

	
	Describe the lighting at your usual workstation.

	
	about right
	too bright
	too dark

	
	Do you get distracting reflections on your screen?

	
	never
	sometimes
	constantly

	
	What control do you have over local lighting?

	
	full control
	some control
	no control

	2.
	Temperature and humidity

	
	At your workstation, is it usually:

	
	comfortable
	too warm
	too cold?

	
	Is the air around your workstation:

	
	comfortable
	too dry?

	3.
	Noise

	
	Are you distracted by noise from work equipment?

	
	never
	occasionally
	constantly

	4.
	Space

	
	Describe the amount of space around your workstation.

	
	adequate
	inadequate


	Furniture

	5.
	Chair

	
	Can you adjust the height of the seat?

	
	yes
	no

	
	Can you adjust the height and angle of the backrest?

	
	yes
	no

	
	Is the chair stable?

	
	yes
	no


	
	Does it allow movement?

	
	yes
	no

	
	Is the chair in a good state of repair?

	
	yes
	no

	
	If you chair has arms, do they get in the way?

	
	yes
	no

	6.
	Desk

	
	Is the desk surface large enough to allow you to place all your equipment where you 

want it?

	
	yes
	no

	
	Is the height of the desk suitable?

	
	yes
	too high
	too low

	
	Does the desk have a matt surface (non-reflectant)?

	
	yes
	no

	7.
	Footrest

	
	If you cannot place your feet flat on the floor whilst keying, has a footrest been 

supplied?

	
	yes
	no
	N/A

	8.
	Document Holder

	
	If it would be of benefit to use a document holder, has one been supplied?

	
	yes
	no
	N/A

	
	If you have a document holder, is it adjustable to suit your needs?

	
	yes
	no
	N/A


	Display Screen Equipment

	9.
	Display screen

	
	Can you easily adjust the brightness and the contrast between the characters on screen 

and the background?

	
	yes
	no

	
	Does the screen tilt and swivel freely?

	
	yes
	no

	
	Is the screen image stable and free from flicker?

	
	yes
	no

	
	Is the screen at a height which is comfortable for you?

	
	yes
	no


	10.
	Keyboard

	
	Is the keyboard separate from the screen?

	
	yes
	no

	
	Can you raise and lower the keyboard height?

	
	yes
	no

	
	Can you easily see the symbols on the keys?

	
	yes
	no

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

	
	yes
	no

	11.
	Software

	
	Do you understand how to use the software?

	
	yes
	no

	12.
	Training

	
	Have you been trained in the use of your workstation?

	
	yes
	no

	
	Have you been trained in the use of software?

	
	yes
	no

	
	If you were to have a problem relating to display screen work, would you know the 

correct procedures to follow?

	
	yes
	no

	
	Do you understand the arrangements for eye and eyesight tests?

	
	yes
	no

	
	

	Any other comments?




	COMPANY:
	


DISPLAY SCREEN EQUIPMENT RECORD OF EYE AND EYESIGHT TESTS

	Name
	Department
	Date
	Glasses
	Signed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	COMPANY:
	


DISPLAY SCREEN EQUIPMENT RECORD OF WORK STATION ASSESSMENTS

	Name
	Date
	Action Required
	Completed
	Signed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	COMPANY:
	


DISPLAY SCREEN EQUIPMENT  -  USER LISTING

	USER NAME
	DEPARTMENT
	DATE JOINED
	DATE LEFT
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