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BFG SHEF MANUAL - PART 2 – LEAFLET 35

Leaflet 35 - Working with Display Screen Equipment (DSE)
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Leaflet 35 - Working with Display Screen Equipment (DSE)

Introduction

1. In Reference A MOD sets out direction for the use of Display Screen Equipment (DSE) and states that the provisions of Reference B are applied to its undertakings worldwide. British Forces Germany are also obliged to comply with relevant host nation standards for DSE at Reference C.  In principle,  DSE regulations for UK and Germany are essentially based on the same EC Directive (No 90/270/EEC of 29 May 1990). However Host Nation guidance, Reference D, is far more detailed than Reference C; relevant aspects of that guidance have been included in this leaflet.

Definitions

2. MOD defines a DSE user as anyone who uses DSE for an hour or more on a daily basis. Note that this is a more specific standard than host nation law which only states ‘considerable duration’. Within BFG all staff, irrespective of their employment status, will be assessed against the UK user time standard.
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Aim

3. The aim of this leaflet is to provide direction and guidance on the use of DSE for Commanding Officers/Heads of Establishment, Line Managers and employees in BFG which is compliant with UK standards, where reasonably practicable, and with relevant host nation standards
.  

Scope

4. DSE regulations are not limited to typical office situations or computer screens but also includes: lap-tops, CCTV control rooms; screens mainly used to display line drawings; graphs; charts or computer-generated graphics; electronic display systems; Personal Data Access (PDA) and smart-phones etc. The definition of DSE covers any work equipment having a screen that displays alphanumeric or graphical information; this information may be displayed using cathode ray tube (conventional) or flat panel (liquid crystal/plasma) screens, touch-screens, or any other emerging technologies but does not include such things as calculators or measurement displays etc. 
5. In a normal office situation, a DSE workstation will comprise of a screen, keyboard, other parts of the computer and its accessories (mouse, or other input device), the work surface (desk), chair and other office furniture as well as the immediate work environment; however, radar operator workstations, CCTV consoles, portable DSE, etc may also be classified as DSE workstations. 
Duties

Commanding officers
6. The Commanding Officer
 (CO) shall ensure that all DSE workstations are subject to suitable and sufficient DSE workstation assessments undertaken by competent persons (having any necessary training and experience appropriate to the workstation(s) being assessed); all required corrective actions implemented; and records kept. 

Line Manager (LM) 
7. The term “Line Manager” is defined as the person with direct responsibility for the safe conduct of the work activity. For military activities this will usually lie within the Chain of Command. 
8. LMs shall ensure that all DSE users undertake appropriate DSE training for the equipment/workstation being used.
	Guidance

For general office DSE this training is provided by Defence Academy (V397 Display Screen Equipment) and can be accessed on line through the Defence Learning Portal. DSE refresher training should be undertaken at least every two years or when there is a significant change to the DSE, workstation or software. 


9. If a workstation is provided by the MOD for staff who are not directly employed by MOD but are undertaking MOD business (e.g. agency workers, placement students), the LM shall ensure that they receive/have received adequate training and that the appropriate DSE assessments are completed. 
10. Once training has been completed, LMs shall ensure that the work activities of each DSE user (including remote workers - see BFG SHEF Manual Part 2 Leaflet 41) are assessed using the DSE User Assessment form (MOD Form 5016); these assessments shall be signed to confirm acceptance of the assessment findings and the recommended actions. 
11. LMs shall ensure that all DSE workstations (routinely used by staff under their control) that are not already subject to a generic workstation assessment (including remote workers - see BFG SHEF Manual Part 2 Leaflet 41)  are individually assessed using the DSE Workstation Assessment (MOD Form 5013) and signed by the LM to confirm acceptance of the assessment findings and the recommended actions. 
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12. It is the responsibility of the LM to ensure that the recommended actions identified in the DSE assessments are implemented in a timely manner and that the assessments are reviewed when required; if sufficient resources are not readily available to fully resolve an issue, the LM shall pass the requirement up their chain of command.
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13. LMs shall ensure that the demands of the workload on DSE users allow them to take regular and frequent breaks from using a screen; ideally breaks should allow the user the chance to move or change their posture. Where the nature of the DSE work prevents user’s discretion about when to take a break, the LM shall ensure that the task is designed to incorporate regular breaks; this can be a change of work activity where the use of a screen is not required. If a DSE user is not taking regular breaks then the LM must explain the need for regular breaks and ensure that they are taken. In safety critical or emergency situations the operational need shall take primacy over the need for strict adherence to taking breaks.
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Users (staff) 

14. All DSE users with access to the Defence Academy shall undertake DSE training (Defence Academy course V397 (DSE)) and inform their LM when they have successfully completed it. 
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15. Staff shall complete a user DSE assessment (using MOD Form 5016) and should take into consideration any DSE related conditions they may have and activities undertaken outside of the workplace (e.g. hobbies, domestic activities) that may exacerbate any such condition. 
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16. The DSE User assessment shall be signed by the user and the LM to confirm acceptance of the assessment findings and the recommended actions. It is the responsibility of the user to comply with control measures put in place and make any necessary user adjustments to the workstation, taking regular breaks where practicable. 
17. Staff may request a regular eyesight test (recommended at two yearly intervals) or if they suspect that they may require spectacles specifically for use with DSE. This shall be actioned in accordance with policy set out in this leaflet.

Assessing the risk 

Workstation Assessment 

18. The main health risks of working with DSE are: 
a. musculoskeletal disorders e.g. backache, upper limb disorders such as pains in neck, arms, wrists, fingers, tendons, ligaments, or nerves; 
b. visual fatigue e.g. eye strain, dry eyes; and 
c. mental disorders e.g. stress. 
19. For units/establishments with a uniform workstation configuration (desk, monitor, keyboard, mouse, software, chair etc) or workstations (including docking stations) used for “hot desking” a single generic workstation assessment (using MOD Form 5013) defining the platform/building that it relates to should be sufficient. However, unique DSE workstations (e.g. with orthopaedic furniture), workstations with unique software, or laptops (used for an hour or more per day) shall require an individual assessment. 
20. The completed workstation assessment shall be brought to the attention of all users and shall be readily available to staff in either hard or soft copy, and any information in support of control measures shall be made available e.g. chair adjustment. 
21. DSE workstation assessments shall be reviewed no less than once every two years or when there is a significant change to the workstation (desk, software, lighting etc).
22. Risk assessments are legal requirements set out in UK law in Reference B and as a general duty under German law in the ArbSchG (Occupational Safety Act) Section 5. 
User DSE Assessment 
23. All DSE users shall complete the assessment using the DSE User Assessment form (MOD Form 5016)  (taking into consideration the findings in the workstation assessment). The signed assessment confirms acceptance of the findings and the recommended actions. The user and the LM shall ensure that the recommended actions are implemented.
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24. User DSE assessments (MOD Form 5016) shall be reviewed at least once every two years, or when a significant change occurs to: staff (e.g diagnosed with a DSE related disorder), hardware; working patterns; the workplace environment (e.g. office moves); or complexity of software. 
Additional DSE standards for DEL staff 

25. Reference D sets out the standards expected where DEL staff use DSE; compliance will be examined during WBV audits of DEL workplaces. Of note is that the standard for keyboards, which apply to all DEL staff, is that the design and shape of the keys must enable an ergonomic use of the keyboard. The text of the keys must be clearly visible in contrast to the background. Although Reference D does recommend that the keys should be light with dark lettering (i.e. positive) it has been accepted by the Host Nation Regulators
 that the DIIF keyboard, which in common with the vast majority of office keyboards is white on matt black, is acceptable. If there is reflected glare from a keyboard which has become shiny from use, then the risk assessment should be reviewed and, if justified the keyboard should be replaced if it cannot be cleaned satisfactorily.

26. If wished, when an ergonomic position is not possible without one, a footrest must be provided on request.

27. WBV auditors will also pay close attention to the workspace and to measures to manage reflection and glare as well as the normal considerations (seating/desks/noise etc) for office/DSES workers. LMs employing DEL staff are advised to seek advice from their Garrison HSWE if there is doubt about the conformity of workplaces with the Host Nation standards.
Eyesight testing/provision of spectacles 

28. There is no reliable evidence that work with DSE causes deterioration and/or damage to eyes or eyesight. In the majority of cases DSE Users will not need spectacles specifically to work with DSE; however the DSE regulations require MOD to have in place provision for eye and eyesight testing and provide spectacles if required (basic frame and lenses specifically for use with DSE work). 

Corporate Eyecare Scheme(s) (CES) 
29. Reference A provides for a TLB to introduced policy/procedures for the use of a CES for staff wishing to take advantage of the MOD’s legal obligation to provide a free DSE eyesight test and the provision of spectacles.  However, this policy applies only to the UK and has not been introduced within BFG as Army HQ has not introduced such a scheme.

Reimbursement for eyesight test and purchase of spectacles

30. As there is no CES in BFG, LMs shall authorise their staff to have an eyesight test and where appropriate the purchase of spectacles, using MOD Form 1003.  DEL Staff are to use the translated BFG specific version of this form at Annex B to this leaflet. 

31. The user is entitled to the reimbursement of: 
a. the eyesight test fee - the full cost of a basic DSE eyesight test fee (normally £20 - £30 or € equivalent) but not including any additional procedures (e.g. optomap, full field examination, tear assessment); 
b. the full cost of basic frames and lenses where they are required specifically for DSE use; 
c. a contribution of £60 (or euro equivalent (currently €70) or the cost of the basic frames and lenses whichever is the greater (where the user has enhanced by choice either the frame and/or lenses they shall be liable for the additional costs) but not exceeding the receipted cost of the spectacles. 

32. The MOD will not pay for: 
a. additional procedures (e.g. optomap, full field examination, tear assessment); 
b. the cost of tinted lenses or special coatings (unless prescribed to elevate a condition – e.g. tint for dyslexics); 
c. designer frames; 
d. any fee raised by an optician for completing and signing a MOD Form 1003; 
e. spectacles for sight defects which are worn to correct vision other than or in addition to DSE/close work. 

33. For reimbursement of the cost of the eyesight test and spectacles staff must complete Parts 1 & 4 of MOD Form 1003 and the line manager is to complete parts 2 & 5. The completed MOD Form 1003 shall be submitted together with the original receipt and a completed MOD Form 1108 to the appropriate Finance Branch for UK based staff. For DEL staff the completed German version of MOD Form 1003 (see Annex B) is to be submitted to GLSUs for reimbursement. 

34. If the quoted cost of basic frames and lenses exceeds £60 or € equivalent (currently €70), authority to proceed must be gained from the line manager prior to purchase or the reimbursement will be capped at £60 or € equivalent. 
Provision of accommodation stores

35. JSP 384 (Management of Defence Accommodation Stores (DAS)) shall apply for the provision of DSE furniture on all MOD estate unless the establishment is subject to a service provision contract which includes furnished accommodation. Within BFG DAS is controlled through HQ BFG G4 to whom submissions for DSE accommodation stores should be made through garrison staff in the first instance.

36. Where a risk assessment states that a specific type of chair, desk or other furniture is required for the individual, then this is to be supported by expert recommendation from a competent person such as an orthopaedic professional or the occupational health doctor. Demands for such stores are to be submitted as set out above.
Records
37. Line managers are to retain risk assessments for 5 years and should not be destroyed on review but held in case of future potential claims as a result of an accident or incident. 
38. In the event of a DSE incident or injury then copy of the risk assessment, relevant at the time of the event happening, is to be placed in the employee’s personal file. 

39. Where a unit is to close, disband, amalgamate or move it is a unit duty to ensure that records are archived according to instructions received from the directing HQ. 

Annex A – DSE User Guide

DSE user guide 
This guide has been prepared for all staff who are DSE Users. It has been adapted from the Health and Safety Executive’s guide “Working with Display Screens”. 

Why should I read this guide? 

Display Screen Equipment (DSE) has become one of the most common kinds of work equipment, yet working with DSE can lead to physical (musculoskeletal) problems, visual fatigue and mental stress. These problems are not generally caused by the DSE itself but by how the DSE is used. It is important that you are aware of the risks, what you can do to avoid the risks and what the MOD is doing to reduce them. 

Do I need training to use DSE? 

All DSE Users need some type of training prior to using DSE so that they can avoid DSE related health problems. For general office DSE work the MOD requires that DSE Users undertake the Defence Academy module V397 “Display Screen Equipment” as soon as practicable; you may also be required to undertake other training e.g. touch typing skills, software training. 

What should I do if I have any problems associated with DSE work? 

If you think there is a problem with your DSE workstation or you have health problems e.g back problems (information about the specifics of your health condition can be kept confidential) connected with DSE work, then you must tell your line manager. They can then make the necessary arrangements for further advice or a specialist assessment. 

If your Line Manager cannot assist you, you can ask your Representative of Employee Safety (Safety Rep) or Trade Union Representative for assistance. 

How can I avoid DSE related health problems? 

You should know how to adjust the workstation to avoid potential health problems by: 

Getting comfortable 

• Adjust your chair and display screen to find the most comfortable position for your work. As a broad guide, your forearms should be approximately horizontal and your eyes the same height as the top of the display screen. 

• The chair should allow you freedom of movement. The seat should be adjustable in height (relative to the ground), the back adjustable for tilt and provide adequate lumbar support. 
• Leave a gap between the edge of your seat and the backs of your legs to avoid excess pressure on your legs and knees. A footrest may be helpful. For DEL Staff a footrest must be provided on request if an ergonomic position is not possible without one
• Make sure there is space under your desk to move your legs freely. Move any obstacles such as boxes or equipment. 

• Make sure you have enough work space to take whatever documents or other equipment you need. 

• Try different arrangements of keyboard, screen, mouse and documents to find the best arrangement for you. Frequently used items e.g. telephone or mouse should be close at hand to avoid over-stretch. 

• Arrange your desk and display screen to avoid glare, or bright reflections on the screen. This will be easiest if neither you nor the screen is directly facing windows or bright lights. 

• If fitted, adjust curtains or blinds to prevent unwanted light falling on the screen. 

• You should avoid the tendency to lean in towards the screen as this can cause stress on the spine. If you notice yourself adopting this position you should either increase the text size on the monitor or move the monitor closer to you. 

Keyboard 
• Adjust your keyboard to get a comfortable keying position. A space in front of the keyboard is helpful for resting the hands and wrists when not keying. 

• Try to keep your wrists straight when keying; not bent up or down at the wrists. Don’t overstretch your fingers. Good keyboard technique is important. 
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Fig 1. Using a Keyboard 
Using a mouse: 
• Position the mouse within easy reach, so you don’t have to work with your mouse arm stretched. 

• Sit upright and close to the desk, so that the mouse can be used with the wrist straight. 

• Move the keyboard out of the way if it is not being used. 

• Support your forearm on the desk (Use of a mouse mat with a wrist support may be more comfortable), rest your hand on the mouse. 

• Apply gentle pressure to operate the mouse buttons. 

[image: image10.emf]
Fig 2. Using a Mouse
Monitor/Screen: 

• Adjust the brightness and contrast controls on the screen to suit lighting conditions in the room. 

• Make sure the screen surface is clean. 

• In setting up software, where possible choose options giving text that is large enough to read easily on your screen, when you are sitting in a normal, comfortable working position. 

• Select colours that are easy on the eye (avoid red text on a blue background, or vice-versa). Individual characters on the screen should be sharply focused and should not flicker or move. If they do, the display screen may need servicing or adjustment. 

Good posture and breaks: 

• Don’t sit in the same position for long periods. Make sure you change your posture as often as practicable. Some movement is desirable, but avoid repeated stretching to reach things you need (if this happens a lot, rearrange your workstation). 

• You should allow yourself short natural breaks (ten minutes in every hour) away from the DSE e.g. filing or photocopying. If you have no opportunity for natural breaks, you should speak to your line manager. 

• You should not look continuously at the screen and should adopt the practice of increasing rate of blinking and looking away from the screen for a few seconds to avoid visual fatigue. 

• Do not twist your back or stretch to use equipment located near you, move or rotate your chair or relocate the equipment to within easy reach. 

Use of Lap-Tops 

• If you frequently work away from the office and use a lap-top, you should wherever possible use a docking station. 

• Use a separate keyboard and mouse where possible, this should help improve/maintain a good posture. 

• Position the lap-top to minimise glare on the screen. 

• Lap-tops should be placed on a firm surface at the right height for keying in. 

• Always Use an appropriate bag or carry case when carrying a laptop. 

• Before each use do a visual check to ensure cables etc are not causing a trip hazard and check for damage, especially to power cables. 
Annex B – DEL DSE MOD Form 1003

MOD Form 1003
(Revised 11/2011)

(for DEL use only)
BILDSCHIRMGERÄTE (DSE)
GENEHMIGUNG FÜR DIE KOSTENERSTATTUNG VON 

DSE-SEHTESTS UND BRILLEN

Hinweis: Das MOD erstattet keine Kosten oder Gebühren für das ausfüllen diese Formulars

Teil 1 Angaben zur Person

	Ich habe den Leitfaden in BFG SHEF Manual Part 2 Merkblatt 35 gelesen und verstanden und mit meinem Line Manager besprochen

	Familien-

Name


	
	Vor

-Name
	
	Personal-

Nr.
	

	Stelle

	
	UIN
	

	Abstand zwischen Benutzer und Bildschirm

Der ungefähre Arbeitsabstand zum Bildschirm (ca. 50-60 cm) beträgt


	cms:

	HINWEIS: Falls eine Brille verschrieben wird und die angegebenen Kosten für ein einfaches Brillengestell und Gläser den Betrag von €70 übersteigen, benötigen Sie die Genehmigung Ihres Line Managers in Teil 2b zur Fortführung des Vorgangs.


Teil 2.
Bestätigung des Line Managers – Genehmigung zur Fortführung
	2a. Ich bin davon überzeugt, dass die obengenannte Person einen DSE-Sehtest benötigt

	Falls die o.g. Person eine Brille für die Bildschirmarbeit benötigt und die verschriebenen Gläser nicht der Korrektur einer vorhandenen Kurzsichtigkeit dienen, sind für die Art ihrer Tätigkeit

Einstärkengläser    □          Zwei- oder Mehrstärkengläser    □   erforderlich

	Line Manager Name
	
	Unterschrift
	

	Eingrupp.



	
	Abt.


	
	Datum
	

	2b. Ich habe das Angebot für die verschriebene Brille geprüft und mich vergewissert, dass die verschriebenen Gläser mit einfachem Gestell örtlich nicht preiswerter zu erwerben sind und das Angebot ein gutes Preis-/Leistungsverhältnis für das MOD darstellt.

	Line Manager

Unterschrift


	
	Datum
	


Teil 3.        An den Augenarzt/Augenoptiker
Bitte füllen Sie den nachfolgenden Teil sachgerecht aus, so dass der Arbeitnehmer, der dieses Formular vorlegt, die Kostenerstattung beantragen kann. Wir möchten Sie auf den Leitfaden des britischen Verbandes der Augenoptiker hinweisen.

	Falls der Patient/Kunde Augenschäden hat, die durch Gläser für den normalen täglichen Gebrauch korrigiert würden, sollten Sie nur die Kosten für den Sehtest angeben. Die Kosten werden nur für Brillen erstattet, die speziell für die Bildschirmarbeit benötigt werden

	a)  Sehtest
Bei der o.g. Person wurde ein Sehtest durchgeführt und die Kosten belaufen sich auf:
	€

	b)  Korrektionsgläser
Die o.g. Person benötigt □   benötigt keine □  Brille für die Bildschirmarbeit und die    verschriebenen Gläser dienen nicht zur Korrektur einer bestehenden Kurzsichtigkeit.



	Gesamtkosten für eine einfache Brille:

	Gestell:  
	€
	Gläser:
	€

	Falls eine Brille verschrieben wird und die angegebenen Kosten für ein einfaches Gestell und Gläser 

€70 übersteigen, stellen Sie bitte sicher, dass die Genehmigung für die Fortführung des Vorgangs m Line Manager in Teil 2b eingeholt worden ist.

	

	c)     
	Gesamtkosten der gelieferten Brille:   
	Gestell:
	€
	Gläser:  
	€


Unterschrift
Name
Datum
Teil 4.        Antrag auf Kostenerstattung (vom Antragsteller auszufüllen)
	Ich bitte um Erstattung der mir entstandenen Kosten für den DSE-Sehtest in Höhe von: 


	€

	Ich bitte um Kostenerstattung der/für die Brille in Höhe von:
(entweder der Betrag in Teil 3b oder €70, je nachdem, welcher Betrag höher liegt aber nicht über die Kosten der Brille hinausgeht)                           
	€

	Die Gesamthöhe des Anspruchs beläuft sich auf         


	€


Teil 5.        Genehmigung des Line Managers
	Ich habe mich davon überzeugt, dass der Anspruch auf Zahlung von
	€
	begründet ist.

	Name


	
	Stelle
	

	Unterschrift


	
	Eingruppierung
	
	Datum
	


Bitte senden Sie dieses ausgefüllte Formular und die Originalrechnung an die zuständige Kostenstelle  (GLSU) zwecks Rückerstattung. 

�








Guidance


If during the assessment complex issues are identified either with the equipment being used or due to personal circumstances of the user and specialist knowledge is required to complete the assessment, advice should initially be sought from the units safety advisor (USA).  If further advice is needed the USA should contact the Garrison Health and Safety Advisor who may seek advice from higher authority or other experts such as specialist occupational health advisor or orthopaedic staff.








Guidance


If staff know or suspect that they are suffering from a DSE related disorder, even after their workstation has been assessed and any corrective action taken, they should inform their LM. 








Guidance


Staff should set up their own workstation to be comfortable for them and take the necessary breaks from using DSE, see further guidance at Annex A. 








Guidance


For general office DSE work, Defence Academy course V397 (DSE) can be accessed on line through the Defence Learning Portal; this should be repeated at least every two years and recorded appropriately. 








Guidance


A break of 5-10 minute duration should be taken every hour; breaks should NOT be accumulated into one larger break (e.g. 30 minutes after 4 hours). 








Guidance


Short term temporary or occasional use workstations assessments may not need to be formally recorded unless risks are significant, e.g. an assessment for occasional work from home using suitable DSE may not need to be recorded. Where a DSE assessment is recorded the Line Manager must ensure that the assessment is available at the workstation, this can be either a soft or hard copy. 








Guidance


If the assessment cannot be completed locally (e.g. it is complex or the user has a DSE related disorder) the LM should initially seek advice from their Unit Safety Officer who, in turn may ask the Garrison Health and Safety Advisor for assistance. Other expert advice may be needed such as from orthopaedics.





Guidance


To provide consistency of assessment, a generic workstation assessment may be produced for all workstations of a uniform configuration (desk, monitor, keyboard, mouse, software, chair etc) or workstations (including docking stations) used for “hot desking”; this will remove the need for individual workstation assessments and save staff time. 





Guidance


All staff who have access to DSE may, at the discretion of the unit/organisation, be designated as a DSE user to ensure that all personnel who use DSE are captured for the purpose of assessment.








� This is the standard of compliance set for overseas commands by the Secretary of State for Defence in his safety policy statement.


� This applies to Commanding Officers of units and to heads of establishment.


� Meeting HQ BFG G3 Ops Sp SHEF and WBV (N) and WBV (W) 26 Jan 12.
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