

This procedure is written and issued in accordance with Cafcass’ Safety Management System Framework and Protocol.

The responsibility for upkeep and amendment of this procedure rests with the corporate Health & Safety Advisor. All requests for modification should be made to Cafcass Headquarters.
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1.	Policy



It is CAFCASS policy to ensure that all members of staff who use display screen equipment are fully and properly trained and provided with adequate information to meet the requirements of the Health and Safety (Display Screen Equipment) Regulations 1992. Cafcass will ensure that all statutory duties within the DSE regulations are complied with.



2.	Procedure



2.1	The Health and Safety Steering Group are responsible for the ongoing review, development and implementation of this procedure.



2.2	Directors, Regional Managers and Office Managers/Line Managers are responsible for the implementation of this procedure, and for ensuring that arrangements made under it are kept updated.



Office Managers will ensure that all workstations meet the requirements laid down in the Health and Safety (Display Screen Equipment) Regulations 1992 (see Appendix A for guidance).  The requirements of these Regulations will be taken into consideration when establishing a new workstation.  



2.4	Office Managers/Line Managers will offer those members of staff who habitually use display screen equipment with:



An eyesight test on request.

Repeat eyesight tests at regular intervals set by their optician.

Additional eyesight tests on request, where the users concerned are experiencing visual difficulties which might reasonably be considered to be caused by work on display screen equipment.



2.5	Appendix B gives advice on eye and eyesight testing, but it will be for local office management / Human Resources to draw up detailed local procedures for how eye tests are performed and paid for within their offices. Any corporate policies will be communicated. 



2.6	Line Managers are responsible for ensuring that all user workstations are assessed in accordance with the DSE regulations.   



2.7	Line Managers are responsible for ensuring that all members of staff who will be using display screen equipment receive training, and at 2-yearly intervals refresher training.  This training will include the following:



The desirability of comfortable posture and the importance of postural change.

The use of adjustment mechanisms on equipment, particularly furniture, so that stress and fatigue can be minimised.

The use or arrangement of workstation components to facilitate good posture, prevent over-reaching and avoid glare and reflections on the screen.

The need for regular cleaning (and inspection) of screen, and other equipment for maintenance.

Efficient use of the software provided.

The importance of work-breaks.

Self-assessment of workstation standards.



The above training will also be provided to line managers if they are not DSE users to enable them to monitor and maintain standards.



2.8	Following the training session staff will initially be responsible for assessing their own individual workstation. The Cafcass workstation assessment form (Appendix C) will be suitable for this use. The Line Manager is responsible for ensuring that these self-assessments have been completed and with support from the Regional Business Manager will deal with any concerns arising from this assessment. This process should only be seen as an interim measure to flush out any immediate concerns ahead of an assessment by a competent person. �

2.9	Following self assessment each workstation will be assessed by a competent DSE assessor (someone who has the necessary knowledge and skills to perform the DSE assessment) using the assessment form in Appendix C). Regional Business Managers will appoint DSE assessors and ensure they are appropriately trained. (External DSE assessor training courses may be used).

Regional Business Managers will have the option of bypassing the self-assessment process if a trained DSE Assessor is readily available.



2.10	Assessments should be reviewed on an annual basis or sooner if the workstation or persons using it change.



2.11	Workstation standards will also be reviewed during planned safety inspections (see procedure CAFCASS –SP05).  The Line Manager with support from the Regional Business Manager will deal with any problems arising.



2.12	Line Managers are responsible for ensuring that display screen equipment operators' health and safety shall not be put at risk by the level of their workload.  These risks are to be avoided by staff rotating the tasks required so that periods of sustained work at the display screen equipment are interspersed with other tasks.  However, where this is not practicable, formal rest breaks should be introduced to compensate for the lack of natural breaks.  These should be taken away from the equipment.  Short frequent breaks are more satisfactory than occasional longer breaks, e.g. a 5-10 minute break after 50/60 minutes is likely to be better than a 15 minute break every 2 hours.



2.13	From all the evidence available there is nothing to suggest that working with display screen equipment is harmful to a pregnant woman or her unborn child.  However, any member of staff who is concerned about working with display screen equipment during pregnancy should speak to their Line Manager or the Human Resources Department.



2.14	Hot desking arrangements are becoming more prevalent in the modern office environment. These however should not put the user at risk and it is expected that all hotdesking users are assessed using a standard workstation. If the assessment identifies that a perhaps a different chair is needed or the height of the monitor needs adjusting, then it would be expected that before commencing work each day the user would adjust their hotdesk to meet the recommendations from the assessment. 









�

Appendix A – Workstation and Display Screen Equipment Guidance Information



1. The Display Screen



The characters on the screen should be well defined and clearly formed, of adequate size and with adequate spacing between the characters and lines.

The image on the screen should be stable, with no flickering or other forms of instability.

The brightness and the contrast between the characters and the background should be easily adjustable by the operator.

The screen should swivel and tilt easily and freely to suit the needs of the operator.

It should be possible to use a separate base for the screen or an adjustable table.

The screen shall be free of reflective glare and reflections liable to cause discomfort to the operator or user.



2. The Keyboard



The keyboard should be tiltable and separate from the screen so as to allow the operator to find a comfortable working position avoiding fatigue in the arms or hands.  

The space in front of the keyboard should be sufficient to provide support for the hands and arms of the operator.

The keyboard should not slip on the work surface.

The keyboard should have a matt surface to avoid reflective glare.

The keyboard should be movable within a reasonable distance of the screen unit to enable the operator to position the keyboard.

The symbols on the keys shall be adequately contrasted and legible from the design working position.



3. The Work Desk



The work desk or work surface should have a sufficiently large, low-reflectance surface and allow a flexible arrangement of the screen, keyboard, documents and related equipment.

The document holder should be stable and adjustable and should be positioned so as to minimise the need for uncomfortable head and eye movements.

There should be adequate space for operators or users to find a comfortable position.�
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4. The Work Surface



The desk should be large enough to provide space for movement of screen and keyboard units and sufficient space for copy matter and holder and other documents in a position in which they are easy to read and to handle.  

The desk height should be sufficient for the user to sit comfortably. .  

A document holder may be provided and should be both stable and adjustable.



5. The interface between the computer and the operator/ user



In designing, selecting, commissioning and modifying software, and in designing tasks using display screen equipment, the employer shall take into account the following principles;



Software must be suitable for the task

Software must be easy to use and , where appropriate, adaptable to the level of knowledge or experience of the operator or user; no quantitive or qualitative checking facility may be used without the knowledge of the operators or users.

Systems must provide feedback to operators or users on the performance of those systems

Systems must display information in a format and at a pace which are adapted to operators or users

The principles of software ergonomics must be applied, in particular to human data processing



6. The Chair



The chair should be stable and allow the operator easy freedom of movement and a comfortable position.  

The seat should be adjustable in height.  

The seat back should be adjustable in both height and tilt.





7. Space Requirements



The workstation should be designed so as to provide sufficient space for the operator to change position and vary movements.  

It is recommended that the operator should have a minimum of 11 cubic feet of space.







�

Appendix A  (Cont’d)– Workstation and Display Screen Equipment Guidance Information



8. Lighting



The lighting of the room in which the workstation is placed should be even and sufficient to read documents easily without being too bright.

Operators should not face directly toward windows or bright lights. 

Balanced contrast between the screen and characters displayed is most important.  

Non-reflective blinds should be available to control excessive daylight.



9. Noise



Noise from equipment, such as printers at display screen workstations, should be kept to levels, which do not impair concentration or prevent normal conversation (unless the noise is designed to attract attention, e.g.. to warn of a malfunction).  

Noise can be reduced by replacement, soundproofing or repositioning of the equipment; sound insulating partitions between noisy equipment and the rest of the workstation are an alternative.



10. Workplace temperature, Humidity and Ventilation



Equipment belonging to any workstation should not produce excess heat, which could cause discomfort to operators.

It is recommended that the temperature of the working environment should be between 16 degrees centigrade (61 degrees Fahrenheit) and 24 degrees centigrade (75 degrees Fahrenheit).

An adequate level of humidity should be established and maintained.

It is recommended that humidity levels should be between 40% and 70%.

The working environment should be adequately ventilated. (It is recommended that there should be 8 litres of fresh air per person per minute).





























Appendix B  - Eye and eyesight test guidance information for Display Screen Users



Who will be eligible?



Members of staff who habitually use display screen equipment, as a significant part of their normal work will be eligible for an eye or eyesight test.  It would normally be appropriate to classify an employee as a "user" if most or all of the following circumstances apply:



The individual depends on the use of display screen equipment to do the job, as alternative means are not readily available for achieving the same results;

The individual has no discretion as to use or non-use of the display screen equipment;

The individual needs particular skills in the use of display screen equipment to do the job;

The individual normally uses display screen equipment for prolonged spells of more than one hour;

The individual uses display screen equipment more or less daily;

Fast transfer of information between the user and screen is an important requirement of the job;

The performance requirements of the system demand high levels of attention and concentration by the user, for example, where the consequences of error may be critical.





Procedure for booking Eye and Eyesight Tests.



Members of staff who feel that they satisfy the criteria for "user" and who would like an eye or eyesight test should make a request to their line manager.



Local arrangements will be in place to instruct the user on how to go about booking an eye test and methods for payment / reimbursement.



Note: Cafcass are legally obliged to cover the cost of any display screen user eye and eyesight test.



Following an eye test, the user must present the company with a certificate from the optician stating that a display screen user eyesight test has been performed.
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Appendix B (Cont’d)  - Eye and eyesight test guidance information for Display Screen Users



Payment for spectacles/lenses



For those users who are required to wear special corrective appliances when using VDU’s,  Cafcass will cover the costs up to a limit that is reasonable and where a basic appliance can be covered by that amount. Users may purchase a more expensive pair but will be asked to pay the difference.



Local arrangements must be made on how much will be paid towards glasses and methods of payment. 



Note:	Special corrective appliances are glasses that are required to be worn specifically for display screen distance. Normal corrective appliances are for all other use and will not be paid for by the company. The certificate issued by the optician following an eye test will indicate the need for special corrective appliances.

























































�Appendix C – DSE Workstation Assessment Form



Name of User / Operator

�Location of Workstation:��Region:����Address (If homeworker):

�Line Manager:���Assessed by (Name):�

�Business Manager:���Assessment Date:

��Grade / Job Title:���Indicate if this assessment was performed by: (tick)�User / Operator���DSE assessor���

This form may be used to record the findings of a workstation self assessment and to record the findings of a fully assessed workstation assessment by a DSE assessor. No attempt should be made to use this form without referring to the Cafcass safety procedure Cafcass-SP07.



Chair�Yes�No�Actions/Comments�Completed date��Are all the controls operational?

������Is the chair on wheels?

������Is the seat height adjustable?

������Is the backrest adjustable in height and tilt?

������Do arms of chair prevent you getting close to desk?������Is the user seated in the ideal position?

������Whilst working is the user’s feet comfortably supported?������Desk�Yes�No�Actions/Comments�Completed date��Is there enough room on the desk for equipment and paperwork?������Is all equipment within easy reach?

������Is there enough storage space for work and personal items?������Is the desk surface low reflection?

������Is there enough legroom under the desk?

������Is the area under desk kept clear?������If necessary, can the desk layout be easily re-arranged?������Is there enough room to rest wrists and hands in front of the keyboard?������Are the keyboard symbols easy to read and the keying easy?��������Screen�Yes�No�Actions/Comments�Completed date��Can the user adjust the angle of the screen?

������Are the screen characters easy to read?

������Are there any reflections or glare on the screen?

 ������Is the height of the screen ok?

������Can the user easily adjust the brightness and contrast?������Work Arrangements�Yes�No�Actions/Comments�Completed date��Is the user in control of his/her work in order to allow adequate breaks?������Does the user have regular short breaks away from the DSE?������Does the user know how to adjust the monitor controls e.g. picture

quality?������Is the user familiar with the software he/she is using?������Would the user benefit from the use of a document holder?������Does the user suffer from any aches and pains when or after working with the DSE in the:������hands/wrists/fingers?������arms?������neck/shoulders?������lower/upper back?������Does the user suffer from tired/sore eyes or headaches during or after working at the screen?������Is the user aware of the organisation’s policy for eye tests and corrective lenses?������Environment�Yes�No�Actions/Comments�Completed date��Is the lighting adequate?

��� ���Is the temperature reasonable?

������Is it too noisy?

������Does the office layout allow easy access to the workstation?������

User / Operator name:……………………………………………

Date of next review (one year from present assessment date)………………………..





Note: User to progress outstanding actions in conjunction with their line manager. Line Manager to be notified by the user of any changes to their workstation and/or if any problems develop whilst using their DSE.
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