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[bookmark: _Toc158717128][bookmark: _Toc158717446]Purpose
For Ministry of Justice (MoJ), as the employer, to ensure suitable and sufficient arrangements are in place to ensure employees progress Display Screen Equipment (DSE) Pre-Assessments/Assessments (also known as Workstation Risk Assessments) and receive training to improve awareness of controls to minimise the potential for associated occupational ill health.
To outline responsibilities for the management of DSE assessments and describe the process for risk assessing the use of DSE associated workstations, agile / flexible working, workstation equipment provision and health surveillance as deemed necessary.
[bookmark: _Toc158717129][bookmark: _Toc158717447]Scope
This guidance is applicable to all within MOJ; including Arm’s Length Bodies (ALB’s) where the MoJ is the employer for Health and Safety purposes.
Note:  As outlined within MoJ OHS 5.2 – Occupational Health and Safety Policy arrangements; the MoJ's various Business Areas, MoJ Headquarter (HQ) Directorates, associated Arm’s Length Bodies (ALBs) and Agencies, are legally responsible for managing their statutory obligations and must establish and document their own OHS arrangements. The framework herein outlines what is expected from each Business Area, and the relationship between the Business Area and the Corporate Centre, but leaves them free to establish their own arrangements, appropriate to their structures and risk profile. Those arrangements will include allocation of responsibilities, accountabilities, governance and local policies, procedures, guidance, etc.
Applicable to all premises and locations occupied by MoJ employees and all tasks or organisational activities involving DSE whilst at work.
[bookmark: _Toc158717130][bookmark: _Toc158717448]Definitions 
Display Screen Equipment (DSE) is any device or equipment that has a display screen for showing text, numbers, or graphics regardless of the display process involved. A display screen may also be referred to as a monitor, visual display terminal (VDT) or visual display unit (VDU).
The definition is not limited to only office situations such as personal computer (PC) screens; and includes screens such as those attached to surveillance cameras in use by Security.
A ‘User’ is defined as a worker who regularly uses DSE as a significant part of their normal work (daily, for continuous periods of an hour or more).  
It will generally be appropriate to classify the person concerned as a User if they:
· Normally use DSE for continuous or near continuous spells of an hour or more at a time. 
· Use DSE in this way more or less daily.
· Have to transfer information quickly to or from DSE.
· They require significant or special training and / or specialist skills in the use of DSE to do their job.
· Due to the performance requirements of the system, it demands high levels of attention and concentration.
[bookmark: _Toc158717131][bookmark: _Toc158717449]Legislation 
· [bookmark: _Hlk45613146]The Health and Safety at Work etc. Act 1974
· The Management of Health and Safety at Work Regulations 1999
· The Health and Safety (Display Screen Equipment) Regulations 1992
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
[bookmark: _Toc158717132][bookmark: _Toc158717450]Responsibilities 
[bookmark: _Hlk41472937]Directors, Department Heads and Managers must ensure:
· Employees are provided with legally compliant, suitable for work use and fully adjustable furniture and display screen equipment.
Note: This includes ensuring broken or damaged furniture is replaced and the purchase of standard items such as footstools and document holders as required.
· Employees complete mandatory DSE training and pre-assessment questionnaires if issues are identified for ‘Users’ and their associated workstations utilising the Cardinus ‘Healthy Working’ online software package or another suitable method of capturing a User’s DSE requirements.
Note: Associated workstations also include home workstations of Users under their control.
· See MOJ online DSE training and assessment system here https://online.cardinus.com/Course/MJ/ergo/Hub 
DSE Pre-Assessment findings are accepted, implementing any necessary actions in order to comply with the requirements of the regulations, including further one-to-one DSE Assessments via designated DSE Risk Assessors, equipment provision and health surveillance as deemed necessary.  Progress will be monitored via the Cardinus Administrators.
DSE assessments are effectively monitored and reviewed at a minimum frequency of every 3 years or when a User’s DSE activities or workstation alters significantly.
Mandatory DSE Awareness training for all identified Users is completed every 3 years or when their activities or workstation alters significantly.
Users under their control are aware of their entitlement to free eyesight tests and prescription spectacles as appropriate to work requirements (see Section 6 - Procedure for further information).
Support any workplace adjustments for employees who have disabilities as defined by the Equality Act 2010.
Incidences of work-related ill-health associated with DSE use are recorded and reported in accordance with the MoJ OHS 10.1 Accident / Incident Reporting and Investigation guidance.
All Employees who are DSE Users must
Cooperate with MoJ on health and safety matters including progression of DSE Pre-Assessment questionnaires and training.
If deemed necessary, assist any person(s) appointed in the progression of a further Checklist/Assessment such as a DSE Assessor or Occupational Health Advisor.
Ensure implementation of any DSE training, guidance or actions identified to ensure their health, safety and wellbeing when using DSE.
Notify their Director, Department Head or Line Manager of any significant changes to their DSE use or health concerns where DSE work could be a contributory or aggravating factor.
Not misuse or damage any item provided for work activities when using DSE.
Display Screen Equipment Assessors:
Assist MoJ where one-to-one DSE Risk Assessments are required utilising OHS 8.3.F1 – DSE Workstation Checklist/Assessment Form or an approved assessment form, and advise the User on suggested actions (i.e., how to improve posture, interact with their DSE, to take regular breaks, stay hydrated etc.) 
The DSE Assessor should provide guidance on measures to offer improvements in regulatory compliance, health, and comfort. They should refrain from offering medical diagnoses or advice outside of their scope or competency level.
Corporate Fire, Health and Safety Team must:
Provide advice and guidance to Directors, Department Heads and Managers in respect of their obligations under the regulations.
Provide advice and guidance to employees at all levels in respect of the correct use of DSE and their obligations and entitlements under statute and this guidance.
[bookmark: _Hlk45624438]Inform the employer, Directors, Department Heads and Managers, employees and their Trade Union Safety Representatives of any changes and developments in the area of DSE compliance, associated legislation, and best practice.
Assist the employer, Directors, Department Heads and Managers in monitoring, reviewing, and evaluating the efficiency and effectiveness of this guidance and other measures to reduce any potential for non-compliance, (as detailed within Section 8 – Measuring Performance).
Cardinus Administrators (MoJ):
Oversee the Cardinus DSE Processes for their Department (MoJ HQ/Agency/ALB) in terms of training completion, assessments, action tracking and provision of User Access Reports for the execution of recommended actions and for managers to track progress and completions.
Human Resources (HR) will:
Support the Corporate Fire, Health and Safety Team or relevant Director, Department Head or Manager with any employee-specific circumstance or requirement for workplace adjustments within their area/s of responsibility.
[bookmark: _Toc158717133][bookmark: _Toc158717451]Procedure
[bookmark: _Hlk520466286]Cardinus “Healthy Working” is an electronic display screen equipment risk assessment package.
Individual employees receive access to the package by e-mail link sent to them by the provider, Cardinus; which contains 2 modules: 
Enabling employees to progress DSE training and to carry out pre-Assessment questionnaire of their workstation(s).
Upon completion of the Pre-Assessment questionnaire every employee shall receive a ‘User Action Report’ that gives advice on how to reduce the identified risks. These actions should be implemented by the employee with further support and guidance sought from their Line Manager when necessary (see Appendix 3).
DSE / Workstation Assessments from a competent DSE Assessor and further training are progressed for all identified Users, utilising the Cardinus Healthy Working online software package (or alternate system of assessment).
Fixed base or agile/flexible workers should complete the above upon commencement of their employment with MoJ and conduct a review of this assessment at an interval not exceeding 3 years, or when circumstances require a review or re-assessment.
Due to the transient nature of agile/flexible workers, they must ensure their workstations, chairs etc. are adjusted prior to commencing work on a daily basis to ensure the correct set up and posture (in line with guidance and training provided).
As most Users in MoJ will receive laptops and work flexibly at primary (base office) and other locations (other offices, home working) assessments must consider the associated risks from using a laptop in all locations.
Once completed, DSE Assessment findings are monitored via the Cardinus Administrators, supporting Departments and Managers accordingly. 
Managers should contact the Corporate Fire, Health, and Safety Team if further advice, guidance, or support is required.
Any action taken as a result of an individual’s DSE Assessment will be documented and tracked to completion by the Cardinus Administrators, supporting Departments and Managers.
Where possible, work involving DSE should be arranged so that the User is able to carry out some or part of their job without the need for screen-based activities to vary visual/mental demands and reduce the potential for fatigue.  Where work cannot be arranged in such a way to avoid screen-based activities, regular, short, deliberate, and mandatory breaks that allow Users to vary their posture and have different visual / mental demands must be introduced. 
Note: Ideally Users should have some discretion when to take breaks however, managers should ensure that they understand the need and have the ability to do so. Good practice in the use of laptops is detailed within Appendix 2.
Users can ask for eyesight tests at least every two years. MoJ will reimburse reasonable costs where the need has been highlighted as part of their DSE Assessment or based on the clinical opticians’ judgement.
In the event of a User requiring specific prescription spectacles for DSE work, MoJ will contribute to the cost of a basic pair of frames and/or lenses and has a voucher system in place for this purpose.  
Details are on the HR page of the MoJ Intranet and all queries should be directed via their contacts; See MoJ HR Eyecare Guidance.
Re-assessments of DSE work and workstations will be conducted in the event of any significant change in working practices, following any reports of associated occupational ill health or every three years as a minimum.
When a new or expectant mother risk assessment takes place, it should be conducted in tandem with a revision to the User’s DSE Risk Assessment where applicable.
If an employee is advised by a General Practitioner or Occupational Health Advisor to seek a DSE Assessment for medical reasons, Managers should contact their local DSE Assessor to arrange this assessment. Further Occupational Health (OH) intervention may be required to determine adjustments or additional software to take account of medical or health conditions such as dyslexia, dyspraxia, photophobia etc.
[bookmark: _Hlt172003493]The manager must complete a Referral Form and the individual being referred must complete an OHS Consent form in liaison with Human Resources. 
In relation to desk sharing or hot-desking within flexible workspaces; there is no need to carry out a new DSE Pre-Assessment and/or DSE Assessment every time a different workstation is used. Once the initial DSE Pre-Assessment and/or DSE Assessment and training is carried out to enable an employee to work safely, employees need only spend a few moments adjusting the new workstation to suit their individual needs prior to commencing work. If problems occur at this or any stage, they should contact their local DSE Assessor or Manager.
[bookmark: _Toc158717134][bookmark: _Toc158717452]Training 
General awareness training on Display Screen Equipment will be provided initially at the commencement of working with MoJ and subsequently as refresher training.
Specific mandatory User training will be provided to all affected employees. This is to be completed during working hours and refreshed every 3 years.
You can access the MOJ online DSE training and assessment system here https://online.cardinus.com/Course/MJ/ergo/Hub 
Specific training for DSE Assessors will be provided as required and delivered during normal work hours, accessed via the Cardinus System. 
All DSE training and assessments are organised via progression within the Cardinus System; with support from the Cardinus Administrators as required.
[bookmark: _Toc158717135][bookmark: _Toc158717453]Measuring Performance 
Performance in the area of compliance with this procedure will be measured proactively by regular checks of ‘Users’ in order to determine that they are being correctly assessed and that they are following good DSE working practices.
Reactive measurement will take the form of checks on the adequacy of assessments and the Workstation/s to which they refer, in the event of a ‘User’ identifying a problem which could be related to their Workstation and its use by Directors, Department Heads, Managers or the CFHS Team as appropriate.
[bookmark: _Toc158717136][bookmark: _Toc158717454]Monitor and Review 
Directors, Department Heads, Managers will monitor employee compliance with good DSE practices and will organise a review of assessments at intervals not exceeding 3 years or when circumstances require a re-assessment.
Documentation and assessments will be audited by the CFHS Team during programmed audits.
The “Review History” table contained within Reference Documentation will be updated following every review of this procedure detailing the reasons for the changes and all the sections affected.
[bookmark: _Toc158717137][bookmark: _Toc158717455]Reference Documentation
External Reference documents:
L26 Working with display screen equipment.  The Health and Safety (Display Screen Equipment) Regulations 1992 (as amended).
INDG36 (rev 4) Working with Display Screen Equipment (DSE).
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[bookmark: _Toc158717138][bookmark: _Toc158717456]Appendix 1
DSE Set up and Adjustments. 
What can I do for myself?  Make full use of the equipment provided and adjust it to get the best from it thus avoiding potential health problems ensuring that you can be as comfortable as possible.  Here are some practical tips: 
Getting Comfortable
Chairs should be comfortable with the seat adjustable in height and the backrest adjustable in height and tilt and should have a 5-point stable wheelbase.
Adjust your chair and DSE to find the most comfortable position for your work; as a guide, your forearms should be approximately horizontal (with your armrests and the desk) and your eyes level with the top of the screen. 
Make sure you have enough workspace, try different arrangements of keyboard, screen, mouse, and documents to find the best arrangement for you. Place items in their optimal position to avoid unnecessary movement or overreaching.  Document holders may assist to avoid awkward neck and eye movements. 
Arrange your desk and DSE 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. Adjust curtains or blinds to prevent unwanted light. 
Make sure there is sufficient space under your desk to move your legs freely. Move any obstacles such as boxes, drawers, or equipment. 
Avoid excess pressure from the edge of your seat on the backs of your legs and knees. Users may need a footrest to achieve a comfortable working posture.
Display screens should freely tilt to provide a comfortable working position.
Note:  WRULDs:  Work Related Upper Limb Disorders
[image: DSE set up and adjustments diagram]
Keying In 
Keyboards should tilt and be separated from the screen to allow a comfortable working position. 
Adjust your keyboard to get a good keying position. A space in front of the keyboard is sometimes helpful for resting the hands and wrists. 
Try to keep your wrists straight when keying. Keep a soft touch on the keys and do not overstretch your fingers. 
Using a mouse 
The mouse should be mobile with space to navigate freely. Support for the hands and arms while typing or resting should be provided where applicable.
Position the mouse within easy reach, so it can be used with the wrist straight.
Adjust the mouse sensitivity to reduce the amount of required hand / wrist movement. 
Sit upright and close to the desk, so you do not have to work with your mouse arm stretched. 
Move the keyboard out of the way if it is not being used. 
Support your forearm on the desk and do not grip the mouse too tightly. 
Rest your fingers lightly on the buttons and do not press them hard. 
Reading the 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, 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 DSE may need servicing or adjusting.
Reposition equipment to ensure that sources of light (e.g., windows and other openings) do not cause glare; adjust window coverings to reduce the quantity of light when necessary.
Changes in Activity 
Breaking up long spells of DSE work helps prevent fatigue, eye strain, upper limb problems and backache. As the employer you need to plan, so users can interrupt prolonged use of DSE with changes of activity. Organised or scheduled rest breaks may sometimes be a solution. 
The following may help users:
Stretch and change position.
Look into the distance from time to time, and blink often.
Change activity before users get tired, rather than to recover.
Short, frequent breaks are better than longer, infrequent ones.
Timing and length of changes in activity or breaks for DSE use are not set down in law and arrangements will vary depending on a particular situation. 
Environment 
Temperature, humidity, and noise should be regulated to provide satisfactory working conditions; any issues associated with these should be discussed with Managers to highlight specific issues or concerns.
Managers will then liaise with appropriate Facilities, Corporate Fire, Health, and Safety Team as appropriate to identify and implement solutions if reasonably practicable.


































[bookmark: _Toc158717139][bookmark: _Toc158717457]Appendix 2
Use of laptops 
Note:  This is additional to Appendix 1, which should be initially progressed for all user / operators.
· If using a laptop without peripherals (keyboard, mouse, laptop stand) for a prolonged period of time, this should be limited to no more than 1 hour at a time, taking regular breaks as appropriate from the laptop screen during this period.
· Where laptops are used for prolonged periods of time within an office or hub environment, users should connect to a freestanding monitor or similar set-up and use a separate keyboard and mouse.  
· Alternatively, the laptop can be mounted upon a laptop stand, with the use of separate keyboard and mouse which are available via IT.
· Ensure that employees who use laptops are encouraged to report any symptoms of discomfort that may be associated with their use of portable computers as soon as they arise and take regular breaks from computer use.
· Ensure as large and clear a screen as possible (e.g., 14" diagonal or more is used). 
· Use touch pad, rollerball, or external mouse rather than a track point device. 
· Consider wrist pads between keyboard and front edge of laptop (for short term use). 
· Ensure when sourcing new laptops that as low a weight as possible (e.g., 3kg or less) for portable computer and accessories. 
· Source lightweight non-manufacturer branded carrying case with handle and shoulder straps or wheeled carry cases to reduce associated manual handling risks.
· Utilise tilt adjustable keyboards and ensure facility for attaching external mouse and numeric keypad. 
· If required, request advice from the Corporate Fire, Health, and Safety Team regarding setting up DSE and associated equipment.
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