Guidance  Note HS2
[This document replaces the previous HS2 guidance note 
issued in June 1997-updated in June 2011]
Working with Display Screen Equipment

Guidance for Managers

1.
POLICY

1.1
The Council recognises its responsibilities to safeguard the health and welfare of employees using display screen equipment (DSE) whilst maximising its effectiveness in the delivery of services.  In maintaining a safe and healthy working environment the Council will consult employees and their trade union and safety representatives on working with DSE, as far as practicable.

2.
APPLICATION
2.1
These provisions apply to all employees required to use display screen equipment on a regular basis to carry out their duties.

2.2
Service Managers and Group Human Resources Managers are responsible for managing the Council's DSE arrangements.  Human Resources and Corporate Health and Safety will ensure the Council’s arrangements follow best practice and take account of new developments and changes in legislation.

3.
Health and Safety Legislation
3.1
The DSE Regulations 1992 require all DSE workstations to be competently assessed so that risks to health from regular use of the equipment are properly controlled.

3.2
Service managers in consultation with Group Human Resources Managers will be responsible for identifying those employees who are DSE users.

3.3
Users are entitled to appropriate eye and eyesight tests to be undertaken by a competent person.  The tests are limited to the assessment of the visual capability needed to use DSE.  Tests should be carried out before using DSE and at regular intervals thereafter. It is Council policy to offer vision checks every three years but this does not prevent an employee requesting an eyesight test at any time if they become concerned about their eyes or believe their middle distance vision has changed.

4.
DSE Users
4.1
The Regulations define a user as an employee who habitually uses DSE as a significant part of their work.  The Council has devised the following criteria to assess DSE users:

· the worker uses DSE for one hour or more at a time

· the job cannot be done effectively or at all without DSE

· the worker has no discretion over whether to use DSE

· the job requires significant training or particular skills in respect of using a DSE

· the worker uses DSE more or less daily

	· 
	the task depends on the fast transfer of information between the worker and the screen



	· 
	attention and concentration demands are high, such as where there may be critical consequences of an error.




4.2
When assessing a DSE user it is not essential for all the criteria to be met.  Each user will be assessed against the criteria on the basis of the job and the circumstances that apply.  The length of time spent using DSE will not be the only determining factor.  Frequency of use will also be taken into account.  For example, an employee using a display screen for 20 minutes at a time, every half hour will qualify as a DSE user.

4.
  CHECKLIST FOR MANAGERS

  Managers will:

	· 
	Jointly, with the employee, carry out workstation assessments. The assessment, which should form part of the overall Health and Safety risk assessment, will take into account all environmental features such as lighting, temperature and humidity, noise levels, space, seating and furniture, the display screen equipment and needs of the employee.   Occupational Health or Corporate Health and Safety will only carry out a workstation assessment where they are made aware of an employee’s muscoloskeletal health problem or where, following the Manager’s initial assessment, specific health and safety concerns have been highlighted. 



	· 
	Take action to implement any measures to remedy any risks identified as a result of the assessment.




	· 
	Ensure a varied work programme of tasks during the working day, to enable employees to have reasonable breaks from on screen activity.



	· 
	Encourage employees to raise matters related to health and safety in the use of DSE and take corrective action in consultation with the employee to remedy any problems. 



	· 
	Review software to ensure that it is suitable for the task and employees are properly trained in its use



	· 
	Arrange for all employees who are designated DSE users to have regular eye and eyesight tests. 



	· 
	Advise all employees of the potential risks to health and safety and how these can be avoided. This will apply to agency staff and contractors.



	· 
	Where health issues or a medical condition is identified refer the employee to Occupational Health



	· 
	Maintain workstation assessment records for those employees working with DSE, which will form the basis of regular reviews. 




5.
EYE AND EYESIGHT TESTS
5.1
Employees who use glasses or contact lenses to correct a visual problem should have no difficulty using DSE.  Those who use bi-focals or vari-focals may find they will need a separate pair of glasses or contact lenses to work at the display screen comfortably.

5.2
DSE users are entitled to an appropriate eye and eyesight test.  The Council will pay for the eye sight test. Tests currently (as at 1 April 2006) cost £19.95 . Where eye wear is recommended for DSE use the Council will make a contribution, currently £55, towards the cost of eye wear (frames and lenses) or cover the actual cost if this is less than £55. The Council operates an Eyecare Voucher System.  The voucher can be exchanged at any qualified optician.  

5.3
Visual problems can relate to the layout of the workstation.  Managers should check the workstation before arranging eye screening.

5.4
The Council's Occupational Health Nurse will normally undertake the initial screening to determine whether a full eye test is required.  An employee who needs glasses or contact lenses to correct their 'middle distance' vision will be given an Eyecare voucher for an eye test and advised to make an appointment with an optician.  Employees may prefer to visit their own optician rather than the Occupational Health Nurse.  Where this is the case, it is important that employees are made aware of the process before approaching their optician, as they will still need to obtain an eye test voucher before visiting the optician.  See paragraph 5.9 below. 


Requesting an Eye Screening Test
5.5
A request for an initial eye screening test should be made using form DSE1 : Request for Keystone Vision Test (Display Screen Equipment Regulations 1992).  Copies of these forms are available through Group Human Resources Units.  The Occupational Health Nurse will return the completed form to the service manager indicating the action, if any, required.

5.6
The Occupational Health Nurse will contact the employee to arrange an appointment. Where a group of more than ten employees need to be screened the Occupational Health Nurse will carry out the screening in the department.  A quiet room, table and power point will need to be made available.

5.7
Where an employee is referred to an optician they will be given an eye test voucher and an accompanying letter (DSE2) informing the optician of the reason for the referral. The letter will indicate the condition of the employee’s eyes and a date for re-testing.

5.8
Where the optician issues or revises a prescription for glasses or contact lenses for DSE use, the employee should contact the HR Administrator in Employment Relations who will issue the employee with a second voucher for eye wear to contribute towards the cost of the glasses or contact lenses.  A voucher will not be issued unless a DSE1 Form has been completed by the manager, indicating a cost code to cover the payment of the voucher.
5.9
Where an employee wishes to go directly to their own optician they must first confirm with their manager they are a designated DSE user and are entitled to an eye test and glasses, if required.  The employee will be required to pay the optician for their treatment and glasses and will only be reimbursed, if the optician has confirmed that they require glasses for VDU work (parts C & D of the DSE2 letter).  Their manager should arrange payment through petty cash to the current value of the eye-care vouchers (the Human Resources Administrator, in the 
Employment Relations Team can confirm the current rates of the vouchers).  The manager should retain a copy of the DSE2 Letter for their records.
5.10
New employees who are DSE users will be screened as part of the normal recruitment process.  Eyesight tests will be offered automatically before commencement of employment or within one month of starting work.  Medical clearance will not be withheld whilst eyesight screening is undertaken.  



Moving to a New Job

5.11
Existing employees who move to a new job involving the use of DSE will also be entitled to eyesight screening.  The manager of the new work area is responsible for ensuring this happens.

6.
Breaks
6.1
Regular breaks from DSE work must be taken. Break in this context means working on other activities and tasks away from the display screen. Managers in consultation with employees will ensure that work with DSE is interspersed with other activities, which do not require the same eye focal distances needed for work using DSE, or repetitive movements of arms, hands or fingers during the working day.  Users will be expected to take the planned breaks.  

6.2
The frequency and duration of breaks away from the display screen are not prescribed. Health and Safety guidance suggests a 5 to 10 minute break away from the screen should be taken every hour. Employees who believe their workload does not permit adequate breaks away from the display screen should discuss this with their manager.

7.
Training

7.1
Managers and Group Human Resources will ensure that employees using DSE are given adequate information and training in the use of the equipment and software and the provisions relating to breaks and eye and eyesight tests to enable them to work without risk to health.

7.2
Managers and Group Human Resources will ensure that those people not in direct employment of the Council are given sufficient training and instruction to enable them to work without risk to health.

7.4
Managers and supervisors who are responsible for users of DSE will be given appropriate training.

8.
Pregnancy

8.1
The Health and Safety Executive (HSE) have issued advice that pregnant employees are not at risk from radiation from using DSE and special safety measures are not necessary. Their advice is based on significant research which has found no adverse effects arising from the use of DSE.

8.2
Pregnant employees or employees aiming to become pregnant do not have to stop working with DSE. The Council however recognises that an employee who is pregnant or intends to become pregnant may still have concerns and feel anxious about using DSE. Where an employee would prefer to be relieved of duties requiring use of DSE, the Council will seek to find comparable work during the duration of their pregnancy. The work may be in any of the Council’s Groupings.

Human Resources 

[Updated June 2011]
	Occupational Health Service
	


Request for Keystone Vision Test

(Display Screen Equipment Regulations 1992)

Form DSE1

Section 1  (to be completed by the Manager)

Employee’s name:   ..................................................        Extn. No.........................

E-mail address ……………………………………………………………………………
Group:                     ...................................................       Section:  .........................

Manager:                 ..................................................        Extn. No. .......................

Cost Code:              .................................................

(N.B.   Vision tests cannot be arranged without Cost Code)

Please send completed form to Team 6, Health Management Ltd, Ash House, The Broyle, Ringmer, East Sussex, BN8 5NN or via e-mail: team6@healthmanltd.com

---------------------------------------------------------------------------------------------------------------------
Section 2  (to be completed by Occupational Health)

The above named employee was seen on ........................... for a Keystone Vision test.

Result:

(a)   Vision meets required standard for DSE use.

        Re-check : ...........................    
(N.B.  It is the responsibility of the manager to re-refer the employee to   

Occupational Health closer to the time indicated above or earlier if they   

complain of any eye discomfort.)

(b)  Referred to optometrist:
      Voucher value :.........................         .
       (N.B.  If the optometrist’s eye test indicated this person needs glasses        

       for  VDU use, this incurs an additional cost of £55.00 towards the VDU 
      glasses.) 

-------------------------------------------------------------------------------------------------------------------

Section 3  (to be completed by the employee)

I confirm that I have received an eye care voucher for an eye test for the value 

of £         .
Employee’s signature: .........................................................            Date: .......................

HR Administrator .................................................................            Date: ......................
Employment Relations
c.c.  Line Manager
	LONDON BOROUGH OF SUTTON

EYESIGHT SCREENING FOR 

VISUAL DISPLAY SCREEN USERS

Form DSE2


	


Dear Sir/Madam

Name:   ...............................................................................

The above-named employee is employed by the London Borough of Sutton and is required, as part of their job, to regularly use display screen equipment.

I should be grateful if you would complete the information in the boxed area below to certify that you have examined our employee and to confirm your recommendation.

	I CONFIRM THAT I HAVE EXAMINED THE ABOVE PATIENT’S EYES AND

RECOMMEND THE FOLLOWING (Tick one only from A to E)



	· 
	Spectacle are not required / No change in current prescription required  


	A
	

	· 
	Spectacles are required for general use        


	B
	

	· 
	Spectacles are required for general use, incorporating a special prescription for VDU use  


	C
	

	· 
	Spectacles are required solely for VDU use    


	D
	

	· 
	Spectacles are needed for safety purposes     


	E
	

	· 
	Type of spectacles if needed                      
	Single Vision
	1
	Bifocals
	2
	Multifocals
	3
	
	
	

	
	
	
	

	· 
	Re-test recommended in   .............. (years)   ...............  (months)


	
	

	· 
	Comments  .............................................................................................................................................…………

..........................................................................................................................................................


	
	

	Signed (Optometrist/OMP) ..................................................................... 

Company Name .......................................................................................

Address  ...................................................................................................     

Date ..........................................................................................................




Once completed, please hand the form to our employee, who will return it to the 

HR Administrator, Employment Relations.

Thank you for your assistance.

Yours faithfully

Willorna Brock
HR Administrator, Employment Relations, Civic Offices, Sutton 



Company Stamp








