 DSE / LAPTOP AND WORKSTATION SELF ASSESSMENT 

Name of DSE user: . . . . . . . . . . . . . . . . . . . . . . . . . 

Section / Establishment: . . . . . . . .  . .  . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Location & Identification of DSE and workstation: . . . . . . . . . . . . . .  

Date:  .  . .  . .  . .  . .  . 

Please Note: 

	1.0
	Equipment
	
	
	Yes
	No
	Comments

	1.1
	Fixed Screen or Laptop
	1.1.1
	Does the screen have clear, well defined characters of adequate size? Or do you use software that enables you to alter the size and type of font that you use?
	
	
	

	
	Fixed Screen or Laptop
	1.1.2
	Is the image stable and free from flickering?


	
	
	

	
	Fixed Screen or Laptop
	1.1.3
	Are the brightness and contrast controls easy to adjust?


	
	
	

	
	Fixed Screen
	1.1.4
	Does the screen swivel and tilt easily?

IF NOT:-
	
	
	

	
	Fixed Screen
	1.1 5
	Is the screen on an adjustable table?


	
	
	

	
	Fixed Screen or Laptop
	1.1.6
	Do you have access to screen cleaning materials? 
	
	
	

	
	Fixed Screen
	1.1.7
	Is the screen at a suitable height?
	
	
	

	1.2
	Keyboard
	
	
	
	
	

	1.2
	Fixed Screen 
	1.2.1
	Is the keyboard separate from the screen? 
	
	
	

	
	Fixed Screen 
	1.2.2
	Can the keyboard be tilted by means of pop up feet or similar?

(Both feet present?)
	
	
	

	
	Fixed Screen or Laptop
	1.2.3
	Does the keyboard have an easy to use surface? 
	
	
	

	
	Fixed Screen or Laptop
	1.2.4
	Are the keys of a type, size and contrast to ensure their legibility from the correct working position? 
	
	
	

	
	Fixed Screen or Laptop
	1.2.5
	Is the arrangement of the keyboard and characteristics of the keys such as to facilitate its easy use?


	
	
	

	
	Fixed Screen or Laptop
	1.2.6
	Is excessive pressure required to operate the keys?


	
	
	

	
	Fixed Screen 
	1.2.7
	Can you operate the keys correctly with wrists straight? 
	
	
	

	1.3
	Mouse
	
	
	
	
	

	1.3
	Fixed Screen or Laptop
	1.3.1
	Is the mouse responsive?

(Is the Cleaning Procedure Known)
	
	
	

	
	Fixed screen
	1.3.2
	Is there adequate space for mouse manipulation / movement? 
	
	
	

	
	Fixed Screen or Laptop
	1.3.3
	Is the mouse well positioned and easy to reach?.  


	
	
	

	
	Fixed screen
	1.3.4
	Is the mouse of the correct left/right hand type? 
	
	
	

	
	Fixed screen
	1.3.5
	For intensive users – can the mouse be used in either hand?


	
	
	

	
	Fixed screen
	1.3.6
	Is a mouse mat provided?

(Good Practice)
	
	
	

	
	Laptop 
	1.3.7
	Is an external mouse available for external work?
	
	
	

	1.4
	Cables
	1.4.1
	Are cables securely fastened or otherwise located safely so as to prevent them being a tripping hazard?


	
	
	

	1.5
	Work Desk
	1.5.1
	Is the workstation desk big enough to carry out the user’s work activities?

(1600 x 800mm preferred x  680 to 730mm height) 
	
	
	

	
	
	1.5.2
	Does the workstation layout allow for a flexible arrangement of the: screen, keyboard, cpu, document holder, documents and related equipment? 
	
	
	

	
	
	1.5.3
	Does the workstation work surface have a low reflectance finish? 
	
	
	

	
	
	1.5.4
	How do you view documents that require typing (document holders)
	
	
	

	
	
	1.5.5
	Is a document holder provided? 


	
	
	

	
	
	1.5.6
	Is the type of holder provided suitable for your workstation layout and work activities?


	
	
	

	
	
	1.5.7
	Is the document holder placed (can be) so as to minimise head and eye movements?


	
	
	

	
	
	1.5.8
	Are there adequate space and storage facilities around the workstation to allow the user to adopt a comfortable working position and sitting posture?


	
	
	

	1.6
	Work Chair
	1.6.1
	Does the workstation chair have 5 casters?


	
	
	

	
	
	1.6.2
	Is the seat height easily adjustable?


	
	
	

	
	
	1.6.3
	Is the chair back easily adjustable in both height and tilt?


	
	
	

	
	
	1.6.4
	Is the chair design such that it gives good lumbar support?


	
	
	

	
	
	1.6.5
	Are you happy with the legroom at the workstation?
If not: Are there any adjustments which may help? 
	
	
	

	
	
	1.6.6
	Do the arms on the user’s chair, if fitted, ride under the workstation? 
	
	
	

	2.0
	Environment
	
	
	
	
	

	2.1
	Space Requirements
	2.1.1
	Do the dimensions and layout of the work area provide sufficient space for the user to change position and vary movements? 
	
	
	

	2.2
	Lighting
	2.2.1
	Do any of your tasks involve looking at information on the screen for the majority of your DSE time? 

	
	
	

	
	
	2.2.2
	Do any of your tasks involve looking at documents for most of your DSE time?
	
	
	

	
	
	2.2.3
	Is there sufficient natural light for you to be able to see ordinary typescript without eyestrain?

IF NOT:-


	
	
	

	
	
	2.2.4
	Can the correct level of light be achieved by the use of the artificial light available?


	
	
	

	
	
	2.2.5
	Is a task light available if required?


	
	
	

	
	
	2.2.6
	Is there glare or reflection on the  DSE screen?

IF YES:-
	
	
	

	
	
	2.2.7
	Is the glare / reflection caused by:

a) Any artificial lighting?


	
	
	

	
	
	
	Light from windows? 
	
	
	

	
	
	
	b) Brightly coloured fixtures on walls?


	
	
	

	
	
	2.2.8
	If the glare is caused by unshaded windows and the DSE screen cannot be repositioned, is:
	
	
	

	
	
	
	a) a window blind fitted?


	
	
	

	
	
	
	b) an anti-glare screen being used?

IF SO:-
	
	
	

	
	
	2.2.9
	Is the anti-glare screen of a glass type?


	
	
	

	
	
	
	Is the anti-glare screen of a mesh type? 
	
	
	

	2.4
	Heat
	2.4.1
	Does the DSE or any of the ancillaries generate such heat that the temperature at the workstation location reaches excessive or uncomfortable levels for extensive periods? 
	
	
	

	3.0
	User / DSE Interface
	
	
	
	
	

	3.1
	Software
	3.1.1
	Is the software easy to use after instruction? 
	
	
	

	
	
	3.1.2
	Are you able to control when natural breaks in the work activity occur, or to change to a non DSE activity? 
	
	
	

	4.0
	Health
	
	
	
	
	

	
	
	4.1.1
	At the end of a normal day do you experience;

a) fatigue


	
	
	

	
	
	
	b) excessive stress


	
	
	

	
	
	
	c) discomfort


	
	
	

	
	
	4.1.2
	At the end of a normal day do you experience discomfort in:


	
	
	

	
	
	
	a) back


	
	
	

	
	
	
	b) shoulder


	
	
	

	
	
	
	c) upper limbs


	
	
	

	
	
	
	d) neck


	
	
	

	
	
	
	e) lower limbs


	
	
	

	
	
	4.1.3
	Does the user wear glasses when working at the display screen.


	
	
	

	
	
	4.1.4
	At the end of a normal day do you experience vision difficulties:

a) headaches


	
	
	

	
	
	
	b) focusing


	
	
	

	
	
	
	c) general eye discomfort


	
	
	

	5.0
	Training
	
	
	
	
	

	
	
	5.1.1
	Have you previously received information, instruction or training about

a) the importance of obtaining correct  posture


	
	
	

	
	
	
	b) the software packages used
	
	
	


	 Comments & Recommendations …………………………………………………………………………………………………………………….


………………………………………………………………………………………………………………

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………….

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

Line Manager’s acknowledgement: 

Name……………………………………………………………Date:……………………………… 

Signature: …………………………………

	Line Manager action to be taken …………………………………………………………………………………………………………………….


………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

Date for reviewing this assessment: ……………………………….

Date assessment reviewed: …………………………………………

Line Manager Signature: ……………………………………………..
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	Move the chair close to the desk and sit back on the seat. Adjust the chair back so that the upper body is relaxed and supported. Raise the chair seat so that, with the upper arms vertical, the elbows are level with or just above the desk. 

Sitting with the chair too low and too far from the desk encourages a slouched posture with no support from the chair back. The head is tilted forward. Feet are hooked around the chair base restricting blood circulation in the legs. Shoulders may be hunched. 


	
	

	
[image: image2]
	Set the chair position and height as described in G1 above. Use a foot rest if the feet do not touch the ground. Height-adjustable chair arms provide additional support for the upper body when not keying. If the armrests restrict desk access, consider removing them altogether. 

Shorter people often set the chair height so that their feet are firmly on the floor. If this is too low for the desk, it is likely to result in arms stretched forwards (or sideways) and/or shoulder lifting. This causes undue muscle tension. 
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	TOUCH Typists can raise the monitor so that the visible screen top is just below eye level. Any document holder should be at screen height and in the same focal plane to minimise head twisting and tilting. COPY Typists may prefer the screen to one side and the document holder directly in front

If the monitor is set too low, this encourages the operator to tilt the head downwards. As a result, the whole body tends to lean forward, moving away from the support of the chair back and encouraging slouching.   
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	Typists who need to look at the keyboard will probably position the monitor slightly lower than touch typists to minimise "nodding" between the two. The document holder should be placed between the monitor and keyboard to avoid twisting. 

If the monitor is set too low, this encourages the operator to tilt the head downwards. As a result, the whole body tends to lean forward, moving away from the support of the chair back and encouraging slouching. 
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	A separate keyboard and mouse will make a significant improvement to layout flexibility. By using one of the proprietary laptop stands to tilt the computer, it is also possible to raise the screen to an acceptable height and viewing distance. 
Laptop use is a major source of musculo-skeletal problems. Using a laptop on its own for any length of time will inevitably cause poor posture which in turn is likely to lead to head, neck and/or back pain. 
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	Arrange your desk layout to make best use of available space. Use your mouse (or trackball) close to the keyboard. Document management is very important. If you need to look at the keyboard when typing, the best place for the document holder is between the monitor and the keyboard. Other tools, such as the telephone, should also be readily accessible without stretching and twisting. If you write whilst using the telephone, hold the handset with your "non-writing" hand. A headset will dramatically improve comfort and convenience. 



	
	

	
[image: image7]
	Make sure there is a comfortable viewing distance between your eyes and the screen and have some space between the keyboard and the front of the desk. With traditional monitors, you may need to move the desk away from the wall (or the desk behind) to create sufficient screen distance. Place the screen in front of you so that you face it without twisting your body. Ensure your legs are not obstructed by any drawers under the desk. If your PC is occupying too much desk space, move it off the desk. If you are not a touch-typist, you may also like a wrist rest for support when you are not typing. 
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	If you do not use the numeric keypad extensively, consider a mini keyboard. This brings the mouse/trackball much closer to you on the right and can reduce muscle tension significantly 
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	Clear the space under the desk so that you can place your legs underneath it without twisting or leaning forward. If the drawers or pedestal are free-standing or detachable and you have sufficient space, create further legroom by moving them clear of the desk. 
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