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Location:  Date:  

User being assessed:    Health, Safety & Environment reference  

Completed by:   Laptop? (Y/N) : 

This assessment can be completed either by the user themselves, or by another person. It should then be reviewed 
by their manager, who is responsible for ensuring that required actions are carried out.  
The HSE publication - Work with Display Screen Equipment (L26) gives guidance on workstations and DSE. It  will be 
available electronically in the LLUK Employee Portal . Some of the guidance is included on page 3 of this form. 

1.  Chair Y / N Comments 

Is your chair comfortable?   

Can you easily adjust it to suit you?   

Does your chair swivel, and have castors?   

Does your chair support your lower back 
whilst working?   

Whilst working are your feet comfortably 
supported?   

2.  Work surface Y / N Comments 

Is there enough room at the workstation for 
your equipment and paperwork? 

  

Is all equipment within easy reach?   

Is there enough leg room under the 
workstation? 

  

Can the workstation layout be easily re-
arranged? 

  

Do you have any particular problems at 
any specific workstation?  If so state which 
one and why. 

  

3.  VDU equipment Y / N Comments 
Can you adjust the keyboard to a 
comfortable position for use? 

  

Is there enough desk space to rest your 
wrists and hands? 

  

Is the screen adjustable to a comfortable 
position? 

  

Is there reflection or glare on the screen?   

Do you find the characters on the screen 
easy to read? 

  

Can you operate the mouse in a 
comfortable position? 
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Notes: 
 
 

User:    Date:   

4.  Work arrangements Y / N Comments 
Is your DSE suitable for the work you are 
doing?   

Do you have sufficient breaks from VDU 
work?   

Is the software easy to use?   

Do you have to work to tight deadlines?   

When, or after, working on the VDU do you 
experience any pain in your hands, arms, 
neck or lower back? 

  

Do you suffer from tired or sore eyes during 
or after working on the VDU?   

Any other adverse effects that you may 
suspect are linked with using the VDU?   

Is a document stand available?   

5.  Office environment Y / N Comments 

Is the office lighting adequate?   

Is the temperature adequately controlled?   

Is the office too noisy?   

Is there sufficient space to allow freedom 
of movement and change of position?   

Are nearby printers, fax machines, copiers 
etc likely to cause distraction or emit 
fumes?  

  

Is the electrical wiring for the DSE correctly 
connected and kept tidy?    

Are there any other issues you feel are 
relevant? 
 

  

 

For completion by the manager: 

Manager’s Name:   Signature: 

Assessment discussed with the user (Y/N):   on (date):   
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Conclusions & action to be taken: 

 

 

Filed in Personal File (Y/N): Date: 

Date for review:  
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Risk Assessment for Display Screen Equipment - 

Some tips adapted from the HSE guidance leaflet:  

• Adjust your chair and the DSE 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 DSE. 

• 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. A 
document holder may help you avoid awkward neck and 
eye movements. 

• Arrange your desk and DSE to avoid glare, or bright reflections. 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 space under your desk to move your legs freely.  Move any obstacles.  

• Avoid excess pressure from the edge of your seat on the backs of your legs and knees.  A footrest may be 
helpful, particularly for smaller users. 

• If you are using a laptop or portable computer, it may be necessary for it to be connected to a docking 
station, or a separate screen, keyboard and mouse,  to achieve a comfortable working posture. 

• 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 when not keying. 

• Try to keep your wrists straight when keying. Keep a soft touch on the keys and don’t overstretch your 
fingers. Good keyboard technique is important. 

• Position the mouse within easy reach, so it can be used with the wrist straight. Sit upright and close to the 
desk, so you don’t 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 don’t grip the mouse too tightly.  Rest your fingers lightly on the 
buttons and do not press them hard. 

• 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 comfortable working position. Select colours that are easy on the eye (avoid red text on 
a blue background, or vice versa). 

• If characters on the screen are not sharply focused, the DSE may need servicing or adjustment. 

• If you feel that your sight has been impaired by the use of the equipment you have the right to request an 
eye and eyesight test.  Approach your local manager who will make the necessary arrangements with 
Human Resources. 

• 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. 

• Make use of opportunities to take a break from the screen, eg to do filing or photocopying, or ensure that 
you have rest breaks. Frequent short breaks are better than fewer long ones.  This is particularly important 
for laptop users without a docking station or separate screen, etc. 

• If you have any problems with using your DSE or experience any discomfort or other symptoms that may 
be attributable to working with the DSE you must report the matter to your manager or contact the Safety 
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& Environment Department for advice. 
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