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The following guidance for schools should be read in conjunction with the County DSE guidance
1.0 
LEGAL FRAMEWORK
1.1 The Health and Safety (Display Screen Equipment) Regs 1992 as amended 2002, impose the following key duties on employers to:

· carry out risk assessments of DSE workstations.

· incorporate work breaks / activity changes.

· provide a free eye test and corrective appliances (where specifically required for working with DSE).

· provide training and information relevant to the tasks being undertaken.

1.2 DSE equipment refers principally to laptop and desktop PC’s, although can include other technologies and non-electronic display systems such as microfiche.
1.3 The regulations do not apply to workstations provided for use by pupils ( it is nevertheless good practice for pupils to be aware of how to correctly set up DSE and workstations in a way which minimises risks.)

2.0
DEFINITION OF A DSE USER
2.1 The DSE regulations apply only to those employees who fall within the definition of a user. i.e. one who habitually uses DSE as a significant part of their normal work. Significant is taken to be continuous / near continuous spells of an hour at a time. They do not apply to employees who work only occasionally on ICT equipment. See County guidance for the full definition of a DSE user.
2.2 It is important that the head teacher / manager identify which staff are covered by this definition. Typically within a school setting this may include admin staff, premises manager, bursars, school secretaries etc. 
3.0
HAZARDS ASSOCIATED WITH DSE
3.1
Some of the potential health problems associated with incorrect use of DSE 
are :
· Upper Limb Disorders (ULD) (e.g. upper limb aches and pains caused by poor posture)
· Back ache

· Fatigue and stress

· Temporary eye strain

3.2
Poor work design and a lack of awareness in the correct way of adjusting a chair or equipment can result in discomfort and can cause or aggravate such conditions. 

3.3
Staff can help to ensure a safe system of work by adopting the following 
simple precautions:

 Arrange the work area to enable safe practices to be carried out.

 Make sure that all furniture and equipment is functioning correctly, and that the chair provides adequate support, especially for the lumbar region of the back.  

 Adjust furniture and equipment so as to ensure maximum comfort when working.

 Take opportunities to vary activities and take regular breaks when working with DSE.

 Report any symptoms of discomfort or ill health that you believe may be related to the use of DSE. 

See Appendix 2 for good posture and work practice checklist.
4.0
RISK ASSESSMENTS
4.1  
Within Hertfordshire County Council (HCC) it is the responsibility of line 
managers/ head teachers to ensure that risk assessments of DSE 
workstations are conducted. However, they may delegate the task of 
actually carrying out the assessments.

4.2
The HSE VDU self assessment form can be used to risk assess all DSE 
workstations. The form can be completed on a self-assessment basis, or by 
an assessor. Alternatively iLearn, an electronic learning tool can be used to  

           instruct users in the correct way of setting up their workstation.            
4.3 
Further guidance on risk assessment is available in section D of the County 
Health and Safety policies and guidance.
5.0
EYETESTS
5.1
Under the DSE regulations staff identified as DSE users are entitled to an 
eyesight test, every 2 years by a qualified optician (and corrective glasses if 
required specifically for DSE use). Line managers / head teachers should 
ensure that DSE users are aware of this entitlement. 
5.2
HCC has a corporate contract with Specsaver opticians in the form of eyecare 
vouchers issued to staff requiring an eyesight test which includes the provision 
of a pair of glasses ( from their basic range) when specifically required for 
DSE use.


Full details of the voucher scheme are given in the HCC guidance.

5.3
This scheme allows schools to easily budget for eyesight tests without any 
additional costs if glasses are required. Schools wishing to make use of the 
scheme should set up an individual account with Specsavers.

For more information contact Specsavers Corporate Eyecare on 02380 
626900 or visit www.specsavers.co.uk/corporate
6.0
LAPTOP USE
6.1
There are an increasing number of laptop users within schools and their use in 
prolonged situations should also conform to the main DSE Regulations. 
However their design compromises such as smaller keyboards, joint keyboard 
and screen etc. can mean that users adopt poor postures and are often less 
comfortable than at a standard desktop machine for prolonged use.

6.2 Consideration needs to be given as to where and how laptops are utilised, where these are intended to be used for prolonged spells a separate keyboard and mouse should be used and the laptop raised in height to enable the user to achieve the correct posture. 
6.3
Many of the risks that the laptop user will be subject to are very much the 
same of a normal DSE user, but additional factors such as potential manual 
handling and security risks may also need to be considered within your risk 
assessment process.
7.0
SUMMARY OF KEY ACTIONS

7.1
The Key actions necessary to control the health and safety risks arising from 
the use of Display Screen Equipment (DSE) are to:
· Identify all individuals who are classified as DSE 'Users'.
· Ensure risk assessments of DSE workstations been carried out using the HCC Display Screen Equipment Assessment Form.
· Supply users with information and/or training on the safe use of Display Screen Equipment (iLearn)
· Advise your staff about setting up laptops on a suitable surface and the risks of working for prolonged periods.
· Ensure remedial actions identified by DSE risk assessments been carried out.
· Review risk assessments annually or sooner if significant changes have occurred.
8.0
USING WHOLE CLASS TEACHING TECHNOLOGIES SAFELY 

8.1
Concerns have been raised previously about the use of interactive 
whiteboards and data projectors in schools. In order to ensure the safety of 
whole class teaching technology users, it is recommended that schools:

· Make clear to all users that no one should stare directly into the beam of the projector. 

· Encourage users to stand to the side of the beam when working with a class.

· Ensure that when entering the beam, users do not look towards the audience for more than a few seconds. 

· Encourage users to keep their backs to the projector beam when standing in it. Consider use of pointing sticks etc. to minimise frequency or necessity of 


entering the beam. 
· Ensure that pupils are supervised at all times when a projector is being used. 

· Position whiteboards at a comfortable height for both staff and pupils.

· Make sure that all leads are safely located, and that pupils don’t walk around the back of working areas which have cables. 
8.2

Appendix 1 provides a summary of the above and it is recommended this be 
displayed adjacent to interactive whiteboards.  
8.3
Projectors should, wherever possible, be placed out of reach of the pupils. A 
ceiling-mounted projector is the ideal solution. Where fixed equipment is not 
possible, it should be ensured that the unit is anchored firmly when in use, and 
that trailing power cables are covered and secured.

9.0
USE OF COMPUTERS BY PUPILS
9.1
The DSE Regulations do not apply to workstations provided for pupils, however the good practice in terms of workstation set up and posture should be adopted where practicable. 
9.2
General guidance for schools as regards health and safety relating to ICT has 
been also produced by BECTA (The British Educational Communications and 
Technology Agency)
· Ensure there is sufficient working space in front of the keyboard and that that pupils have room to make notes or use textbooks alongside the computer.
· Provide adequate space around workstations for unhindered staff and pupil movement

· Position the screen to avoid reflections

· Encourage pupils to adopt postures which do not impose a strain or require awkward movements
· If pupils are going to be seated for extended periods, ensure that good-quality seating is provided which supports the back.

· Chairs which are height adjustable are desirable in order they may safely accommodate the range in size of pupils
· Pupils sit at the recommended height (with the eye level at the top of the screen). 
· Screens should be positioned to reduce reflection and glare from lights and windows, using blinds where necessary, and should be adjustable for brightness and contrast as the lighting changes throughout the day. They should also be cleaned regularly.

· Desks must be the appropriate height for the user.
10.0
WIRELESS LOCAL AREA NETWORKS (WLAN)
10.1
Wi-Fi is a particular type of wireless local area network (WLAN).  With regard 
to the potential exposure of staff and pupils to radio frequency (RF) 
radiation 
HCC follows the advice of the Health Protection Agency (HPA).
10.2 The HCC policy relating to Wi-Fi technology is available on COMPASS.
10.3
On the basis of current scientific information, exposures from Wi-Fi equipment 
satisfy international guidelines and the HPA does not consider there to be a 
problem with the safety of WLAN. Thus there is no reason why Wi-Fi should  
not continue to be used in schools. 
11.0       FURTHER INFORMATION AND GUIDANCE
HSE ( Health and Safety Executive)

http://www.hse.gov.uk/MSD/dse/index.htm
BECTA (The British Educational Communications and Technology Agency) provides 
advice on a range of ICT health and safety issues for schools.
http://schools.becta.org.uk/index.php?section=lv&catcode=ss_lv_saf_02
Advice on use of interactive whiteboards  

Teachernet

http://www.teachernet.gov.uk/wholeschool/healthandsafety/other/projectors/
HSE Advice on use of interactive whiteboards

http://www.hse.gov.uk/radiation/nonionising/whiteboards.htm
Further information can also be obtained from the Schools ICT Team and the 
Education Health and Safety Team.
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Health and Safety Advice

When using an interactive whiteboard:

· Make sure that pupils are supervised at all times whilst the projector is in use

· Do not stare directly into the projector beam at any time

· Staff should stand to the side of the beam when working with a class and not look towards the beam for more than a few seconds 

· Whilst using the whiteboard, pupils should stand with their back to the projector beam.

· Do not cover the projector ventilation slots at any time

· Do not unplug or switch off the mains supply to the projector whilst the cooling fan is running.
APPENDIX 2
DISPLAY SCREEN USERS GOOD PRACTICE CHECKLIST

Remember the following and use as a checklist while you work:

	WORKSTATION:
	· Adjust screen height to suit seating height – generally eyes level with top of screen.

· If a significant amount of your work involves copying from documents then use a flexible document holder at the same height as screen.

· Keep an organised work surface to facilitate workflow.

· Avoid clutter under the workstation.

· Ensure an appropriate mobile, stable and five star base chair.

· Seat back, arm rests and back rest to be height adjustable.

· 2-3” of space in front of the keyboard

· Be familiar with software in order to customise screen colours, etc.



	ENVIRONMENT:
	· Adjust screen to reduce reflection and glare.

· Clean screen and equipment regularly.

· Ideally sit sideways to windows.

· Maintain safe surroundings, i.e. free from tripping and electrical hazards.

· Avoid excessive noise and uncomfortable temperatures.



	HEALTHCARE:
	· Carry out exercise programme on a regular basis plus specific movements throughout the day.

· Rest eyes during work break and carry out eye care exercises.

· Have eyes tested regularly.

· Report any health related symptoms that concern you.

· If you are pregnant, it is important that you carry out good health care practice.



	JOB DESIGN:
	· Break up work with informal postures and different tasks.

· Combine different work tasks.

· Take regular breaks away from screen.

· Ensure you have training in software and in know how  to set up a safe workstation.




UPRIGHT SEATED POSTURE
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	POSTURE:
	· Adjust seat height to ensure thighs and forearms are horizontal.

· Desk just below elbow height.

· Align hands with forearms. Minimal deviation of wrists.

· Adjust your backrest to support the lower back.

· Sit right back in the chair to maintain good lumbar support.

· Keep head in natural upright position.

· Do not slouch.  Maintain upright position.

· Head, neck, shoulders and hips to be in alignment.

· Use a footrest if feet do not touch the floor.

· Rest arms and hands whenever routine allows.

· Space under desk for postural change, no obstacles

· Top of screen at eye level.
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