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INTRODUCTION 

 

 Schools and offices are usually seen as ‘safe’ environments, but they do have specific 
hazards unique to them, which includes the use of display screen equipment (DSE).  This 
guidance is designed to provide information to enable a fuller understanding of these 
issues.  

 

 Each school should give its staff sufficient information, instruction and training as is 
necessary to ensure the health and safety of their staff. 

 

DSE QUESTIONNAIRE AND ASSESSMENT PROCEDURE 

   

 Staffs have a duty to work in accordance with the training and instruction given by the Head 
Teacher. All staff who are deemed to be ‘DSE Users’ should complete a DSE 
questionnaire. 

 

RESPONSIBILITIES 

 Head Teacher’s Responsibilities: 

 

 To ensure permanent and temporary staff working in their school complete a DSE 
questionnaire on the spreadsheet on day 1 of induction and thereafter on an annual 
basis  

 

 To review users’ answers to the questionnaire and complete the assessment report. 

 

 To ensure the assessment report is followed. 

 

 If user questionnaire risk ranking is above 80% LOW RISK record any actions if 
appropriate.  

 

 If user questionnaire risk ranking is below 80% MEDIUM to HIGHER risk then the 
concerns need to be addressed.  

 

 If user answers yes to Section 9 pains in arms, neck or shoulder then further 
investigation is needed to ensure the employee does not suffer DSE related ill health. 

 

 Ensure employees are aware of the entitlement to a free eye sight test using the 
voucher scheme in accordance with the school’s policy.   

 

 To provide budget for equipment identified by assessment report. 

 



 3 

 Where a staff member ‘user’ raises a matter related to health and safety in the use of 
DSE, the responsible Head Teacher will investigate the circumstances, attempt to 
resolve the issue locally and advise the employee of actions taken. 

 

 Ensure employees are provided with training. 

 

 Identify hazards and complete section 2 of the DSE questionnaire. 

 

 

 

 

 

 Employee’s Responsibilities: 

 

 To complete the DSE questionnaire. 

 

 To keep work stations tidy. 

 

 To report problems with their workstation to their Head Teacher. 

 

 To work in accordance with the training and instruction given by the school on their 
workstation.  

 

             CBC Health and Safety Team responsibilities: 

. 

 

 To provide advice and support on all aspects of DSE and Health and Safety to users 
and Head Teachers. The CBC health and safety team do not provide health and safety 
training for schools.  

 

 To liaise with Occupational Health where required. 

 

 To monitor compliance with this guidance as part of school health and safety audits. 

 

 

DEFINITION OF A USER 

 

 Employees who use DSE and meet all or most of the following criteria are deemed to be 
‘users’:- 

 

 The individual depends on the use of display screen equipment to do the job. 
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 The individual has no discretion as to use or non-use of the display screen equipment 
to do the job. 

 

 The individual needs significant training, and/or particular skills in the use of display 
screen equipment. 

 

 The individual normally uses display screen equipment for continuous spells of 1 hour 
or more at a time. 

 

 The individual uses display screen equipment in this way more or less daily. 

 

 Fast transfer of information between user and screen is an important requirement of the 
job. 

 

 The performance requirements of the system demand high levels of attention and 
concentration by the user, for example, where the consequences of error may be 
critical. 

 

LAPTOPS 

 

 Some schools may provide certain staff with a laptop where it is deemed more appropriate 
than a fixed office PC.   

  

 When laptops are positioned on a desk the user has to lean forward to read the screen.   
Using a laptop in this position for long periods of time e.g. over three hours a day could 
lead to neck, back and shoulder pains. 

 

 For areas where short duration work is carried out or where laptops will be used for 
significant periods then laptop packs should be provided.  A laptop pack consists of a 
separate laptop stand, a separate keyboard and mouse.  The laptop pack allows the user 
to plug in their laptop and raise up the screen to use as an normal workstation.  

 

 Those staff that work at home on a laptop should be supplied with a lap pack depending on 
the amount of time that they spend at home on their computer and the findings of the DSE 
questionnaire.   

 

 The school should also provide a double strapped backpack or trolley bag.  

 

 Employees should adopt the following advice when using laptops: 

 

 Do not use the laptop whilst travelling on trains or other forms of transport if the only 
resting place for the machine is on your lap.  In this position the neck and back will be 
stooped posture which can lead to chronic back or neck pain. 
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 Do report any eyestrain, upper limb disorders or other symptoms which are connected 
to your work with the laptop. 

 

 Do use a wrist rest if you have any difficulty in positioning hands, wrists and forearms 
straight when keying in as the laptop keyboard is usually thicker than a PC keyboard. 

 

 Do remember that the guidance with regard to Display screen equipment is applicable 
to laptop use i.e. taking breaks, using fully adjustable chairs adopting good posture etc.  
It is appreciated that staff using this equipment outside the office environment might not 
have access to a proper desk or chair but under such conditions should limit their use to 
the shortest time possible. 

 

 Portable Technology Security  

 

 Portable technology is expensive and can be a target for theft. Avoid carrying or using 
equipment where theft is likely. 

 

 Do not leave laptops in vehicles unattended. 

 

 Ensure laptops are locked away at the end of the day. 

 

REST BREAKS 

 

 The purpose of a break from DSE is to prevent the onset of fatigue.  To achieve this 
objective the ‘User’ should incorporate changes of activity into the working day.  There is no 
prescribed frequency or duration of breaks from DSE work.  Where possible, users will be 
given discretion to decide the timing and extent of off-screen tasks.  Any staff member, who 
believes that their DSE workload does not permit adequate breaks, should bring this to the 
attention of Head Teacher. 

 

 Users of DSE are encouraged and will be expected, to take opportunities for breaks.  
General guidance on breaks: 

 

 Breaks should be taken before the onset of fatigue, not in order to recuperate and when 
performance is at a maximum before productivity reduces. 

 

 Breaks or changes of activity should be included in working time.  They should reduce 
the workload at the screen, i.e. should not result in a higher pace or intensity of work on 
account of their introduction. 

 

 Short, frequent breaks are more satisfactory than occasional, longer breaks; e.g. a 5 – 
10 min break after 50 – 60 minutes continuous screen and/or keyboard work is likely to 
be better than a 15 minute break every 2 hours. 
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 If possible, breaks should be taken away from the screen. 

 

 Informal breaks, that is time spent not viewing the screen (e.g. on other tasks), appear 
from study evidence to be more effective in relieving visual fatigue than formal rest 
breaks. 

 

 Wherever practical, users should be allowed some discretion as to how they carry out 
tasks, individual control over the nature and pace of work allows optimal distribution of 
effort over the working day. 

 

INFORMATION AND TRAINING 

 

 All employees should be receiving training on the use of DSE on day 1 of their Induction 
and before they use the DSE for work.  

 

Training should be provided on: 

 

 Recognition of the hazards and risks for example screen reflections and glare, together 
with information on the health risks and what to look out for as early warning of 
problems. 

 

 Explanation of the health risks and causes for example poor posture and lack of breaks. 

 

 Describing what users can do to minimise these risk for example changing position 
adjusting furniture and equipment, regular cleaning of screens, taking breaks and 
changing activity. 

 

 Reporting of problems or short comings in work pattern of workstations. 

 

 Giving information on eyesight tests rest pauses and standards of workstations. 

 

 How and when to complete a DSE questionnaire and the process of the assessment of 
risk and measures taken to reduce the risk. 

 

 Training when workstations are altered. 

 

 Use of laptops. 

 

 

 

 

 


