
 

  
 

 
 

Display Screen Equipment Policy 

 
Haydon Mechanical & Electrical Ltd recognises the importance of using Display Screen Equipment 
(DSE) in accordance with statutory provision of the Display Screen Equipment Regulations and the 
Approved Code of Practice in order to safeguard the health, safety and welfare of all employees 
designated as users of such equipment. 
 
This document outlines the Haydon policy and procedures for DSE usage.  Senior Management have 
the responsibility and are expected to organise their department or section of the company according 
to the DSE regulations and as embodied by this policy. 
 
DSE Users and Management responsibility  
 
The term ‘user’ is limited to employees who use such equipment as a significant and habitual part of 
their normal work.  The regulations give guidance that a ‘user’ will have frequent daily periods, each of 
over 1-hour use, involving ‘fast information transfer’.  This will involve rapid transfer of information 
between the user and the screen and demand high levels of attention and concentration by the user. 
 
It is essential that management is aware of the requirements and how to provision and train staff in 
the correct use of DSE.   
 
DSE self-assessment form 
 
As a protection to both managers and the company, it is the responsibility of Management to ensure 
that the assessments are completed and reviewed on a regular basis and to train staff in DSE use.  
This includes the very basic requirement of screen height and contrast adjustments, as well as correct 
chair adjustment and the appropriate provision/use of ancillary equipment; footrest, wrist rest, anti-
glare screen, document holder etc where required.  The assessment indicates this has been done and 
is a legal cover for management.  The company is obliged to notify employees that it has a DSE policy 
and makes appropriate provision and training available.   
 
Workstation Assessment 
 

 All workstations will be assessed to ensure compliance with the regulations. 

 This assessment will be performed in conjunction with the employee. 

 The assessment will include each employee completing a self-assessment and workstation 
acceptance form, copies of which will be held by Management.  

 Employee’s must inform their Manager immediately of any adverse working conditions. 

 All workstations will be periodically reassessed. 

 Any new equipment or member of staff will be assessed within 3 Months. 
 
 
Working Practices 
 
The following points are designed to help alleviate possible causes of eye strain: - 
 

 All staff who use DSE for extended periods (i.e. Continuously for more than 1 hour should 
ensure they take regular breaks from looking at the screen.  This does not necessarily mean 
a complete break from working but rather that they try and create a mix of work (i.e. VDU & 
Non-VDU work).  For many operatives ‘comfort’ breaks and tea breaks will provide the rest 
required. 

 
 
 
 



 

  
 

 
 

 

 Any staff using DSE intensively, without a break, for more than two hours should take an 
enforced break, away from the VDU, for no less than fifteen minutes.  This will normally 
reconcile with a morning or afternoon tea break. 
 

 It is recommended that staff who use DSE for extended periods take their lunch away from 
the VDU for a period of at least fifteen minutes. 
 

 Management will take all reasonable steps to ensure practical working comfort of operators of 
DSE.  Wrist and foot-rests will be made available as is necessary. 

 
Use of Laptops 
 
Occasional use of laptops, placed at desk height and with suitable room lighting should pose no 
problem to employees.  If, however, extensive use of a laptop becomes necessary, to the extent that 
the employee becomes a ‘user’ under the regulations, a separate risk assessment will need to be 
made and will include likely place and conditions of use. 
 
Eyesight testing 
 
In basic form, the regulations require employers to pay for eyesight testing at the request of an 
employee if he or she is a bona fide user of display screen equipment.  Employees designated as 
users under the regulations may request an eyesight test, if they experience visual difficulties that 
may ‘reasonably be considered to be caused by work on display screen equipment’.  The employer 
should organise this to be done by a ‘competent’ person as soon as practicable. 
 
The Company is allowed to specify an optician to undertake this on its behalf but, since numbers are 
likely to be small, it will be allowable for the moment that employees may use their own opticians and 
will be reimbursed the standard eye test charge on presentation to Personnel of a full V.A.T. invoice or 
receipt. 
 
Corrective Appliances 
 
The optician will communicate to the company if a corrective appliance is needed specifically for 
V.D.U. work.  If so, the company is required to pay the fee required for a basic appliance (£40) but the 
design conscious employee may contribute the balance of extra monies to obtain a more fashionable 
pair of spectacles or even contact lenses. 
 
 
Signed: 
 

 
 
 
Dave Cutler 
Managing Director 
Date: 1st June 2017 
 


