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BS EN ISO 9241 (above) gives the minimum desk proportions.
(This should be suitable for 95% of the population)
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	Part 1: About the VDU User
	



This guidance will assist you with completing a VDU Workstation Assessment Form.  It is set out in a question and answers format to help with any issues raised from the VDU Workstation Assessment. 
Part 1: About the VDU User
A ‘VDU user’ can be defined as:
· Highly dependant on VDU or has little choice about using them.
· Uses a VDU for continuous or near continuous spells of an hour or more at a time and uses it in this way more or less daily.

· Quick transfer of Information (i.e. data inputting)
· High levels of attention and concentration for a prolonged period
Please Note: VDU users can include employees, agency staff and self employed staff (non-employees are not included). 
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If the user has indicated their VDU use involves:
· Working from home
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If an individual is required to work from home, they could also be considered a VDU user and their VDU workstation would need to be assessed using the ‘VDU Workstation Assessment Form’.  The Regulations apply to the equipment provided in whole or part by the employer.  
· In such cases, it would normally be appropriate for the assessor to give sufficient instruction to the home worker to complete the assessment form. The VDU user should be provided with the ‘Setting up a Temporary Workstation’ checklist.
· The assessor should then discuss the assessment with the member of staff.  If the assessment identifies problems which cannot be addressed, it may be necessary for the assessor to make a visit and directly assess the home worker’s set up.
· Use of a Hot desk / sharing a workstation with another user
· Any ‘user’ who works flexibly such as at a hot desk (where there are two or more users of a workstation), personal computer users and/ or home workers, should also complete the ‘VDU Workstation Assessment Form’. 

· Each hot desk must have the ‘Setting up a Temporary Workstation – User Checklist’ displayed.

· Where workstations are used by two or more users, the screen must be fully adjustable and there must be sufficient cable length to allow the mouse, telephone and keyboard to be moved into a comfortable position for each individual.  The desk must also be kept sufficiently clear to allow easy re-arrangement of the equipment.
· If hot-desking is to be considered, adequate provision must be made for the number of employees likely to need access to a VDU at the same time and, if necessary, time slots may need to be allocated.  Inadequate access to the VDU workstation when needed can be a cause of stress.  
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Portable Computer (Laptop) Use
· The Display Screen Equipment Regulations apply to portable computers where it is in prolonged use (which includes laptops, notebooks, handheld computers, personal digital assistant and some portable communication devices).

· The workstations of all identified ‘users’ of portable computers need to be fully assessed using the ‘VDU Workstation Assessment Form’.  Any such assessment needs to be just as stringent as ‘normal’ workstations as the risks are potentially greater.
· The ‘Setting up a Temporary Workstation’ checklist must also be provided to the user.
· Other hazards include manual handling issues arising from carrying the portable computer and the possibility of assaults/violence.   Portable computers and other mobile equipment are prime targets for theft.

· If you use a portable computer for an hour or more, it will not meet the minimum requirements.  Have you got a separate keyboard, mouse and screen/ screen raiser?
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Devices such as a portable computer are not designed for prolonged use therefore it is a requirement that any user is provided with the following:

· Separate keyboard,

· Separate mouse,

· Screen raiser or separate screen.

· Where you are unable to separate the keyboard from the screen, the user cannot adopt the recommended position, which includes:
· Elbows at a right angle, 
· Elbows lined up with shoulders,
· Viewing distance of 45 to 60cm,
· Top of the screen keep at eye level,

· Correct keyboard position.

· A docking station is recommended, so that the user can easily connect the laptop to a screen, network, keyboard and mouse.

So you can find a comfortable position, please tick each box to confirm your chair has all of the following: stability, manoeuvrability, five castors, adjustable height, adjustable back rest and the ability to swivel.  
· The chair must allow users to adopt the recommended seated position and allow freedom of movement.  Therefore the minimum requirements the chair must have are:
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· If the chair does not meet the minimum requirements set out above then the chair must be repaired or replaced.

Please Note: The height and tilt of the seat back does not have to be independent of the seat.  Seats may be designed with a fixed or adjustable seat angle.
Are you able to adjust the back rest so that it provides support to the lower and middle part of your back?
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The back rest must give support to the lower and middle part of the back (high-backed chairs should also support the lower back area).  
· If there are any special requirements, refer the matter to Occupational Health Service for help on the individual assessment.
Please Note: The height and tilt of the seat back does not have to be independent of the seat.  Seats may be designed with a fixed or adjustable seat angle.
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Can you adjust the seat height and position the chair, so that when your fingers are touching the middle row of keys on the keyboard, your elbows are kept at a right angle?
· The chair must be adjustable in seat height and have the ability to move in to the recommended position (see picture) as set out in the minimum requirements. 
· The chair must also have an adequate seat width and depth to suit the user (i.e. the depth of the bottom cushion to be smaller for users with shorter legs and a wider seat cushion for larger users). 
Can the arm rests be adjusted or removed? 
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Arms rests must allow for the user to adopt the recommended right angle (90o) with their elbows. If the arm rests restrict the elbows then they must be adjusted or removed.  
· If the arm rests restrict the chair moving into the desk, so that elbows are unable to adopt the recommended position, then they must be adjusted or removed.  

Please Note: Arms rests may also encourage users to lean or slouch on the chair which can lead to musculoskeletal problems. 

Is the screen at a viewing distance of between 45cm and 60cm and the top of the screen level with your eyes? 
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The layout of the workstation must allow the screen to be at a viewing distance of between 45cm and 60cm (distance from eye to screen).  
· The top of the screen should be level with the user’s eyes, when the seat height has been adjusted to the recommended position. 

Please Note: If you have difficulty seeing at this distance, you may require a sight test, consult the VDU eye test guidance for more information. 
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Can you face the screen directly, without needing to turn your head? 

· The screen should be directly in front of the user so it does not require the twisting/ turning of the users head or torso.  
· The user must be able to turn the whole of their body to face the monitor, without obstructions to their legs.  Ensure any items stored underneath the desk do not interfere with the seating position. 

[image: image16.wmf]Can the screen can be; raised, swivelled and tilted. 

· The user should be able to tilt, swivel and adjust the height to allow them to adopt the recommended position.  
· In some circumstances stacking units may be required to raise the screen to a comfortable position.

· Where the screen is faulty and the user is unable to adjust the screen to suit their requirements, a replacement must be provided.
Is the screen provided with controls to adjust brightness and contrast, adequate in size for the task, free from reflections and flicker?
· The display allows the user:
· The ability to read all text.
· To adjust brightness and contrast.
· No reflective glare as this can cause discomfort to the user (Please see Question 21 for further guidance).
· It is not always possible to eliminate all flicker from the screen, but the use of light characters on a dark background can reduce the perception of flicker.  
· The size of the monitor screen should be adequate for the task.  The size of the screen needs to be considered when: 
· The text on screen is too small.  
· There is difficulty positioning the pointer.
· Where the screen is faulty and the user is unable to adjust the screen to suit their requirements, a replacement must be provided.
Please Note: An office fan too close to the screen can cause increased flicker.

Does the size of the desk enable you to have a flexible arrangement of the necessary equipment (i.e. computer equipment, desk fan, stationery and phone)?
· The desk must be of a sufficient size (see minimum requirements below) to allow a flexible arrangement of the screen, base unit/ docking station, keyboard, mouse, telephone, documents and other related equipment.  
· Account should be taken of the range of tasks performed, position and use of the hands (left/right handed) and the use and storage of working materials. There must be room on the desk for the keyboard/mouse and room to support the user’s wrists. 

· For exceptionally tall or short persons, the desk height may need to be raised or lowered. This can be achieved by installing blocks under the desk legs or shortening legs by custom build, however, it is unlikely that such a modified workstation could then be shared with others.  If this is required, please speak with your line manager.
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Are able to sit down and get up from your desk without any restriction? 
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The chair/ workstation must allow freedom of movement.  There must be enough space for the worker to sit down or get out of the chair without difficulty.
· Ensure that items stored underneath the desk do not interfere with the seating position.
Do your feet rest comfortably flat on the floor? 
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A footrest must be provided where the user’s feet cannot rest comfortably on the floor once the seat height has been adjusted to the recommended seat position. 

· The footrest should be adjustable for the user’s needs. If the undersides of the thighs are compressed when the feet are resting flat on the floor, a footrest is needed to raise the feet.
· A footrest should only be used where necessary, as it can lead to poor posture and lower back pain.
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If applicable, where a document holder has been provided, is it adjustable and stable?

· Where there is quick transfer of work, a document holder may be necessary.
· Where a document holder is provided, it should position documents as close to the monitor as possible to restrict movement and be at a viewing distance similar to that of the monitor.  
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Is the keyboard directly in front of the screen and not offset to one side?
· The VDU user must be able to position the keyboard so that it allows for their elbows to be kept under their shoulders.  
· Arms must not to be outstretched or offset to one side, i.e. keyboard lined up to the screen.  
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· The user must be able rest their wrists in front of the keyboard. 
· Ergonomic keyboards for some individuals may be recommended by the Occupational Health Service, the use of ‘wrist rests’ may also be advisable.  
Is the keyboard and mouse in a position so that they do not require stretching of the arms (keeping your elbow at the recommended right angle)?  
· The VDU user must be able to position the keyboard so that it allows for the elbows to be kept under the shoulders.  The VDU user’s keying position must also allow for the user to adopt the recommended right angle with their elbows (see question 3).
· The keyboard must be lined up to the screen and arms must not to be outstretched or offset to one side.  
· The mouse should be positioned alongside the keyboard, so that the elbows remain under the shoulders.  If applicable to the job role, a smaller keyboard can keep the mouse in the recommended position.

· The mouse provided must have sufficient cable and space to allow it to be used either on the left or right hand side.  It is possible to change the mouse buttons for left / right handed use.
Does the keyboard have: a matt finish (to avoid glare), stability, clearly marked keys, and the ability to tilt? 
· The user must be able to tilt the keyboard. 

· The surface of the keyboard must allow for the user to see the key symbols clearly, with a matt finish to avoid glare. 

· Any keyboard that is faulty must be repaired or replaced.

· The layout of the keyboard should be adequate to for the user facilitate their use. Detachable number pads may be appropriate for some users.
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Does the mouse allow for easy operation of your computer?
· The overriding requirement for the mouse (or other pointing device) is that the user must be able to adopt a comfortable working position.  
· The mouse design should suit the user and the task (i.e. left handed mouse, roller ball etc).

· Ensure that the mouse can effectively navigate the screen; a mouse that becomes dirty can become difficult to use.
Have you had sufficient training/ information on the use of the computer software, adjusting your workstation and safe use of the VDU?

· VDU users are required to have training in the use of a workstation. This can be fulfilled by your Assessor or Line Manager at the time of the assessment. 

· A few points to cover are:

· The user’s role in reporting risks, i.e. lack of chair adjustability, screen reflections etc,
· The use and arrangement of the workstation components to achieve good posture, i.e. chair adjustment, position of mouse etc,
· The need for breaks and changes in activities,
· The need to urgently report symptoms (i.e. poor posture leading to fatigue and pain) to the assessor or line manager.
Do you take regular breaks away from the VDU screen?

· Breaks away from VDU work are important to prevent fatigue. Where possible you should plan your work so that VDU work is mixed with periods of non-VDU work.  Where this is not possible, deliberate breaks may need to be introduced.  
· The regulations do not specify a minimum frequency of breaks; however breaks away from VDU work of 5-10 minutes in every hour are recommended. 
· Breaks should be taken before you begin to experience symptoms of fatigue and should not be spent doing similar work.
Do you find the following room conditions satisfactory: temperature, humidity, ventilation or noise?

· A comfortable room temperature is between 19 –23 degrees centigrade. Take steps to reduce or increase temperatures as required. 
· Ventilation and humidity should be maintained at levels which prevent discomfort, problems of sore eyes.  
· Noise levels should be kept to levels which do not impair concentration or prevent normal conversation.  Noise levels can be minimised by repositioning of the workstation, equipment or providing sound insulating partitions.
Can you use your VDU workstation without being disturbed by glare/ reflection from the window/ lights? 
· The lighting level must be appropriate for the tasks performed at the workstation.  A high level of lighting can make screen characters difficult to see. 
· Glare and reflections on the screen must be prevented by co-ordinating the workstation layout with the positioning of the lighting (which includes windows). This can be achieved by: 
· Changing the angle/ position of the screen, 
· Removing or moving office furniture and fittings that cause glare.

· Fitting effective window blinds, curtains or window filming,
· Reducing the intensity of lights by reducing wattage/ installing adequate light diffusers, 
· Changing from down-lighters to up-lighters, 
· Changing the colour of the walls and ceiling, 
· Glare and reflections on the desk must be prevented. This can be achieved by installing a desk with a matt finish or by taking into account the workstations position in relation to the lighting and windows.

Can you work at your VDU workstation (or after use) without experiencing poor vision, dry eyes or headaches? 

· Continuous use of a VDU can lead to symptoms of visual fatigue.  This can lead to discomfort such as; dry, itchy, aching, tired eyes and difficulties with focusing or perception of the screen image.
· Working with a VDU cannot damage eyesight, but it may highlight any existing problems with the VDU user’s eyesight when viewing the screen.  Poor eyesight can also lead to difficulties if the user adopts an unnatural position in order to see the screen. 
Please note: If the person is classed as a VDU user, then they are entitled to claim back the cost of their eyesight test (see the Online VDU Eyesight on the Health and Safety pages for more details).

Can you work at your VDU workstation (or after use) without experiencing aches, pains, tingling or pins and needles in the hands, wrists, neck, back, shoulders or arms?
· It is important that you report any regular discomfort in your hands, wrists, neck or shoulders (upper limb disorders) to your assessor so that they can take appropriate action if required.  Symptoms may also include tingling or pins and needles.
· You will need to consider a number of factors, which could contribute to upper limb disorders such as furniture layout, posture, work load and task design.
·   Where symptoms are being experienced and adjustments to the workstation have not remedied the problem, refer the matter to the Occupational Health Service (or for schools, their occupational health provider).  This is for a more individual assessment of their needs (i.e. customized equipment).  
·   Assessors must inform the VDU user’s line manager of any symptoms reported.  
·   Ensure the VDU user has consulted their own GP to exclude any non-work cause for their symptoms.  Upper limb disorders are not always caused by VDU work, although such work may exacerbate the condition.  For further information please consult Occupational Health.
Can you use your VDU workstation without suffering undue stress (i.e. social isolation, poor job design, software problems)? 
·    Pressure to meet deadlines or an increased pace of work can lead to fatigue or muscle strain. Lack of familiarity with the software can result in frustration when things go wrong.  
·   Good task design could include a choice in how the work is organised and carried out (i.e. a mix of screen based and non- screen based work).  Allow users to participate in the planning, design and implementation of work tasks whenever possible. 
·   The software should be suitable for the task, easy to use and where appropriate, be adaptable to the level of knowledge and experience of the user.  The software should, where possible, protect users from the consequences of errors; for example by providing warnings and by enabling lost data to be retrieved. 
·    The software must display information in a format and at a pace appropriate to the user's abilities. Characters and cursor movement should be adjustable.
Have you surveyed the layout of the VDU user's workstation against minimum standards? 

· Using the assessment form survey the workstation and check that the workstation meets the minimum standards.

Please Note:  There are some instances where certain minimum requirements are not applicable.  Individuals who suffer from certain back complaints may benefit from a chair with a fixed backrest or a special chair without a backrest. Wheelchair users work from a chair that may not comply with the requirements.  They may then have special requirements for the height of the work surface and need a purpose-built workstation.  The needs of the individual here should have priority over rigid compliance with the requirements.  Microfiche records of original documents may not meet the requirements for well-defined or clearly formed characters.
· What do I need to put in to the VDU Workstation Action Plan?

	VDU/ Workstation Action Plan - Example

	Action Required
	Date Action Taken
	Assessor Signature
	Issue(s) resolved?

	
	
	
	Yes 
	No

	Ordered footrest, review 30/08/2011.

Footrest received. 

User reported tingling wrists/ hands, referred user to Occupational Health.
	29/07/2012

12/08/2012

13/09/2012
	J James

J James

J James
	Yes 
	No 

No 


You will need to record:

· Where the assessment indicates a problem in ‘Part 2: Workstation Assessment’, which cannot be rectified by immediate adjustments. 
· Any further action necessary (i.e. equipment purchased, workstation re-jigged, referral to Occupational Health).  
· Where adjustments have been made and a review date given (this is to monitor adjustments and that they remain satisfactory). 

· When do I review the assessment? (Is the assessment still valid?)
· Please retain the VDU workstation assessment form as VDU assessments must be reviewed annually or when there has been a change to the workstation/ task/ environment. 
· Points to consider when reviewing the user’s VDU Assessment:

· Has the workstation, environment or work changed within the last year i.e. relocation, lighting or furniture? 
· Has there been any change at the computer i.e. new mouse, keyboard, screen, replacement computer or new software? 
· Has the VDU user’s medical condition changed?
· Is the VDU user experiencing any problems with the use of the workstation?
· Please treat all VDU Workstation Assessment records as confidential.
What if the individual is defined as a VDU user?


Then they need to complete Part 2 of the VDU Workstation Assessment Form. 


The VDU Assessor or Line Manager must complete Part 3 and action any identified issues arising from the assessment.


The assessment must be reviewed at least annually or if work arrangements change.


Please note if the assessment identifies the individual as a ‘VDU user’, then they are entitled to claim back the cost of their eyesight test.





What if the individual is not defined a VDU user?


A non ‘VDU user’ is someone who does not meet any of the above. 


If in doubt, treat the person as a ‘VDU user’.


The non ‘VDU user’ must complete section one of the form and sign to the assessment with the assessor/ line manager in section three. 


You must review the assessment at least annually or if their work arrangements change.
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