
BeScreenSmart

Yes No Advice Notes Comments

Your screen

Is your work (text / graphics ) clearly 
legible on screen?

Try adjusting the contrast button or changing the 
foreground/background colour display for greater clarity.  
Ensure the screen is a suitable size for the task in hand
 – a small monitor may not be suitable for artworking 
graphics or fine detail work.

Brightness and contrast does 
not need to be adjustable as 
long as the screen is clear and 
readable at all times. 

Can you select a font size and style 
that is comfortable for you to read?

We recommend using at least a 12pt font in normal view.
Some people find using a serif 
font, such as Times, easier to 
read on screen.

Is your screen clean and free from 
dust and greasy finger marks?

Regularly cleaning your screen will help keep it free from  
dust and greasy finger prints.

Screens should be cleaned 
regularly and cleaning 
materials made freely 
available.

User’s name Date assessment conducted

Department Assessor’s name

Further action 
required?

Action plan issued?

compliance checklist
Use this checklist to assess whether your workstation complies with Display Screen Equipment regulations and identify any areas that may 
require further attention. Assessments should be conducted on a regular basis and immediately after any significant changes to a users’ 
working environment, equipment or job specification. 
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Can you move and adjust the 
position of your screen?

For maximum comfort your screen should be positioned an 
arm’s length away from you with your eyes level with the top 
of the screen. 

An alternative screen / 
monitor may be required if the 
user has problems 
getting the screen to a 
comfortable position.

Is your screen free from glare and
reflections?

The ambient (surrounding) lighting should be about three 
times as bright as your screen. Cup your hands over your 
eyes to form a peak. If your vision is immediately 
improved you should look for ways to improve the lighting 
around your workstation. Uplighters and desk lamps can 
work well in an office environment. Anti-glare screens may 
also provide an effective solution to problem lighting. Move 
your desk or screen to shield it from reflections. 

Working blinds or retractable 
screens should be fitted to 
external and internal windows 
to minimise glare or reflections 
from the sun or other reflective 
surfaces. 
Users MUST be able to control 
light levels.

Is your screen display static and free 
from any distracting flickering?

A flickering screen will exacerbate eyestrain. Adjusting your 
system preferences may help reduce any transient instability 
in the screen display. 

Screen displays MUST be 
stable without any 
noticable flicker. 

Your keyboard and mouse

Is your keyboard separate from 
the screen?

Position your keyboard directly infront of your screen 
or monitor. 

A separate keyboard is 
MANDATORY unless you are 
using a portable device 
(eg: laptop).

Can you clearly read the characters 
on your keyboard?

Keep your keyboard clean and free from dirt and grease. 
Glare and reflections on high gloss keys may make them 
hard to read.

The keyboard should be 
replaced if the characters 
are illegible.
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Do you have a comfortable keying 
position?

Ensure your forearms are level with your desk and that you 
can lay your hands on your keyboard without bending your 
wrists. Adjusting the height of your chair or re-arranging 
the layout of your workstation may help you find the most 
comfortable keying position.

Additional wrist supports 
should be provided if required. 
If the user has an awkward 
keying action training should 
be given to prevent problems 
such as hands bent up at the 
wrist; overstretched fingers or 
hitting the keys too hard. 

Is your mouse, trackball or drawing 
tablet correctly positioned and 
suitable for the task in hand?

Most devices are best positioned as close as possible to 
your keyboard. Use the desk surface or chair arm for 
additional support. Never overstretch your arms or fin-
gers. Regularly clean the surface of your mouse to prevent 
cursors and pointers sticking or moving in a jerky fashion. 
Adjust the device settings to improve efficiency and user 
comfort.

Additional wrist supports and/
or alternative devices (eg 
smaller mouse) can 
improve user comfort.
A mouse mat or similar may 
enhance usability. 

Your workstation

Are you sitting comfortably?

Sit up straight with good posture and relaxed shoulders. 
Your feet should sit flat on the floor or a foot rest. 
Remove any obstructions that prevent you from sitting com-
fortably eg: arm rests or boxes stored under your desk. The 
user’s thighs should sit comfortably under 
the desk. Castors can make it easy to find a 
comfortable position.

Chairs should be stable,  
height adjustable and provide 
adequate lumbar support. 
Swivel chairs MUST have a 
five point base. Arm rests 
MUST be adjustable.

Is your workstation the right size? Is 
there adequate space for your equip-
ment and any relevant papers and 
reference material?

Keeping a tidy desk and moving non-essential items will 
help maximise the space in and around your work area. A 
document holder attached to the side of your screen may 
also free up space on your desk and provide the ideal 
viewing distance for copy and reference material.

All papers and equipment 
should be within easy reach 
of the user. In most office 
situations a workstation area 
of approx 800mm deep by 
1500mm wide is sufficient.
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Is there sufficient space around 
your workstation?

To minimise screen fatigue users should look away from 
their screen every 20 minutes or so and focus on 
something in the distance. Space to move and stretch is 
also vital to minimise stress levels.

There should be sufficient 
space behind the screen for 
the user to look up and relax 
their eyes.

Is the air quality satisfactory?

Drafts, heat generated by your computer,electrical 
equipment and air-conditioning can all trigger dry eye (this is 
especially true in contact lens wearers). Dry air also attracts 
dust which can irritate your eyes. Plants can help keep the 
air around your workstation humidified.

Heating and humidity levels 
should be controlled and 
maintained at a level consid-
ered comfortable by the user. 
By law the office temperature 
must not fall below 16 de-
grees Celsius.

Your workload

Are you able to manage your 
workload so that you can give your 
eyes regular breaks from intensive 
screen work.

Organise your workload so that you can take frequent and 
regular breaks from intensive screen work. Try to vary tasks 
such as telephone work, face-to-face meetings, filing, 
general administration etc. It’s important that breaks from 
screen work are taken before eyes begin 
to get tired rather than simply giving them a chance 
to recover.

Work routines MUST allow 
frequent breaks from intensive 
screen work. If it is not 
possible for a user to mix 
other tasks with their screen 
work they should be given 
specific rest breaks away from 
their screen.

Using portable devices 
(eg laptops)

Do you have a suitable 
environment in which to work?

The screens should be at right angles to your line of sight. 
Place the device away from your body and avoid bending 
your head and neck to view the screen. Wherever possible 
use the portable device in a docking station with 
separate monitor, keyboard and mouse and try to 
replicate a traditional workstation set-up.

If working away from a 
suitable desk without an 
adjustable chair, users MUST 
limit periods of screen work 
to no more than 20 minutes 
without a break away from 
their screen.
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Using whiteboards

Is your whiteboard correctly 
positioned?

Never stare directly at the projector beam. 

Projectors should be located 
out of the sight line of both the 
presenter and the audience. 
This can best be achieved by 
having it ceiling mounted. 

Is your whiteboard too bright?
Use the lowest wattage bulb possible. Blinds or screens can 
help reduce ambient lighting. A neutral density filter may 
help improve comfort when viewing the board.

Installation of whiteboards 
should only be undertaken 
following an appropriate risk 
assessment. 

Your eye health

Have you had a sight test in the last 
two years? (Please state when and 
where you last had a sight test in the 
comments box.)

Everyone should have their sight tested at least once every 
two years.

Regular VDU users are 
entitled to regular sight tests 
paid for by their employer and a 
contribution towards the cost of 
vision correction required solely 
for VDU work.

General
Have you experienced any other 
health problems associated with VDU 
work? Please use the 
comments section to list any 
additional health problems.

Continue on a separate sheet 
if necessary.

Have you experienced any problems 
with the design of your workstation? 
Please use the comments section to 
list any design faults not previously 
mentioned on this assessment.

Continue on a separate sheet 
if necessary.
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General
Have you received adequate 
training and information regarding the 
health and safety risks 
associated with screen use. (Please 
state when you last recieved any 
screen-related training in the 
comments box.)

Please note any additional 
comments here.
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