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Date
Originator Keith Carver | Reviewed by Keith Carver
Site Fulham Road, Fulham, London
Site Manager Grant Lewis
Date 31.07.2025
Scope of Works

This details the method to be used when carrying out work utilising display screen equipment

Background / Training Required

Competence working with display screen equipment.

Safety Equipment and PPE required

N/A

Tools and Equipment Required

Tools and equipment required as per task specific set ups for site

Method of Works/Safe System of Works

Risks/Hazards/Controls/Notes

1.

Ensure the workstation is suitable for task and laid
out in such a manner that allows for a safe
comfortable working environment.

. Ensure that the screen is set at the correct height

and distance for the user.

Ensure that there is sufficient space on desk to
rest forearms thereby reducing potential for wrist
related conditions.

Check position of DSE equipment to ensure that
any lighting is not reflecting on screen causing
glare.

Ensure that chair is comfortable, can be set at the
correct height and adjustable to allow for good
posture.

Whenever possible, try and adopt a clear desk
policy when using DSE equipment.

If working at screen for prolonged periods, take a
rest at regular intervals and carry out another task
such as filing etc. This will give eyes a rest.
Complete yearly DSE assessment and send it to
your manager. Discuss any potential issues if
required.

. Staff who are required to use a

computer system and are
classified as habitual users under
current legislation trained and
competent to use equipment.

. If computer system used for

prolonged periods, staff to ensure
that they have sufficient breaks
away from the screen.

. Staff to complete a DSE Self-

Assessment at least annually with
any issues or complaints noted.

. Staff when using a computer to

ensure that the workstation is
suitable for them to use.

. Staff to assume a good posture

when using a computer system to
remove the potential for upper
limb disorders.

. Habitual users offered eye test

annually as per Company Policy.
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Office ergonomics start with

A R.M.S,

[

Ais for adjustment and
alignment

A simple chair adjustrment makes
2 huge differonce, says Karon
Bitrer, occupaticnal t(horapist and
rehab manager at University
Hospitals Case Medic ot Corton

Adust the helght of your char,
back rest and armrests, so that
Your elbows, higs and knees are
bentt at & 90 degroe angle, and
your forearms and thighs are
pacaliel to the ground

Ernore that your feet are paraliel
1o the loor and your wrists ae
bovel with your desk

If you work in fre

computer, ad

about oyo-devel, 50 that you'ro
glancing skghtly down

Adgust height of
COMputar dask
and chair to
minkTere
musche slrain
and fatigue.

Tip: M your foat don't
touch the grownd, use
# footrest. Scpporting
your feet takos some
of the strain off yosr
back

Ris for relaxation

Taking a broak s

beneticial to doth your

mind and Body, Bitrer

says. When your muscios

are constantly

COMracting. toxins begin

20 Build up, Relaxing

mOroves cieculation,

removing those toxins and
Providing Sxygon Lo your Lissues

Tipe Vst 5 coworkor ot his or
her desk to dolver 2 message
imtoad of sending an email

Monitoe
scroen slightly
below eye level

¢ =

M is for motion

“Tho et pOSture is Lhe Bost
Posture,” says Gary Allreadt,
peogram dicvctoe for the Ohio
SRato inatitute for Ergonomics,
“Thare's no one bad posture &%
ONg as you don't wse that
posture all day fong.” So mix up
the muscies you're using
throughout the day

Keyboard should
keop wrists as
SLraNOM a8 possibie, | ~

SOUBTLS Unavwrnty Mosgt o Cone Minchon! Cantar 0onupations! Tharsgy Onportmmnt:

Ches Wiate uttosie b Lrgumens

/
b

CIAMIC Y ON MARSLALL

|
S is for standing
and safety

Stand at every cpportunsity,
swggests Tom Adars, an
orgoncmist at the Cloveland
Chinig, Stand wp daring meetings,
or while you're talling on the
phore.

Tip: If you spend more than

30 percent of your day oo the
phone, use » headset 1o avold
SIrainng your neck. Position the
phone on your non-dominant side
20 Uhat you can easily jot down
Notes s your Lalk

Yig: Every halt

houe, Lake

micro-broak

foe & misute o | \

two, Bitrer .

soggests

L. Lot your armm hang down o
YOour sidos and shake out your
hands and wriggie your fingons.
2. Shoug your shouldors, then
move them in a circular maotion
first back then forwaed. Finally,
pull your shouider blades
together and release them

3. Pump your ankdes and poist
and flax your foet

4, Straighten and bend your Rgs
at the knoe

S Cover your eyes for a few
econds sad then focus them on
something on the distance to
prevent oye strain

ll?lf ‘..'Ar"lll worfa,

The Plain Dealer

R FLAIN Dl x
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