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DISPLAY SCREEN EQUIPMENT (DSE) USERS POLICY


This policy defines the Town Council’s approach to the safe use of display screen equipment and to supporting the health and wellbeing of its officers through fair and transparent practice
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1. Introduction

1.1. Seaford Town Council (the Council) prioritises the wellbeing of its officers and aims to protect their health by creating a safe working environment. 
1.2. The Council recognises that eye-health risks may arise from the regular use of Display Screen Equipment (DSE), such as computers, monitors or other display screens.
1.3. The Council is therefore committed to supporting the eye health of its officers and reducing the risks associated with DSE use.
1.4. This policy provides guidance to officers and managers to help them understand and benefit from the support available within the Council regarding the eye-health risks faced.

2. Aim and Scope

2.1. The purpose of this policy is to outline the Council's arrangements for supporting the health and safety of its officers who use DSE as part of their work.
2.2. The Policy defines the Council’s approach and responsibilities regarding DSE users and helps them to Understand the potential eye health risks associated with DSE use

3. Who This Applies To

3.1. This policy shall apply to all officers of the Council, irrespective of their employment status i.e., whether they are engaged on a full-time, part-time, temporary or permanent basis.
3.2. This policy shall not apply to any third parties engaged in work on behalf of the Council, including but not limited to, agency personnel, consultants, and providers of services or supplies whose staff carry out duties for or in association with the Council.

4. Legal Framework

4.1. The Council has a legal duty under The Health and Safety at Work Act 1974 to ensure, as far as reasonably practicable, the safety of its staff in the workplace.
4.2. By adopting and applying this policy, the Council also complies with the Health and Safety (Display Screen Equipment) Regulations 1992, and extends its duty to ensure that DSE users and their workstations are safe to use, thereby reducing eye-health risks.
4.3. Besides prioritising the health of its officers, the Council is dedicated to providing equal access to this policy for all and preventing any form of less favourable treatment. In line with the Equality Act 2010, the Council ensures that all DSE users are treated fairly and equally, without discrimination or disadvantage on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation.

5. Defining Display Screen Equipment (DSE)

5.1. DSE refers to any device or equipment with a display screen regardless of the technology used. This includes laptops, desktop computers, smartphones, and similar devices, as well as any screens used during working.
5.2. DSE Users (or users) are individuals who regularly use DSE for a significant part of their work.  For the purpose of this policy, the Council officers are considered users, if they meet any of the following criteria:
· Rely on DSE for their work in either office or remote settings, with no suitable alternatives available
· Have received training in the specific skills required to use DSE
· Perform a role that involves using DSE continuously for one hour or more at a time
· Perform a role that requires a high level of concentration and focus
5.3. A workstation refers to a working environment equipped with computer-related devices and accessories (e.g., touchpad, headphones, keyboard and dual monitors etc.), including, but not limited to:
· A DSE including software that enables interaction between the equipment and the user
· A keyboard or other input devices such as mouse, webcams, microphones or speakers
· Optional or adjustable accessories including wrist supports, anti-glare or blue light screen filters, laptop stands, larger monitors and adjustable monitor brightness and contrast controls

6. Roles and Responsibilities

6.1. The Council recognises that fulfilling the purpose of this policy (see Section 2) requires collaboration and mutual understanding between managers and staff members. Accordingly, the roles and responsibilities are defined to reflect the Council's commitment to the policy and its guiding principles, as follows:

· Line managers are responsible for ensuring that they: 
· Communicate this policy clearly and effectively, making every effort to ensure it is understood by, and accessible to all users.
· Promote and support safety and wellbeing in relation to eye health, addressing concerns wherever possible and maintaining appropriate contact with users during extended periods of DSE use.
· Provide clear guidance and visible support on health matters, including risks identified in relation to DSE use.
· Identify, control and monitor potential risks arising from DSE use.
· Ensure that all identified risks and any required adjustments for DSE users are properly assessed and managed in collaboration with the HR & OD Manager.
· Provide additional training sessions or provide relevant information when requested, to support safe and effective DSE use.
· All Officers will:
· Take full responsibility for promptly reporting to their line manager any DSE-related concerns, including defective equipment or unsuitable workstations.
· Report to their line manager any eye-health issues or discomfort believed to be associated with DSE use.
· Seek advice regarding any health conditions that may affect, or be affected by, regular DSE use.
· Request reasonable adjustments to their workstation where necessary.
· Follow all instructions and attend any training provided on safe workstation set-up and use.

7. Statement of the Council

7.1. The Council recognises that a high proportion of DSE users may experience aches, pain, or eye discomfort as result of their prolonged DSE use.
7.2. By acknowledging this, the Council has implemented precautionary measures and proactive steps to ensure that users can work comfortably with display screen equipment and minimise visual fatigue.
7.3. This policy has therefore been developed to enable users to take appropriate action to reduce DSE-related risks, including access to contributions towards eye examinations and eyesight tests.
7.4. The Council adopts a zero-tolerance approach to inappropriate behaviour in the workplace. Any mistreatment of an officer by a colleague in relation to a health condition will be investigated and, where appropriate, addressed in accordance with the Council’s Disciplinary Policy.

8. Eye-Health Risks of Working with DSE

8.1. The Council recognises that DSE users may face eye-health risks, including potential long-term health effects, where:
· Visual Discomfort and Impairment may occur when display screens are positioned at an excessive viewing distance, set with inappropriate brightness or contrast, or when on-screen text is too small to read comfortably. These factors may lead to eye strain, reduced visual efficiency, and decreased work performance.
· Incorrect Vision Correction may result from the use of inappropriate prescription spectacles or contact lenses, or from the absence of corrective eyewear. This can significantly contribute to visual discomfort and fatigue, increasing the likelihood of headaches, reduced concentration, and overall eye discomfort during screen-based tasks.
8.2. The Council encourages users to report any signs of ill health related to DSE use to the HR & OD Manager, or to inform their line manager where this may affect the safe use of DSE.
8.3. In such cases, the Council is committed to supporting users experiencing DSE-related health issues by supporting appropriate eye-examinations and eyesight tests where required or upon request.

9. Eye Tests and Requesting Spectacles for DSE Use 

9.1. The Council accepts that access to eyesight tests helps users to maintain comfort, job satisfaction, and perform their work effectively.
9.2. An eye test includes a comprehensive eye and vision examination, taking into account the nature of the user’s work and the typical viewing distance of the screen.
9.3. Users are entitled to eye and eyesight tests, and corrective spectacles specifically required for DSE use, (every two years) upon request. The Council’s contributions towards spectacles will be provided in accordance with this policy, accordingly, requested tests will be provided: 
· As soon as reasonably practicable after a user submits a request.
· At intervals determined by the optician’s clinical judgement for repeated examinations.
· Where users experience visual difficulties, considering individual factors such as age or disability.
9.4. If an eyesight test shows that a user requires spectacles specifically for DSE work, the Council will contribute towards the cost of a basic pair of frames, in addition to covering the eye test itself. The Council’s contribution will be as follows:

	Eye Tests
	£25.00 for a basic sight test

	Spectacles for DSE Use
	£50



9.5. If users already have spectacles (for other purposes for example driving/reading etc) that are suitable for regular work, including DSE tasks, the Council is not obligated to cover the cost of new spectacles.

10. Arranging Eye Test and Providing Reimbursement

10.1. Officers may use any optician of their choice for their eye test. The Council will reimburse up to £25 for a basic sight test as defined under the Opticians Act 1989. If staff require a more in-depth eye test then they must pay the extra cost themselves.
10.2. Officers may request an appointment for an eye test once their employment with the Council has been confirmed. 
10.3. For reimbursable spectacles arranged through their chosen optician, officers will need to pay for their glasses initially and then follow the claims process by completing the DSE Eye Test Expense Claim Form, ensuring that all sections are fully completed.
10.4. Officers must ensure that the form is completed accurately, dated, signed, and submitted for authorisation at the end of the month in which the eye test and expense was incurred, or by the payroll cut-off date, in order for it to be paid within that month’s payroll.
10.5. Once the form is completed and signed, officers should submit it by email, to their line manager for approval. Following the line manager’s approval, the form should be forwarded to the HR & OD Manager and the Finance Manager to ensure reimbursement.
10.6. The reimbursement will be processed through the officer’s next available salary payment and will not be subject to tax, National Insurance, or pension deductions.
10.7. Expenses will not be paid unless supporting evidence is provided, together with a completed expense claim form. This should include original receipts or invoices with the date and time of the payment.

11. Failure to Comply with the Policy

11.1. The Council emphasises that under the Health and Safety at Work Act, it is an offence to interfere with or misuse any equipment or measures provided in the interest of health and safety.
11.2. Any officer who fails to follow this policy for expense claims, or who misuses the Policy in any way (including submitting false claims, receipts, may be subject to a thorough investigation, and treated as a serious matter. 
11.3. In such cases, all related expenses and/or claims will be considered unauthorised and will not be reimbursed.

12. Further Support

12.1. Officers may seek further advice and assistance from the HR & OD Manager, if they continue to experience health issues linked to their DSE work, despite the support provided under this policy.
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