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DESKTOP PC/DISPLAY SCREEN EQUIPMENT RISK ASSESSMENT 
 

Data Protection 

NICS treats special categories of personal data collected during risk assessments in accordance with its Data Protection Policy.  Information about 
how data is used and the basis for processing the data is provided in NICS's employee privacy notice. 

This Risk Assessment checklist is in two parts.  
 
Part A - RISK ASSESSMENT CHECKLIST: WORKSTATION 
 
A workstation risk assessment checklist should be completed for every desk/workstation at which an operator sits/stands to use a PC or any other 
equipment with a display screen (collectively referred to as Display Screen Equipment [DSE]). 
 
Location of Workstation:        Assessor: 

  

Operator(s) Users(s) who frequently use the workstation:     

 

 
Instructions for completing the checklist: If the Actual meets the Ideal, tick the Actual box; if not, put details of the standards found in the Actual 
box.  Assess any risks arising out of the standards found and enter a risk rating; i.e. high, medium or low in the risk rating box.  Detail the remedial 
action needed, relevant to the risk rating, and enter the date once all action is completed. 
 

WORKSTATION COMPONENTS IDEAL ACTUAL RISK 
RATIN

G 

ACTION NEEDED DATE ACTION 
COMPLETED 

1. WORK SURFACE 
Height 

Fixed work surface 

 
 
660 – 730 mm 
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Adjustable work surfaces 660 - 730 mm     

To underside of work 
surface 

At least 620 
mm 

    

Size  
Surface area for screen, 
keyboard, disk drive, 
documents etc. 

Adequate 
space e.g. 
1200mm x 
600 – 800mm. 

    

Finish Matt. Free 
from sharp 
edges 

    

Minimum clearance: 
Knee room from front 
edge 

 
450 mm 

    

Foot room from front 
edge 

600 mm 
minimum 

    

Height of foot room 150 mm 
minimum 

    

Width of knee space 580 – 610 mm 
minimum 
 

    

WORKSTATION COMPONENTS IDEAL ACTUAL RISK 
RATIN

G 

ACTION NEEDED DATE ACTION 
COMPLETED 

2. CHAIR  
Type 

 
Swivel. Five or 
more castors 
 

    

       
Seat height 

 
Adjustable 
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Back rest 

Adjustable tilt 
Adequate lumbar 
support 

    

3. SCREEN 
 

Type 

 
Adjustable – 
swivel and tilt 

    

Display Stable image, 
free from 
wavering. 
Flickering, 
jumping etc 

    

Adjustments Adjustable 
background and 
foreground 
colour 
Adjustable 
brightness 

    

Contrast Clear contrast 
between 
characters and 
screen; 
adjustable 
contrast 

    

Characters Well defined 
Of reasonable 
size 

    

Screen Clean 
Free from glare 
and reflections 

    

4. KEYBOARD/MOUSE/TOUCHPAD  

 
     



  

Nics January 2020 
Review January 2022 

Type 
 

Separate to the 
screen 

Depth 30mm from work 
surface to top of 
home row of keys 

    

WORKSTATION 
COMPONENTS 

IDEAL ACTUAL RISK 
RATIN

G 

ACTION NEEDED DATE ACTION 
COMPLETED 

5.      DOCUMENT HOLDER 
Type 

Movable 
(adjustable) 
Matt finish 

    

Height and distance Similar to display     

6.      FOOT REST (if needed) 
Base 

Non moving     

Surface Non slip     

Size Approx 350mm x 
450mm 

    

Angle Adjustable/opera
tor’s 
performance 

    

7.      WORKSTATION – GENERAL 
Space 

Enough space 
around the 
workstation to 
allow free 
movement 
No obstructions 
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Position Parallel to 
windows 
 
Parallel to lighting 
 
Between rather 
than under 
lighting 
 
Not obstructing 
gangways or fire 
escape routes 
 
Room to allow 
maintenance 
work 
 
Away from noisy 
printers or other 
loud noise 
sources 

    

Storage facilities Adequate for 
personal items, 
paper, pens, 
screen cleaner 
etc. 

    

Feed cables Secured so as to 
prevent a tripping 
hazard 
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WORKSTATION 
COMPONENTS 

IDEAL ACTUAL RISK 
RATIN

G 

ACTION NEEDED DATE ACTION 
COMPLETED 

8.      ENVIRONMENT  
Lighting 

Adjustable blinds 
at windows 

    

 Diffusers fitted to 
fluorescent tubes 

    

 Adequate light 
levels to see 
screen and 
source document 

    

 No bright sources 
next to the 
screen 

    

Wall and other surface finishes  Matt     

Ventilation Ongoing fresh air 
circulation either 
air conditioning 
systems in 
operation or  
operable/adjusta
ble windows 

    

Humidity Atmosphere not 
over dry or damp 

    

Noise A level of noise 
that does not 
distract attention 
and   disturb 
speech 

    

Temperature Temperature     
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must be above 
16C 
Optimum is 
around 20C 
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PART B - RISK ASSESSMENT CHECKLIST: USERS 
 
Name of User         Name of Assessor 

  

 
 
A User checklist should be completed for every User at their usual Workstation. Work with the ‘user’, making adjustments to the workstation 
components to try to meet the ideal. 
 
 
 
Continues on next page >>> 
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STEP IDEAL TICK ADJUSTMENTS TO BE MADE FURTHER ACTION 
NEEDED 

DATE ACTION 
COMPLETED 

1 FIXED TABLES/DESKS 

 
Upper and lower arms roughly at right 
angles to each other. 
 
Lower arms parallel to floor. 
 
Wrists roughly in line with lower arms. 
 
User’s elbows very slightly higher than 
the table top. 

  

 
 
 
Adjust the height of the chair until the 
user’s elbows are in the correct 
position. 

 
 

2 Thighs and lower legs roughly at right 
angles to each other. 

 
Thighs parallel to floor. 
 
Thighs fully supported by the chair 
seat. 
 
Feet roughly at right angles to lower 
legs. 
 
Feet flat on the floor. 
 
Adequate clearance for thighs under 

  

 
 
If feet ‘dangling’, provide a foot rest 
adjusted to ensure correct leg/foot 
positions. 
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table. 
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3 Back roughly vertical. 

 
Back roughly at right angles to the 
thighs. 
 
Shoulders not rounded. 
 
Back against, and supported by, the 
back rest of the chair. 
 
 
 

  

 
Adjust the angle and height (where 
applicable) of the back rest on the chair 
until it supports the user’s back 
comfortably in the correct position. 

 
 

STEP IDEAL TICK ADJUSTMENTS TO BE MADE FURTHER ACTION 
NEEDED 

DATE ACTION 
COMPLETED 

4 User sitting directly facing the table, 
not at an angle: chair tucked well in. 

 
Screen directly facing the user, not at 
an angle.  Keyboard directly in front of 
user, not angled across the table. 
 
Space in front of, and at the side of, 
keyboard for user to rest hand 
between keying. 
 
User able to use keyboard whilst 
maintaining the arm/wrist positions 

  

 
 
Move the chair backwards or forwards 
in relation to the desk so that the 
keyboard can be comfortably reached 
whilst maintaining correct posture. 
 
Ensure there is clear space in front of, 
and around, the keyboard; minimum of 
50 mm 
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outlined in 1 and the back/shoulder 
positions outlined in 3 above. 
 
Wrists must not be unduly bent up or 
down or twisted to the side whilst 
using keyboard. 

 
 

 
Continues on next page >>> 
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STEP IDEAL TICK ADJUSTMENTS TO BE MADE FURTHER ACTION 
NEEDED 

DATE ACTION 
COMPLETED 

5 Document holder and screen side by side, 
and directly in front of user when facing 
desk squarely. 

 
Distance of screen from user’s eyes 
between 350mm and 700 mm. 
 
User looking down slightly to see the 
screen. 
 
Screen positioned to minimise reflection 
from overhead lights and glare from 
windows. 

 Move the screen and document holder 
in front of the user and roughly in line 
with keyboard. 

 
Adjust the distance of the screen from 
the user’s eyes without altering the 
user’s position.  Try to achieve the 
optimum of around 500mm. 
 
Adjust the height of the screen so that 
the user is looking down 20° - 40° from 
the horizontal to the centre of the 
screen. 
 
Ensure screen is not positioned with a 
window directly behind or in front. 
 
Adjust the position and angle of the 
screen so that, looking from the user’s 
eye position, reflection from overhead 
lights is minimised.  If glare/reflection 
cannot be eliminated or 
moved/reduced to a level/position 
where it is not causing the user 
difficulty and if it is considered a 
medium/high risk, provide an anti-glare 

 
 



  

Nics January 2020 
Review January 2022 

screen. 
 

6 Document holder next to screen and at 
the same height and angle as the screen 

 Adjust document holder.  
 

7 Frequently used items within easy reach 
of user, positioned to minimise twisted 
posture or overreaching 

 
Seldom used items stored away to 
minimise clutter 

  

Move frequently used 
components/items to within easy reach 
of the user’s newly adjusted posture. 
 
 

 
 

8 Mouse moving freely 

 
Mouse mat in use and positioned in easy 
reach 

 If mouse used more than keyboard, 
move mouse mat and keyboard so they 
are side by side in front of the user. 

 
 

FINAL CHECKLIST YES NO ACTION NEEDED DATE 
ACTION 

COMPLETED 

Given copy of booklet VDU Guide to Safe Use, or similar   If no, give a copy and keep a 
record of issue signed by user and 
dated.  In all cases, go through the 
information with the user, 
ensuring they understand it and 
answering any questions. 

 

Ensure the VDU/Display Screen Eqt. Health Surveillance Questionnaire [*]  is 
completed. This should be completed pre-assessment in the case of new 
users after approximately two months. 
 

  Use this information to evaluate 
the risk to the operators from any 
deviations from the ideal 
workstation component.   
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All users to complete annually on the anniversary of the last issue. 

Been for eye screen/eye sight test.  NB.  These tests are on user’s request 
only and therefore the answer is for information only. 

  If requested, arrange eye/eyesight 
tests. 
 

 

Been shown how to adjust workstation components. 
 
Told the importance of good posture and change of position and focal 
length 

  If no, go through adjustments and 
posture until user can easily 
achieve the ideal. 

 

Workload arranged to prevent continuous DSE use, i.e. does other work 
and/or has planned pauses in DSE use. 

  If no, arrange workload to include 
non-DSE based work which allows 
for changes in posture and focal 
length.  If this is not possible, 
discuss the introduction of 
planned pauses where the user 
will have a brief cessation of DSE 
work to allow for a change of 
posture and focal length. 

 

User finds software unduly complicated and stressful to use.   If the software is widely used 
(with few problems) arrange 
additional training for the user. 
 
If the software is one off or re-
training does not resolve the 
problem request software 
review/assistance from  

 
 

Signature of DSE user:               Date 

 DAY    MONTH    
YEAR 

Signature of Assessor:               Date 

 DAY    MONTH    
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YEAR 

 


