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Safe use of computers 

Policy statement 

Summary West Yorkshire Police have a duty to ensure all employees have a safe 
working environment and have produced a procedure relating to the use of 
Display Screen Equipment (DSE) commonplace in most of our working 
environments. 

The Force will: 
• assist all employees in making their workstations as safe and comfortable

as possible;
• minimise any adverse impact on individuals occurring from the use of DSE;

and
• comply with the relevant statutory duties.

Scope The policy applies to all police officers and staff who use display screen 
equipment while at work. 

The Use of Mobile devices is not covered by this Policy. For further 
information on these see relevant risk assessment and intranet pages. 

Where the term 'employee' is used in this policy procedure, this means all of 
the above. 

A designated ‘user’ is an employee who meets the first three criteria and 
one or more of criteria 4 – 7: 

Criteria Description 
1 individual normally uses display screen equipment for 

continuous spells of an hour or more at a time; 
2 individual uses DSE in this way more or less daily; 
3 fast transfer of information between the user and screen is an 

important requirement of the job. 

4 individual depends on the use of DSE to do the job, as 
alternative means are not readily available for achieving the 
same results; 

5 individual has no discretion as to the use or non-use of the 
DSE; 

6 individual needs significant training and/or particular skills in 
the use of DSE to do the job; and 

7 performance requirements of the system demand high levels 
of attention and concentration by the user, e.g. where the 
consequences of error may be critical. 



NOT PROTECTIVELY MARKED 

NOT PROTECTIVELY MARKED 
Safe use of computers Page 3 of 4 

Principles 

Designated 
users 

The Force recognises that use of computer equipment is now an integral 
part of every employee’s role and that the effective use of such equipment is 
fundamental to the delivery of Force objectives both now and in the future. 

While resources allow, the Force will provide eyesight test and spectacles 
where required for the use of computers to all employees through a 
contracted scheme. 

Workstation 
equipment 

Detailed requirements for workstation equipment can be found in the 
Health and Safety (Display Screen) Regulations 1992 (as amended 2002). 

The list below highlights the characteristics of the common components of a 
workstation which must be complied with at most workstations, (exemption 
exist in specific circumstance e.g. where a chair is not used or the input 
device is not a keyboard): 
• a screen that has adjustable contrast and brightness and has a stable

image with no flickering;
• a chair that has 5 casters, is height adjustable and has a back rest where

both the height and tilt is adjustable;
• the keyboard has easily visible markings on the keys; and
• the desk provides adequate space to rest the operators hands in front of

the keyboard when in use.

Training and 
assessments 

The Force has an online training and assessment package which must be 
completed on an annual basis by all employees (1).  This package provides 
information on what equipment should be available at the workstation and 
guides the employee through the process of configuring this for their 
personal needs. 

This system also provides information on how employees can request an 
eyesight test. 

Where the employee identifies faulty equipment or is unable to configure 
their workstation the package informs the local workstation assessor that 
further work is required. 

(1) Some groups of employees are excluded from this requirement due to the limited use/access to 
Force computer systems e.g. Workshop Mechanics and Special Constables
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Responsibilities 

Health and 
Safety Team 

The Force Health and Safety Team are responsible for: 
• Overseeing the online assessment process.
• Providing relevant management reports to support its effective use.
• Maintaining a list of roles that meet the designated user criteria. 

People 
Directorate 

People Directorate are responsible for: 
• Ensuring that, wherever practicable, roles consist of a mix of screen-based

and non-screen based work to prevent fatigue and to vary visual and
mental demands.

• If it is not possible to organise work this way, making sure that deliberate
physical breaks away from the terminal are part of the working
arrangements.

Customer 
Support 

Customer Support are responsible for: 
• Ensuring that an adequate number of workstation assessors are trained to

address issues arising from the assessment process across the Force.
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