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Origin: 
Deputy Health, Safety & Environment Manager
_____________________________________________________
The Health, Safety & Environment Committee are asked to note that the Health Safety and Environment office undertook two DSE audits during July and August 2009 for Human Resources and IT Services. The Committee is also asked to note actions arising from the audits. Where actions are required, an agreed action plan for future improvements will be developed with the appropriate Head of Department. The following are extracts from the DSE audit reports.
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1. Executive summary

Human Resources

10 members of staff from Human Resources were chosen at random. The questionnaire was designed to identify peoples levels of knowledge of the specific requirements of the University DSE policy and guidance. There was a 100% response. 
60% of respondents knew they were expected to self assess their workstation with three quarters of those knowing how to locate their DSE assessor. Only 50% of respondents said they had assessed their workstations and found faults, but 90% of those, rectified them themselves, without recourse to further advice. There was no indication that anyone had referred a problem to a DSE assessor.

There was a high level of awareness that DSE must be suitable for the purpose it was intended and well set up in order to reduce risks from DSE use.

70% said that they received information on DSE safety but most indicated that this was not as part of a formal induction. However, a third said they got information within one month of starting work in the department, but another third said they received it beyond one month of starting.  

A very high percentage of respondents were aware of the free eye health checks and eye sight tests and of the provision of spectacles for DSE use.
The conclusion of the audit is that the Human Resources department has  generally satisfactory levels of compliance, but where weaknesses are identified some improvements are required. 

IT Services

23 members of staff from IT Services were chosen at random and they were sent the same questionnaire as staff in Human Resources. 12 questionnaires were returned, giving only a 52% response.

Knowledge demonstrated by staff about the need for self assessment of workstations, reporting unrectifiable faults to DSE assessors, and how to find DSE assessors etc was good. Although a small number who indicated they had not been able to rectify the fault with their workstation, did not then say that they had contacted their DSE assessor for help. This means they could possibly still be at risk of a DSE related health problem.
There was clearly a high level of understanding of the risk associated with poorly set up workstations and the prolonged use of such equipment.

The provision of information was good with staff demonstrating that not only had they received the information but that it was useful to them.

There was 100% awareness of the provision of eye and eye sight tests although, a third of those said they did not know how to obtain the service. 

The conclusion of the audit is that IT Services has a reasonably satisfactory level of compliance with the University DSE policy and guidance. Those areas of weakness identified, if improved, will push compliance levels to a highly satisfactory standard.
2. Introduction 
Human Resources and IT Services were identified as targets of the audits due to the high levels of use of DSE in both departments. The University DSE policy and guidance, against which the departments performance was measured requires;
· The assessment of work stations (self assessment supported by trained assessors).
· The provision of suitable work equipment.
· The provision of information and training (using the Openerg computer training package).
· The provision of eye health checks and eye sight tests and the provision of spectacles for DSE use where required. 

· Arrangements to be made for DSE users to have regular breaks from DSE work during working hours. 

The audit was conducted by questionnaire, which consisted of 16 questions, covering the above five areas.

3. Objective; To determine the extent of conformity of the target departments  with the University DSE policy and guidance. 
4. Scope; This audit report is based on a partial audit only, which focused on one selected audit criteria, namely DSE. It is not a comprehensive audit of all aspects of the health and safety management system of the departments named.

5.Audit findings – main areas of non conformance and actions required
Human Resources
A number of DSE users were found to have failed to carry out workstation risk assessments. 
Action Ensure all DSE users are aware that they must carry out a self assessment of their workstation using the Openerg training package. Where faults are found, and the fault(s) can not be rectified by the user, a copy of the assessment must be sent to a DSE assessor who will assist in rectifying the fault(s).
The provision of information in respect of how to work safely on DSE equipment was found to be weak and requires improvement.

Action The departmental staff induction programme shall be modified to include information on safe DSE work. Further regular information campaigns involving posters, e-bulletins, leaflets, newsletters etc and advertising the HS&E office website etc should be used to advertise the policy and guidance and any departmental procedures. Staff should be encouraged to locate and use the Openerg training website, and told how to contact departmental DSE assessors for further assistance.  
IT Services

Some staff indicated that they were unaware of how to obtain free eye tests.
Action Information on how to obtain free eye tests must be given to DSE users. 
A majority of respondents said that they did not contact their DSE assessor for further assistance when they were unable to rectify a fault with their workstation.

Action Staff must be informed that in these circumstances they should contact their DSE assessor. The list of DSE assessors can be found on the HS & E website.  

41% of respondents indicated that they did not know where to find a copy of the University DSE policy and guidance.

Action The HS & E office website should be advertised to all DSE users so staff can access the policy. Alternatively copies of the policy should be distributed to staff or posted on staff notice boards.    
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