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Church/PCC Staff Display Screen Equipment (DSE)


 
	☐



Within the Church/PCC, we want to offer staff flexibility around where they work. Staff are able to explore working a combination of both office and home working.  Listed below are some general guidelines on Workstation set up (based on HSE guidelines). 

 Please respond to each statement to let us know if you are able to achieve each of these within your home environment as well as at work.  There is also a comments section under each area in which you are asked to let us know if you have any issues or require help with your Workstation set up.

All staff are issued with a laptop which can be used in the office and at home. Should other equipment need to be purchased for you to establish a safe and appropriate workstation within the Church Office, then the Church will cover the full cost of this requirement (possibly aided by Access to Work Government funding as appropriate). Where equipment is required for you to work from home you will need to provide this yourself, unless it is deemed to be a reasonable adjustment for a health concern. For further advice please speak to your line manager.
Your Monitor

	
	Office
	Home

	
	Yes
	No                 

	Yes
	No

	Your monitor is central to your desk and is roughly an arm’s length way. When sitting in a neutral position, you are directly facing the monitor
	☐	☐	☐	☐
	Your monitor is free from glare and doesn’t flicker 

	☐	☐	☐	☐
	Your eyes are roughly level with the top of your screen, and your set up allows you to keep your head, neck and shoulders straight and relaxed 
	☐	☐	☐	☐
	The brightness and contrast of your monitor can be changed
	☐	☐	☐	☐
	The size of text on your screen is readable and isn’t too small
	☐	☐	☐	☐
	If you answered ‘no’ to any of the above, please comment here:





1) Your Chair

	


	Office
	Home

	
	Yes
	No
	Yes 
	No

	Your chair is adjustable in height, has free moving wheels, is stable and is padded

	☐	☐	☐	☐
	You chair has lumbar support for your lower back
	☐	☐	☐	☐
	Your feet are flat on the floor or a footrest when witting in your chair
	☐	☐	☐	☐
	You can position your chair comfortably in front of your desk

	☐	☐	☐	☐
	If you answered ‘no’ to any of the above, please comment here:






2) Your Mouse

	
	Office
	Home

	
	Yes
	No
	Yes 
	No 

	You mouse fits comfortably in your hand
	☐	☐	☐	☐
	The buttons on your mouse are not stiff or are not overly sensitive
	☐	☐	☐	☐
	Your mouse supports the neutral positions of your wrist and you have wrist support if necessary

	☐	☐	☐	☐
	You don’t have to stretch to reach your mouse, and your elbow is roughly by your side when your mouse is in use, with your elbow at a slightly open angle.

	☐	☐	☐	☐
	If you answered ‘no’ to any of the above, please comment here:






3) Your keyboard

	
	Office
	Home

	
	Yes
	No
	Yes
	No

	Your keyboard is separate from the screen so it can be positioned suitably
	☐	☐	☐	☐
	The keys on your keypad are not stiff and only require a soft touch
	☐	☐	☐	☐
	Your elbows are bent at or around 90 degree angle when typing. Your arms are relaxed at the side of your body when doing so,
	☐	☐	☐	☐
	The keyboard is directly in front of you with the ‘h’ key in line with the centre of your body
	☐	☐	☐	☐
	Your wrists are supported when typing, either by your desk or a rest
	☐	☐	☐	☐
	You are not stretching whilst typing
	☐	☐	☐	☐
	If you answered ‘no’ to any of the above, please comment here:






4) Your Laptop

	
	Office
	Home

	
	Yes
	No
	Yes
	No 

	You have a stand or raised support for your laptop so you can position it at an appropriate height
	☐	☐	☐	☐
	You have a separate mouse and keypad so you can adapt  the correct posture 
	☐	☐	☐	☐
	You avoid working with your laptop on your lap at work as this can lead to bad posture
	☐	☐	☐	☐
	If you answered ‘no’ to any of the above, please comment here:




5) Your environment

	
	Office
	Home

	
	Yes
	No
	Yes 
	No 

	Your desk is at a suitable height so you have adequate space underneath
	☐	☐	☐	☐
	Your desk isn’t crowded and you have enough space for all of your equipment
	☐	☐	☐	☐
	Windows that cause glare have curtains/binds
	☐	☐	☐	☐
	Your workspace has adequate lighting to prevent eye strain
	☐	☐	☐	☐
	If you answered ‘no’ to any of the above, please comment here:






6) Connectivity whilst working from home
	
	Always
	Most of the time
	Sometimes, but not always
	I struggle with this
	Problems with this seriously impact my ability to do my work

	Your internet connection is good enough to allow you to use your laptop at home.

	☐	☐	☐	☐	☐
	Your internet connection allows you to use Video call functions such as Zoom or Teams
	☐	☐	☐	☐	☐
	Your phone allows you to communicate as required
	☐	☒	☐	☐	☐
	If you are experiencing connectively issues, please comment here:





In summary, please provide details of any equipment you may need here; 

Thank you for your time – please return to your Line Manager
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