
 
Risk Assessment Guidance 

  

The assessor can assign values for the hazard severity (a) and likelihood of occurrence (b) 

(taking into account the frequency and duration of exposure) on a scale of 1 to 5,  

then multiply them together to give the rating band: 
  
 

Hazard Severity (a) Likelihood of Occurrence (b) 

1 – Trivial  (eg discomfort, slight bruising, self-help recovery) 

2 – Minor  (eg small cut, abrasion, basic first aid need) 

3 – Moderate  (eg strain, sprain, incapacitation > 3 days) 

4 – Serious  (eg fracture, hospitalisation >24 hrs, incapacitation >4 
weeks) 

5 – Fatal (single or multiple) 

1 – Remote  (almost never) 

2 – Unlikely  (occurs rarely) 

3 – Possible  (could occur, but uncommon) 

4 – Likely   (recurrent but not frequent) 

5 – Very likely  (occurs frequently) 
 

 
 

The risk rating (high, medium or low) indicates the level of  

response required to be taken when designing the action plan. 
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Rating Bands  (a x b) 

LOW RISK 
(1 – 8) 

MEDIUM RISK 
(9  - 12) 

HIGH RISK 
(15 - 25) 

   

 

Continue, but 
review 
periodically to 
ensure controls 
remain effective 

 

Continue, but 
implement 
additional 
reasonably 
practicable 
controls where 
possible and 
monitor regularly  

 

-STOP THE 
ACTIVITY- 

 

Identify new 
controls. Activity 
must not 
proceed until 
risks are 
reduced to a low 
or medium level 

 



 
 
 

Risk Assessment Record 
Risk Assessment of: 
Computer workstations 

Assessor(s): 
Melanie Torrance, Health & Safety Coordinator 
 

Date:    
8 August 2019 (revised) 
 

Overview of activity / location / 
equipment / conditions being 
assessed: 

Computer use: 
This assessment applies to frequent computer use only. Examples of this type of use might be typical office or 
administrative tasks. This assessment does not apply where a computer is used to control other systems or log data 
from an experiment, where the computer is accessed infrequently. In these situations, a lesser standard regarding 
screen performance and ergonomics is acceptable. 

Generic or specific 
assessment? 
Generic risk assessment 

Context of assessment (delete as appropriate): planning stage / ‘desk-top’ exercise / site visit / in consultation with employees / in 

consultation with managers / other (please describe) 

 

# 
 
Hazard(s) identified 

Persons affected 
 
Existing controls & measures 

 
A 

 
B 

 
A 
x 
B 

 
Additional controls required 

1 Eye strain 

Computer users may suffer eye 

strain after prolonged periods of 

work. This is an uncomfortable 

condition, but not permanent. 

 

 Clear screen image free from glare  

 Work to be managed so that screen 

users have periodic changes of activity 

– 10 minutes away from the screen 

each hour should suffice. This may 

happen without planning, if the user 

needs to answer the phone and field 

enquires during the working day. 

1 4 4 

 It is possible to install software that pops 

up at pre-set intervals to remind the user 

to take a break. This can be useful for 

some individuals, although may be 

irritating to others. 

2 
Eyesight 

defects 

There is no evidence that 

computer use can cause eye 

sight to deteriorate such that 

glasses are need. However, the 

visual demands of computer 

use may make users aware of 

 Employees who are habitual users of 

computer can have an eyesight test; 

paid for by their department. They can 

have this test: 

o When they first start work 

o Periodically thereafter – follow 

the advice of the optician 

1 3 3  



# 
 
Hazard(s) identified 

Persons affected 
 
Existing controls & measures 

 
A 

 
B 

 
A 
x 
B 

 
Additional controls required 

eyesight defects that they had 

not noticed beforehand. 

 Employees who need glasses solely 

for computer use can have a free pair, 

paid for by their department. (The 

monetary contribution made is 

equivalent to the cost of a ‘basic’ pair).  

3 

Triggering a 

photo epileptic 

attack 

Most people with epilepsy are 

unaffected by computer use. 

Most people with photo epilepsy 

are unaffected by computer use 

for business applications – 

usually flickering lights and 

striped patterns are the trigger. 

 Computers restricted to business use 

only; games (which are more likely to 

generate flickering images) are not 

permitted. 

 User to report any problems with 

computer screens or software that 

causes problems related to photo 

epilepsy 

o Individual instances will be 

assessed to identify additional 

control measures 

3 1 3  



# 
 
Hazard(s) identified 

Persons affected 
 
Existing controls & measures 

 
A 

 
B 

 
A 
x 
B 

 
Additional controls required 

4 

Muscular / 

skeletal 

disorders 

caused or 

exacerbated 

Computer users can suffer MSD 

or can exacerbate existing MSD 

problems. 

 Poor workstation 

ergonomics 

 Repeated repetitive 

movements (such as 

continuous mouse use) 

 Existing MSD conditions 

 Computer workstations to meet the 

minimum requirements set out in the 

Work with display screen equipment. 

Health and Safety (Display Screen 

Equipment) Regulations 1992 

Guidance on regulations L26 (Second 

edition) 

o Individual assessments to be 

completed for each habitual 

user / computer workstation – 

see the Display Screen 

Equipment section of the 

manual for a suitable pro forma 

o Ergonomic or other 

shortcomings to be addressed 

by the department. Assistance 

is available from UHSE. 

o Assessments to be repeated 

after changes in user / 

workstations. Assessments to 

be repeated periodically 

 Staff to receive training on the safe 

use of computer equipment 

o The Health & Safety Executive 

leaflet Working with VDUs 

INDG136 (rev3) is suitable for 

this. 

3 2 6 

Individual workstation assessments will 

be carried out on all workstations on a 

two/three year cycle. To be arranged by 

the Health & Safety Coordinator with 

support from UHSE (University’s Health, 

Safety and Environment Service). This 

may take the form of an initial self-

assessment with a follow-up 

assessment by UHSE if required. 

 

Additional workstation assessments will 

be carried out when a member of staff 

requests one. Contact the Health & 

Safety Coordinator to arrange. 

Assessment will be carried out by the 

local workstation assessor with 

assistance from UHSE as needed. 

 

Equipment will be purchased as 

necessary on the recommendation of 

the workstation assessor. 

 

 

 

 



# 
 
Hazard(s) identified 

Persons affected 
 
Existing controls & measures 

 
A 

 
B 

 
A 
x 
B 

 
Additional controls required 

5 Stress 

Computer users may suffer 

from stress. However, this 

usually arises from a 

combination of workload and 

personal factors and is not 

directly caused by the 

computer. 

Computers can contribute to 

stress when there is: 

 Inadequate software or 

hardware 

 Inadequate training to use 

software or hardware 

 Suitable software and hardware 

provided 

 Workstation self-assessments include 

question on software requirements 

 Changes to software or hardware to be 

managed and communicated 

effectively to minimise stress 

o Training requirements to be 

identified and suitable 

provisions made 

 Identify requirements for training and 

refresher training and make suitable 

provisions 

o Training is available from 

Computing Services for most of 

the software packages used 

widely across the campus 

 Channels available for staff to report 

stress and for the University to 

implement remedial action. Consult the 

University Stress Policy and 

associated guidance documents. 

3 2 6 

Software / hardware training 

requirements could be assessed at 

SDPR. 

 Assessor signature: Print name: MELANIE TORRANCE Review date: AUGUST 2020 

 
 
  



Risk Assessment Action Plan 
Action Plan in respect of: Computer use risk assessment 
 

Prepared by: Melanie Torrance 

Ref 
no. 

Action to be taken, incl. cost By whom Target 
date 

Review 
date 

Outcome at review date 

1 Inform staff of pop-up reminders 
to take a break when individual 
workstation assessments are 
carried out. 

Health & Safety 
Coordinator to 
organise 

Dec 
2017 

Jan 
2020 

A programme of self-assessment of workstations was 
carried out in Jan 2018 and as a result staff who indicated 
that they did not take regular breaks were informed of the 
pop-up reminder programme. Next round of self-
assessments due Jan 2020. 

2 Individual workstation 
assessment on two/three year 
cycle. 

Health & Safety 
Coordinator to 
organise 

Dec 
2017 

Jan 
2020 

Staff are asked to complete a self-assessment every two 
years and these are followed up with a full assessment by 
the local assessor or UHSE as required. Last programme of 
self-assessments was Jan 2018. Next round is due Jan 
2020. 

3 Additional workstation 
assessments will be carried out 
as necessary. 

Health & Safety 
Coordinator  

As 
required 

Aug 
2019 

 

4 Liaise with UHSE regarding any 
workstation problems that can’t 
be solved by SoM – complete a 
workstation self-assessment 
before contacting UHSE. 

Health & Safety 
Coordinator to 
liaise with 
UHSE 

As 
required 

Aug 
2019 

 

5 Equipment to be purchased 
based on recommendations of 
workstation assessor. 

Health & Safety 
Coordinator 

As 
required 

Aug 
2019 

 

6 Software/hardware training 
requirements to be assessed. 

Line manager At SDPR Aug 
2019 

 

      

  
 

    

Responsible manager’s signature: 
 

Responsible manager’s signature: 

Print name: Date: Print name: Date 



MINIMUM REQUIREMENTS FOR WORKSTATIONS 

Equipment 

Display screen / monitor 

Screen  Swivel and tilt easily and freely to suit the needs of 
the operator or user. 

 Free of reflective glare and reflections liable to cause 
discomfort to the operator or user. 

Screen height  Height adjustable or use an adjustable table (monitor 
rest). 

The image on the screen  Stable, with no flickering or other forms of instability 

Characters on the screen  Easy to read 

Brightness and contrast  Easily adjustable 

Keyboard 

The keyboard  Separate from the screen and tiltable so that the 
operator or user can find a comfortable working 
position and avoid fatigue in the arms or hands. 

 Matt surface to avoid reflective glare. 

 Arrangement and style should mean it is easy to use. 

 The symbols on the keys should be easy to read in 
use. 

Space in front of the 
keyboard 

 Sufficient to provide support for the hands and arms 
of the operator or user 

Work desk or work surface 

The work desk or work 
surface 

 Large enough to allow a flexible arrangement of the 
screen, keyboard, documents and related 
equipment. 

 Low-reflectance surface. 

Space  Adequate for operators or users to find a 
comfortable position. 

If used, the document 
holder  

 Stable and adjustable, and positioned to minimise 
head and eye movements. 

Work chair 

The work chair  Stable and allow the operator or user easy freedom 
of movement and a comfortable position. 

 The seat should be height adjustable. 

 The seat back should be adjustable in both height 
and tilt. 

Footrest   Shall be made available to any operator or user who 
wishes one. 



Environment 

Space requirements 

The workstation  Dimensioned and designed so as to provide sufficient 
space for the operator or user to change position 
and vary movements.  

Lighting 

Any room lighting or task 
lighting provided  

 Ensure satisfactory lighting conditions and an 
appropriate contrast between the screen and the 
background environment, taking into account the 
type of work and the vision requirements of the 
operator or user. 

Disturbing glare and 
reflections on the screen 
or other equipment 

 Prevent by co-ordinating workplace and workstation 
layout with the positioning and characteristics of 
light sources. 

Reflections and glare 

Workstations  Designed so that sources of light including windows, 
and brightly coloured fixtures or walls cause no 
direct glare and no distracting reflections on the 
screen. 

Windows  Fitted with a suitable adjustable covering to 
attenuate the daylight that falls on the workstation. 

Noise 

Noise emitted by equipment belonging to any workstation shall be taken into account 
when a workstation is being equipped, to minimise distraction and disturbance. 

Heat 

Equipment belonging to any workstation should not produce excess heat which could 
cause discomfort to operators or users.  

Radiation 

All radiation with the exception of visible light shall be reduced to negligible levels.  

Humidity 

An adequate level of humidity shall be established and maintained.  

Interface between computer and operator/user 

In designing, selecting, commissioning and modifying software, and in designing tasks 
using display screen equipment, the employer shall take into account the following 
principles: 

Software  Suitable for the task, easy to use and, where 
appropriate, adaptable to the level of knowledge or 
experience of the operator or user; no quantitative 
or qualitative checking facility may be used without 
the knowledge of the operators or users; 

Systems   Must provide feedback to operators or users on the 
performance of those systems; 



 Must display information in a format and at a pace 
which are adapted to operators or users; 

Software ergonomics   The principles of software ergonomics must be 
applied, in particular to human data processing. 

 

 


