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12 Display Screen Equipment  
This chapter is split into two parts: 

Part 1: Directive. This part provides direction that you must follow to help you comply 
with (keep to) health and safety law, Government policy and Defence policy. 

Part 2: Guidance. This part provides the guidance and good practice that should be 
followed and will help you to keep to this policy.  
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Amendment record  

This chapter has been reviewed by the Directorate of Defence Safety & Support (DDSS) 
together with relevant subject matter experts and key safety stakeholders. Any 
suggestions for amendments to this chapter should in the first instance be directed to the 
Defence Area’s Safety Centre/Team Group Mailbox and with their approval, sent to 
People-DDSS-GroupMailbox@mod.gov.uk.   

Version  
No 

Date 
Published 

Text Affected  Authority  

1.2 Oct 20 Interim update post-handover of policy from DSA to 
D HS&EP. 

Dir HS&EP 

1.3 01 May 24 Release of two-part chapter structure. DDS 
1.4 01 July 25 Updated to provide guidance on the vouchers 

required for multi-focal and bi-focal lenses. 
DDS 

1.5 26 Oct 26 Updated to provide further guidance on 
homeworkers  

Dir DDS 

Terms and definitions 
 

The following table sets out definitions of some of the key terms used in this chapter. The 
current general safety terms and definitions are provided in the Master Glossary of Safety 
Terms and Definitions which can also be accessed on GOV.UK. 

As low as reasonably practicable 
(ALARP) 

When risk has been reduced to a level where applying 
further control measures would be grossly 
disproportionate to the benefit that would be gained. 

Business Manager  A person (in the context of this chapter) within their Defence 
Area who has been delegated the responsibility for ordering 
and issuing Specsavers e-vouchers. The Business Manager 
will have access (or can create an account) to the 
Specsavers online portal and as such can issue e-vouchers 
and pay for them using an Electronic Procurement Card 
(EPC) after obtaining financial approval in line with their 
local financial processes. 

Competent person A person who has the training, skills, experience, and 
knowledge necessary to perform a task safely, and is able to 
apply them. Other factors, such as attitude and physical 
ability, can also affect someone's competence. (See 
www.hse.gov.uk/competence/what-is-competence.htm for 
information on competence.) 

Display Screen Equipment (DSE) DSE are devices or equipment that have an 
alphanumeric or graphic display screen and includes 
display monitor, laptops, touch screens, smart phones, and 
other similar devices.  
 Lone working A lone worker is a person who undertakes a specific activity 

unaccompanied or without immediate access to another 
person for assistance. 

Portable Electronic Devices 
(PEDs) 

Devices for example; laptops, mobile phones tablets and so 
on, that allow you to undertake familiar desktop applications 
whilst on the move. 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Safety_Centre_Team_GroupMailbox_List.pdf
mailto:People-DDSS-GroupMailbox@mod.gov.uk
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents2/JSP375_Master_Glossary.pdf
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents2/JSP375_Master_Glossary.pdf
https://www.gov.uk/government/publications/management-of-health-and-safety-in-defence-master-glossary
http://www.hse.gov.uk/competence/what-is-competence.htm
http://www.hse.gov.uk/competence/what-is-competence.htm
http://www.hse.gov.uk/competence/what-is-competence.htm
http://www.hse.gov.uk/competence/what-is-competence.htm
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The term ‘Defence Area’ refers to one of the four top level areas of Defence: Department 
of State (DOS), Armed Forces (MSHQ and Military Commands), National Armaments 
Director Group (NADG) and the Defence Nuclear Enterprise (DNE). Within Defence Safety 
Policy, reference to a ‘Defence Area’ responsibility also applies to the top-level Defence 
Area however, for the Armed Forces it also applies to their component Military Commands 
(Army, Air, Navy and CSOC). 

Must and should 
 

Where this chapter says must, this means that the action is a compulsory requirement.  
 

Where this chapter says should, this means that the action is not a compulsory 
requirement but is considered good practice. 

Scope  

The policy contained within this chapter:  

a. applies to all those employed by Defence (military and civilian) including 
reservists and those under the age of 18 (for example recruits and apprentices). 

b. applies to those working on behalf of, or under the supervision of Defence (for 
example, contractors or visitors).  

c. applies to all Defence activities carried out in any location (UK or overseas). 

d. is not written for young persons in the cadet forces1, Defence-run schools, 
nurseries and so on; those organisations must maintain their own safety policies and 
governance and must provide statutory compliant infrastructure and appropriate safe 
systems of work. They may use material from this chapter as a reference point, but 
where appropriate their respective policies should be adapted to meet the needs of 
young persons and to follow any applicable Department for Education guidelines or 
legislation.  

 
1 Guidance for cadet forces is set out in JSP 814 (Policy and Regulations for Ministry of Defence Sponsored 
Cadet Forces). 

Remote working Personnel habitually working at locations that are remote 
from their management chain of command and parent 
orgainsation, whether it be working on the move, working 
from home, or working from satellite locations. 

DSE user  Personnel who normally use display screen equipment 
(DSE) for continuous or near continuous spells of an hour 
or more per day. 

Workstation  An assembly comprising of  

(i)  display screen equipment (whether provided with 
software determining the interface between the equipment 
and its operator or user, a keyboard, a mouse or any other 
input device),  
(ii) any optional accessories to the display screen 
equipment,  
(iii) any disk drive, telephone, modem, printer, document 
holder, work chair, work desk, work surface or other item 
peripheral to the display screen equipment, and  
(iv) the immediate work environment around the display 
screen equipment. 
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Assurance  

The application of the policy contained within this chapter must be assured (that is, its use 
must be guaranteed). As part of their overall assurance activity, the commander, 
manager, or accountable person (AP) must make sure that this policy is followed and put 
into practice effectively. Assurance must be carried out in accordance with JSP 815 
(Defence Safety Management System) Volume 2, Element 12 – Assurance.  

A chapter assurance checklist can be found at Annex C. Please note its use is not 
mandatory, but it can provide helpful evidence to assist in the assurance and conformance 
against the policy direction within this chapter. 

Alternative acceptable means of compliance  

This policy is mandatory across Defence, and the only acceptable means of compliance 
(AMC) is attained by following the directive set out in this chapter. However, there may be 
circumstances where a small number of military units may be permanently unable to 
comply with (keep to) parts of the policy. In such circumstances an alternative AMC 
process is set out in JSP 375 Directive and Guidance. 

Equality Analysis  

The policy in this Chapter has been subject to an equality analysis in accordance with the 
Public Sector Equality Duty and Departmental Policy. 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP815_Element12.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP815_Element12.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap12_AnnexC.pdf?xsdata=%3D&sdata=TG1peFRXbWtlV2FiSGxCa1U2aHl3NDZJWDlFZGcrMXIvc2x2aXdGUHM1MD0%3D&ovuser=be7760ed-5953-484b-ae95-d0a16dfa09e5%2CRich.Tasker359%40mod.gov.uk
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents2/JSP375_Directive_and_Guidance.pdf
https://modgovuk.sharepoint.com/sites/peopleequalityanalysis/SitePages/Public-Sector-Equality-Duty-(PSED).aspx?xsdata=%3D%3D&sdata=NXh3UFc5UGtJUU9IQWJYWUF3MkN4azJSWWdTM2ZUaHMybmZNZXZuYUFLVT0%3D&ovuser=be7760ed-5953-484b-ae95-d0a16dfa09e5%2CRichard.Talbot-Ashby827%40mod.gov.uk
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Part 1: Directive 

Introduction 

1. This chapter provides the direction and guidance for the provision, management and 
use of Display Screen Equipment (DSE): and to enable the assessment and mitigation of 
the risk of harm from the use of DSE (desktop, laptop, tablet or smart phone,) in the work 
environment (for example, on the Defence estate, on contractor premises, working from 
home or from hotel accommodation and so on).  

2. This guidance is not limited to typical office situations or computer screens, but also 
includes laptops, CCTV control rooms, screens used to display line drawings; graphs, 
charts, radar screens, or computer-generated graphics, electronic display systems; 
personal digital assistant (PDA), tablets, smart phones and comparable activity such as a 
musician reading sheet music and so on.  

3. The employer still retains a duty of care for working environments that are remote 
from the parent organisation (for example, home or a workplace based at another 
establishment, unit or site) and where personnel may have restricted contact with their 
management or peers. See further detail in JSP 375 Volume 1 Chapter 21 (Managing Staff 
Remotely). 

4. Within Defence, the term “DSE user” is regarded as personnel who use DSE daily or 
continuous periods of an hour or more. At the discretion of the unit / establishment, local 
policy may be set out to designate any personnel who have access to DSE as a “user” for 
the purpose of assessment. In a standard office environment, a DSE workstation will 
comprise of a screen, keyboard, other parts of the computer and its accessories (mouse, 
or other input device), the work surface (desk), chair and other office furniture as well as 
the immediate work environment. However, other environments may also be classed as 
DSE workstations for example, radar operator stations. 

5. A Health and Safety Executive (HSE) Research Report 561 identifies a variety of ill-
health symptoms associated when working with DSE including musculoskeletal disorders; 
visual fatigue and mental stress.  

a. musculoskeletal disorders for example; pains in neck, arms, shoulders, back, 
wrists, fingers, tendons, ligaments, or nerves;  

b. visual fatigue for example; eye strain, dry eyes; itching eyes; and 

c. mental stress and / or physical fatigue for example; reduced memory recall, 
loss of concentration, dizziness, tiredness, headaches and so on. 

Key health and safety legislation  

6. The Health and Safety at Work etc. Act (HSWA) 1974, Section 2 places general 
duties on employers for their employees so that ‘it shall be the duty of every employer to 
ensure, so far as is reasonably practicable, the health, safety and welfare at work of all of 
[their] employees’ and, under Section 3, persons not in their employment who may be 
affected.   

 

https://www.hse.gov.uk/Research/rrhtm/rr561.htm
https://www.legislation.gov.uk/ukpga/1974/37/section/2
https://www.legislation.gov.uk/ukpga/1974/37/section/3
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7. There is also a duty on employers under the Management of Health and Safety at 
Work Regulations (MHSWR) 1999 to carry out a suitable and sufficient assessment of the 
risks to the health and safety of their employees. As such, Defence requires commanders, 
managers and accountable persons to make sure that suitable and sufficient risk 
assessments are carried out in order to mitigate health and safety risks to the personnel 
under their area of responsibility. Defence safety risk assessments must be carried out in 
accordance with Chapter 8 (Safety risk assessment and safe systems of work) of JSP 375 
Volume 1. 

8. The Equality Act 2010 places duties on employers in relation to discrimination and 
requires employers to make reasonable adjustments for personnel where applicable. 
Commanders, managers and accountable persons must make sure that arrangements for 
the provision, assessment and use of DSE take account of individual needs and that 
reasonable adjustments are considered and implemented where required. 

9. The Secretary of State (SofS) for Defence Policy Statement on health and safety, 
sets out SofS’s commitment for Defence to comply with all the applicable health and safety 
legislation when in the United Kingdom (UK). When overseas, ‘we will comply with the 
laws of Host States, where they apply to us, and in circumstances where such 
requirements fall short of UK requirements, we will apply UK standards so far as is 
reasonably practicable’.  

10. Defence complies with the Health and Safety (Display Screen Equipment) 
Regulations 1992 on the Defence estate and extends the application of the principles, so 
far as is reasonably practicable, to DSE fitted and used within transport (ships, armoured 
vehicles and aircraft and so on) as well as its undertakings overseas.  

Legislation compliance statement  
 
11. This chapter (and annexes) sets out the requirements necessary to demonstrate 
compliance with the Health and Safety (Display Screen Equipment) Regulations 1992 
(Regulations 2 - 9), which have been translated into mandatory Defence direction where 
appropriate. The HSE provide guidance on Working with Display Screen Equipment in 
HSE L26. 

Policy Statements  

12. Defence has established the following policy statements, which must be followed. 

a. Policy Statement 1. Commanders, managers and accountable persons must 
make sure that a suitable strategy with sufficient resources is in place to prevent or 
reduce health and safety risks to ALARP and tolerable, from the use of DSE in the 
workplace under their area of responsibility. 

b. Policy Statement 2. Commanders, managers or accountable persons must 
make sure that suitable and sufficient DSE workstation risk assessments are carried 
out for all DSE workstations in the workplace under their area of responsibility. The 
findings of the DSE workstation risk assessments along with the associated control 
measures must be recorded and communicated to all those who may be harmed by 
the activity. 

 

http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap8.pdf
https://www.google.com/goto?url=CAESggEB6zswFXXt7fb_Kw5UH2LimsMbcXzbdlv3suRslfZVuuWt_OjWWxI5VWmm7ki12gCInOdWyLUZ2YiCnHKgo03p2l09X8w7BIXaC9htxbFBJyPn60afUOeO71elqz4FaGIS9570PdjPcYOT7C9hBo2ERnmAitWQmPnSOwuOSfi9j2yi
https://www.gov.uk/government/publications/secretary-of-state-for-defence-policy-statement-on-health-and-safety
https://www.legislation.gov.uk/uksi/1992/2792/contents/made
https://www.legislation.gov.uk/uksi/1992/2792/contents/made
https://www.hse.gov.uk/pubns/books/l26.htm
https://www.hse.gov.uk/pubns/priced/l26.pdf
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c. Policy Statement 3. Commanders, managers or accountable persons must 
make sure that suitable and sufficient DSE user risk assessments are carried out by 
all personnel that use DSE, under their area of responsibility, this includes those 
working at remote locations. The DSE user risk assessment must be recorded and 
agreed by the user and their commander, manager or accountable person to confirm 
acceptance of the findings, the recommended actions, control measures and any 
reasonable adjustments.   

d. Policy Statement 4. Commanders, managers, or accountable persons must 
make sure that DSE workstation and user risk assessments are reviewed at a 
frequency that is appropriate and proportionate to the risk level of the activity. DSE 
workstation and user risk assessments must be reviewed more frequently when 
there are significant changes to the workstation or to the user circumstances to make 
sure that the control measures or reasonable adjustments are effective for 
maintaining safe working practices.  

e. Policy Statement 5. Commanders, managers or accountable persons must 
make sure that suitable preventive and corrective measures are being followed to 
reduce the safety risks, from the use of DSE in the workplace under their area of 
responsibility, to ALARP and tolerable. 

13. Commanders, managers and accountable persons must make sure that a suitable 
strategy with sufficient resources is in place to prevent health and safety risks from the use 
of DSE in the workplace under their area of responsibility. Where prevention is not 
possible then Defence Areas must put the necessary control measures in place to reduce 
those risks to as low as is reasonably practicable (ALARP) and tolerable. 

14. Commanders, managers and accountable persons must make sure that personnel 
under their area of responsibility are made aware of any safety related policy and 
processes associated with the safe use of DSE.  

15. Commanders, managers or accountable persons must make sure that any health 
and safety issues identified in connection with the use of DSE in the workplace under their 
area of responsibility are addressed in collaboration with the affected personnel.  

16. Commanders, managers and accountable persons must make sure that DSE users 
in the workplace under their area of responsibility are provided with adequate health and 
safety training required for the safe use of their workstation.  

 

 

 

 

 

Policy Statement 1 
Commanders, managers and accountable persons must make sure that a suitable 
strategy with sufficient resources is in place to prevent or reduce health and safety risks to 
ALARP and tolerable, from the use of DSE in the workplace under their area of 
responsibility.  
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17. Commanders, managers or accountable persons are responsible for making sure 
that the working environment, under their area of responsibility, is suitably established and 
maintained for the use of DSE together with the provision of suitable workstations.  

18. Commanders, managers or accountable persons must make sure that suitable and 
sufficient DSE workstation risk assessments are carried out. The DSE workstation risk 
assessment must consider the equipment provided for example DSE (keyboard, mouse 
and screen), software, chair, desk (work surface) and any other equipment required to 
carry out the intended activities. The risk assessment must also consider the working 
environment such as the space, lighting (including glare and reflections), temperature, 
humidity, ventilation and noise.  
 
19. The MOD Form 5013 is the recommended template for commanders, managers or 
accountable persons to record the DSE workstation risk assessment. The MOD Form 
5013 must be retained (in electronic or paper format) by the commander, manager or 
accountable person for the period for which it remains valid and extant and be readily 
available when required. Where the MOD Form 5013 has been replaced and is no longer 
valid or extant, it must be retained for at least three years in line with the record retention 
periods set out in Chapter 39 (Retention of records) of JSP 375, Volume 1.  

20. Commanders, managers or accountable persons may delegate responsibility for 
carrying out the DSE workstation risk assessment, however the person carrying out the 
risk assessment must be competent and have a good understanding of the hazards 
appropriate to the workstation(s) being assessed. Those undertaking the risk assessment 
must engage with the personnel who are conducting the work activity to make sure that all 
hazards are suitably identified. 

21. If responsibility has been delegated, the significant findings must be explained to the 
commander, manager, or accountable person responsible for the risk, along with details of 
any control measures that need to be put in place to reduce those risks.  

22. The commander, manager or accountable person must communicate any significant 
findings of the DSE workstation risk assessment to all those who may be harmed by the 
activity and with other relevant stakeholders, (for example the local safety adviser, Trade 
Unions (TUs) and so on), to agree on the recommended actions and any control measures 
that may be required. The control measures identified in the risk assessment must be 
implemented and recorded. 

23. The commander, manager or accountable person must make sure that any control 
measures, which have been implemented, have resolved the problem, if not then they 
must consider and implement further control measures where necessary. 

24. Commanders, managers or accountable persons must, so far as is reasonably 
practicable, make sure that those working at remote locations are not placed at greater 
risk compared to those working at a Defence establishment, unit or site.  

Policy Statement 2 
Commanders, managers or accountable persons must make sure that suitable and 
sufficient DSE workstation risk assessments are carried out for all DSE workstations in 
the workplace under their area of responsibility. The findings of the DSE workstation risk 
assessments along with the associated control measures must be recorded and 
communicated to all those who may be harmed by the activity. 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/SitePages/JSP-375-Volume-1-Chapter-39.aspx
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25. The findings of the risk assessments and any necessary control measures to be 
implemented (for example the provision and use of appropriate furniture, special 
equipment, supplies, services such as primary health care and medical insurance for 
overseas activities) must be explained and copied to all personnel engaged in or affected 
by the activity.  

26. To provide consistency of assessment, a generic workstation assessment may be 
produced for all workstations of a uniform configuration (desk, monitor, keyboard, mouse, 
software, chair etc) or workstations (including docking stations) used for ‘hot desking’; this 
will remove the need for individual workstation assessments and save personnel time. 
These assessments should be made available to all users. 

Home workers 

27. The DSE Regulations can apply to personnel who: 

a. work at home on a permanent or long-term basis; or  
 

b. routinely split their time between their workplace and home (sometimes called 
hybrid working) 

 
28. Within Defence, the term ‘DSE user’ refers to personnel who use DSE daily or for 
continuous periods of an hour or more. The DSE Regulations do not normally apply to 
personnel who use DSE occasionally or only for short periods. Where personnel working 
at home are classed as DSE users, commanders, managers or accountable persons have 
the same responsibilities towards them as they do towards office-based personnel and 
must make sure that personnel within their area of responsibility have a safe and healthy 
working environment. 

29. Home workers must carry out a DSE workstation self-assessment (MOD Form 5013) 
and a DSE user risk assessment (MOD Form 5016) provided they have been given 
suitable training, for example where they have been shown by their commander or 
manager on how to complete the forms and they know how to set up and assess their own 
workstation. The DSE assessment can be carried out, for example over a Teams call with 
their commander or manager. Personnel who work from home may also be classed as 
‘Remote Workers’ - for further information see Chapter 21 of JSP 375, Volume1. 

30. When personnel need to work remotely, commanders and managers must agree 
alternative arrangements when someone’s home is not a suitable work environment, or 
reasonably practicable measures cannot be taken to protect them.  

 

 

 

 

 

 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap21.pdf
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31. Commanders and managers must make sure that the personnel that use DSE under 
their area of responsibility carry out a suitable and sufficient DSE user risk assessment. 
They must make sure that DSE users are provided with information and instruction in a 
form that is appropriate and accessible to them. 

32. It is important for a DSE assessment to be carried out every time a workstation is set 
up, when new personnel start work or when there is a significant change made to a 
workstation set-up.  

33. Before undertaking the DSE user risk assessment, DSE users must undertake the 
DSE user training course. For civilian personnel this form’s part of the mandatory Health 
and Safety training course on the Civil Service Learning (CSL) portal. For military 
personnel this is the Display Screen Equipment V1.3.2 training course (V397) on the 
Defence Learning Environment (DLE) portal.  

34. The findings of the DSE user risk assessment together with any recommended 
reasonable adjustments, must be recorded, and the MOD Form 5016 is the recommended 
template for the DSE user to record their risk assessment. The completed MOD Form 
5016 must be retained (in electronic or paper format) by the user for the period for which it 
remains valid and extant and be readily available when required. Where the MOD Form 
5016 has been replaced and is no longer valid or extant, it must be retained for at least 
three years in line with the record retention periods set out in Chapter 39 (Retention of 
records) of JSP 375, Volume 1.  

35. The DSE user must discuss the findings of their completed MOD Form 5016 DSE 
user risk assessment with their commander or manager and identify the most suitable type 
of outcome for the individual. Together they must agree on the recommended actions and 
any control measures or reasonable adjustments that may be required to enable the 
individual to undertake their work safely and effectively. Reasonable adjustments must be 
reviewed to make sure that they remain effective.   
 
36. The control measures or reasonable adjustments identified in the DSE user risk 
assessment must be appropriate to the individual and their work activity, implemented and 
recorded on the MOD Form 5016. The DSE user should review the actions once they 
have been implemented to make sure they have resolved the problem. It is the user’s 
responsibility to comply with the control measures that have been put in place such as 
taking regular breaks and to make any necessary adjustments to the workstation, for 
example, screen height, chair set up, and so on.  

37. Civilian personnel should discuss any occupational health issues and reasonable 
adjustments to address those issues with their commander or manager and seek advice 
where required from their local safety adviser, and if further advice is needed, the Chief 
Environment and Safety Officer (CESO) or equivalent.  
 

Policy Statement 3 
Commanders, managers or accountable persons must make sure that suitable and 
sufficient DSE user risk assessments are carried out by all personnel that use DSE, under 
their area of responsibility, this includes those working at remote locations. The DSE user 
risk assessment must be recorded and agreed by the user and their commander, 
manager or accountable person to confirm acceptance of the findings, the recommended 
actions, control measures and any reasonable adjustments. 

https://learn.civilservice.gov.uk/courses/95wrCYnuQXiaBqVQQrUW5A
https://learn.civilservice.gov.uk/courses/95wrCYnuQXiaBqVQQrUW5A
https://dle.ice.mod.gov.uk/course/view.php?id=17267
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/SitePages/JSP-375-Volume-1-Chapter-39.aspx
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
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38. The procedures set out at Civilian HR People Portal – Employee Wellbeing will 
provide the commander or manager with information on how best to proceed, (upon the 
permission of the individual) for referrals for occupational health advice and potential 
specialist DSE assessment from the Defence’s commercial health provider. Alternatively, 
advice can be sought from the local Primary Care facility (for Service personnel) who offer 
occupationally focussed primary health, or Civilian Human Resources (Civ HR) who are 
the lead for occupational health issues and Defence Business Services (DBS) Reasonable 
Adjustment Service Team (RAST) who are the lead for reasonable adjustments.  
 

39. Military personnel must discuss any occupational health issues and reasonable 
adjustments with their commander or manager and seek advice where required from their 
Safety Centre or local safety adviser and the local medical facility.  
 

40. Personnel who work from home (classed as ‘Remote Workers’) as part of an 
alternative working arrangement (AWA), should follow the DSE user guidance at Annex A 
to set up their workstation and then complete the DSE workstation risk assessment (MOD 
Form 5013) and the DSE user risk assessment (MOD Form 5016). Further details 
regarding remote working are set out in Chapter 21 (Managing Staff Remotely) of JSP 
375, Volume 1.  

41. Commanders, managers or accountable persons must review and approve the risk 
assessment for an activity. Risk assessments are live documents and must be reviewed at 
a frequency that is appropriate and proportionate to the risk level of the activity.  

42. DSE workstation risk assessments must be reviewed if there is reason to suspect 
that it is no longer valid or when there is a significant change to the workstation. When an 
unexpected hazard arises, or an activity changes, the risk assessment in place must be 
reviewed to make sure it is still valid and that the control measures identified in the original 
risk assessment are still applicable. As part of this review, it may be necessary for the 
commander, manager or accountable person to change or put further control measures in 
place.  

43. A DSE workstation risk assessment must be reviewed when any of the following 
apply: 
 

a. there is reason to doubt the effectiveness of the assessment. 

b. there is a change to information technology (IT) equipment, furniture or working 
location (for example a new location has more/less light, more confined space and so 
on).  

c. there has been an accident or a near miss. 

d. the assumptions or information the risk assessment or a control measure is 
based on have changed in a way that could affect the risk assessment. 

Policy Statement 4  
Commanders, managers or accountable persons must make sure that DSE 
workstation and user risk assessments be reviewed at a frequency that is appropriate 
and proportionate to the risk level of the activity. DSE workstation and user risk 
assessments must be reviewed more frequently when there are significant changes to 
the workstation or to the user circumstances to make sure that the control measures or 
reasonable adjustments are effective for maintaining safe working practices.  

https://modgovuk.sharepoint.com/sites/IntranetCivilianHRPeoplePortal/SitePages/Health-and-Wellbeing.aspx
https://modgovuk.sharepoint.com/sites/IntranetCivilianHRPeoplePortal/SitePages/Workplace-Adjustment-Services.aspx
https://modgovuk.sharepoint.com/sites/IntranetCivilianHRPeoplePortal/SitePages/Workplace-Adjustment-Services.aspx
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap12_AnnexA.pdf?xsdata=%3D&sdata=Qm85RWtKcExZT1pPWWV4MUhLOUVCVDROTHRFQ05FNDlBa09mcFBOSXZiQT0%3D&ovuser=be7760ed-5953-484b-ae95-d0a16dfa09e5%2CRich.Tasker359%40mod.gov.uk
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap21.pdf
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e. recommendations have been made by TUs, staff associations, safety leads, 
regulators, or functional specialists. 

f. there has been a change to the activity and as a result this now invalidates a 
risk assessment that was being used before the change was made. 

g. where there is reason to believe that an existing reasonable adjustment is no 
longer effective, no longer appropriate, or where the needs of the individual have 
changed. 

44. DSE user risk assessments must be reviewed if there is reason to suspect it is no 
longer valid or when there is a significant change to the DSE user’s workstation, their 
personal circumstances, or their working pattern.  

45. Commanders or managers must make sure that the recommended control measures 
and reasonable adjustments identified in the DSE user risk assessment are implemented 
in a timely manner and that the assessment is reviewed when required.  

46. The DSE user risk assessment must be reviewed when any of the following apply: 

a. there is reason to doubt the effectiveness of the assessment. 

b. there is a change to IT equipment, furniture or working location (if new location 
has for example more/less light, more confined space and so on). 

c. there has been a change to the user's circumstances, including a change in 
their health or functional needs, which may affect their use of DSE or indicate that 
reasonable adjustments are required. 

d. there has been a change to a user’s working pattern that adversely impacts 
their DSE usage (for example increased DSE usage). 

e. the assumptions or information the risk assessment or a control measure is 
based on have changed in a way that could affect the risk assessment. 

47. Where DSE forms part of any new equipment, the acquisition or project team, or local 
purchase office must comply with the Schedule to the Health and Safety (Display Screen 
Equipment) Regulations 1992 as amended by the Health and Safety (Miscellaneous 
Amendments) Regulations 2002 which sets out the minimum legal requirements, this is 
covered in HSE Guidance to Regulation L26.  

48. They should consider at an early stage the implications of the guidance in this 
chapter together with the relevant legislation. This must include, but is not limited to; 

a. the type of device; 

b. the length of time used; 

c. the interface the user has with the equipment; 

d. the environment in which the equipment will be used for example; vehicle, 
aircraft, boat, ship, or office; and  

e. whether mobile or static. 

49. Relevant / sufficient information supporting the safe use of DSE workstations (for 
example a safety case) is a necessity and as such must be passed down the supply chain 
to the customer (commander, manager or accountable person, end user and so on).  

https://www.hse.gov.uk/pubns/books/l26.htm
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50. JSP 384 (Management of Defence Accommodation Stores) should be used for the 
provision of DSE furniture on all of the Defence estate, unless the establishment is subject 
to a service provision contract which includes furnished accommodation. 

51. For personnel who work from home and their DSE assessment highlights a 
requirement for reasonable adjustments that are effective for maintaining safe working 
practices, for example a specialist chair, desk, mouse, keyboard and so on, they should 
discuss with their commander or manager and follow the process detailed in Policy 
Statement 3.  

52. The main health risks of working with DSE2 are musculoskeletal disorders and 
mental stress and / or physical fatigue. There is currently no reliable evidence to confirm 
that work with DSE causes deterioration and / or damage to eyes or eyesight and in the 
majority of cases DSE users will not need spectacles specifically to work with DSE. 
However, evidence does demonstrate that the use of DSE can cause visual fatigue.  

53. For the workplace under their area of responsibility, commanders, managers or 
accountable persons must make sure that suitable preventive and corrective measures 
are being followed to reduce the safety risks from the use of DSE. The DSE regulations 
require employers to have in place provision for eyesight testing as a preventative 
measure. The eyesight testing may identify the need for spectacles specifically for the use 
of DSE to be prescribed as a corrective measure.  
 
54. The Ministry of Defence (MOD) has a contract with Specsavers Ltd to provide a 
Corporate Eyecare Scheme (CES) for DSE eyesight testing, the provision of corrective 
spectacles and for safety eyewear spectacles or lenses.  

55. Where the DSE user assessment has identified that personnel may require an 
eyesight test, those individuals may use the CES for eyesight testing and the provision of 
corrective spectacles.  

56. The provision of spectacles as part of the CES, should consist of a basic frame from 
the £50 range or a £50 contribution towards an upgrade to other frame ranges and single 
vision lenses. However, Defence has no obligation to provide eyesight testing or the 
provision of corrective spectacles that are required for everyday use (non-DSE work) and 
will no longer reimburse employees for eyecare costs outside of the CES.  

57. Defence Areas must introduce procedures for using the CES, further guidance on 
the CES is set out in Policy Statement 5 in Part 2 of this chapter.  

 

 
2 Display screen equipment (DSE) health risks – Public Health Scotland 

Policy Statement 5 
Commanders, managers or accountable persons must make sure that suitable 
preventive and corrective measures are being followed to reduce the safety risks, from 
the use of DSE in the workplace under their area of responsibility, to ALARP and 
tolerable.  

https://www.healthyworkinglives.scot/workplace-guidance/health-risks/display-screen-equipment/Pages/display-screen-equipment-dse-health-risks.aspx


 

                                                                                    14                JSP 375 Vol 1 Chapter 12 (V1.5 Nov 2026) 
 

Part 2: Guidance 
This part provides the guidance and good practice that should be followed to help you 
comply with this policy.  

Assessing DSE risks 

 
1. Commanders, managers or accountable persons should make sure that all DSE 
users for whom they have supervisory or management responsibility are to undertake 
appropriate DSE training for the equipment / workstation being used. For general office 
DSE, this training may be provided via the Defence Learning Environment (DLE) (Display 
Screen Equipment course).  

2. DSE users should undertake DSE training appropriate to their role and the 
equipment used. DSE refresher training should be undertaken at least every two years or 
when there is a significant change to the DSE, workstation or software. In some 
circumstances specific user training may be required for some software packages, where 
this is the case commanders, managers or accountable persons should identify and assist 
users to access this training.  

3. For units or establishments with a standard workstation configuration (used by 
personnel resident in the building or for ‘hot-desking’ (desk, monitor, keyboard, mouse, 
software, chair and so on) a single generic DSE workstation risk assessment (MOD Form 
5013) defining the platform / building that it relates to should be sufficient. The completed 
DSE workstation risk assessment must be readily available and brought to the attention of 
all users together with any information in support of control measures for example, chair 
adjustments, screen filters and so on.  

4. For non-standard workstation configurations assigned to specific users, for example, 
those with orthopaedic furniture, unique hardware or software and so on, will require an 
individual (non-generic) DSE workstation risk assessment using the MOD Form 5013.  

5. If a workstation is provided by Defence for personnel who are not directly employed 
by Defence but are undertaking Defence business (for example, agency workers, work 
placement students), the manager supervising the work should make sure that they 
receive / have received adequate information (Annex A – DSE User Guide) and that the 
appropriate DSE assessments are completed. 

Policy Statement 1 
Commanders, managers and accountable persons must make sure that a suitable 
strategy with sufficient resources is in place to prevent or reduce risks to health and safety 
to ALARP and tolerable, from the use of DSE in the workplace under their area of 
responsibility.  

Policy Statement 2 
Commanders, managers or accountable persons must make sure that suitable and 
sufficient DSE workstation risk assessments are carried out for all DSE workstations in 
the workplace under their area of responsibility. The findings of the DSE workstation risk 
assessments along with the associated control measures must be recorded and 
communicated to all those who may be harmed by the activity. 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap12_AnnexA.pdf?xsdata=%3D&sdata=Qm85RWtKcExZT1pPWWV4MUhLOUVCVDROTHRFQ05FNDlBa09mcFBOSXZiQT0%3D&ovuser=be7760ed-5953-484b-ae95-d0a16dfa09e5%2CRich.Tasker359%40mod.gov.uk
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6. Short-term or temporary use of a workstation (for example, continuous or near 
continuous use of less than an hour per day) may not need to be formally recorded unless 
risks are significant (development of any condition that affected the individual’s ability to 
work). Further advice can be sought from the local health and safety adviser or the 
Defence Area’s safety organisation. 

7. Commanders, managers or accountable persons must make sure that the work 
activities of each DSE user (including remote workers – see Chapter 21 of JSP 375, 
Volume 1) are assessed using MOD Form 5016. Further guidance on DSE user risk 
assessments can be found in the HSE’s Legal Guidance to the Regulations L26. The user 
and their commander, manager or accountable person should agree these assessments 
to confirm acceptance of the findings, the recommended actions, control measures and 
any reasonable adjustments that may be required.  

8. Commanders, managers or accountable persons should provide guidance for DSE 
users to undertake their own DSE user risk assessment and on using the MOD Form 
5016. This can be done by directing all DSE users to undertake the relevant DSE training 
course. For civilian personnel this form’s part of the mandatory Health and Safety training 
course on the Civil Service Learning (CSL) portal. For military personnel this is the  
Display Screen Equipment V1.3.2 training course (V397) on the Defence Learning 
Environment (DLE) portal. 

9. If during the DSE assessment complex issues are identified either with the 
equipment being used or due to the personal circumstances of the DSE user (for example. 
a new or existing health condition) then specialist knowledge may be required to complete 
the assessment.  

10. Defence Areas may have DSE assessors who have undertaken specific training for 
identifying user issues with DSE. Where they have these DSE assessors they can provide 
basic advice and guidance which may resolve some problems and direct the commander, 
manager or accountable person to other resources as required. 

11.  Alternatively, advice can be sought from the local safety adviser, and if further advice 
is needed, the Safety Centre (SC); Chief Environment and Safety Officer (CESO) or 
equivalent; the local Primary Care facility (for Service personnel) or DBS People Services 
(for civilian staff) for the provision of specialist occupational health advice. 

12.  All DSE workstations within the commander’s, manager’s or accountable person’s   
area of responsibility, which are not already subject to a generic workstation assessment 
should be individually assessed. The DSE user and the commander, manager or 
accountable person should agree the assessment findings. 

 

Policy Statement 3 
Commanders, managers or accountable persons must make sure that suitable and 
sufficient DSE user risk assessments are carried out by all personnel that use DSE, under 
their area of responsibility, this includes those working at remote locations. The DSE user 
risk assessment must be recorded and agreed by the user and their commander, 
manager or accountable person to confirm acceptance of the findings, the recommended 
actions, control measures and any reasonable adjustments. 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://www.hse.gov.uk/pubns/books/l26.htm
https://modgovuk.sharepoint.com/sites/IntranetCivilianHRPeoplePortal/SitePages/Mandatory-Learning-MOD-Main.aspx
https://modgovuk.sharepoint.com/sites/IntranetCivilianHRPeoplePortal/SitePages/Mandatory-Learning-MOD-Main.aspx
https://dle.ice.mod.gov.uk/course/view.php?id=17267
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13. All personnel should set up their own workstation to be comfortable for them and 
take the necessary breaks from using DSE (see Annex A). Once the workstation has been 
set up all personnel must undertake a self-assessment using the MOD Form 5016 and 
take into consideration any DSE related conditions they may have and activities 
undertaken outside of the workplace (for example, hobbies, domestic activities) that may 
make any such condition worse. 

14. If personnel know or suspect that they are suffering from a DSE related condition, 
even after their workstation has been assessed and any necessary corrective action taken, 
they should inform their commander, manager or accountable person.  

15. The user together with their commander, manager or accountable person should 
confirm acceptance of the assessment findings and the recommended actions. It is the 
responsibility of the DSE user to comply with control measures put in place and make any 
necessary user adjustments to the workstation and to take regular breaks where 
practicable. Personnel who work from home (classed as ‘Remote Workers’ – see Chapter 
21 of JSP 375 Volume 1) will need to demonstrate that they know how to set up and 
assess their own workstation and complete the DSE user risk assessment using MOD 
Form 5016.  

16. The DSE user and the manager must work together to make sure that the 
recommended control measures identified in the assessment are implemented and 
monitored to make sure the measures are effective. 

17. The findings of the DSE user risk assessment must be recorded and agreed by the 
DSE user and the commander, manager or accountable person to confirm acceptance of 
the findings, the recommended actions, control measures and any reasonable adjustments 
that may be required. 

 

18. The DSE workstation risk assessment must be reviewed when there is a significant 
change to the workstation (for example, desk, software, lighting and so on). Commander’s 
managers or accountable persons must make sure that the recommended actions, control 
measures and reasonable adjustments identified in the DSE assessments are 
implemented in a timely manner and that the assessments are reviewed when required.  

19. The DSE user risk assessment must be reviewed when there is a significant change 
to the DSE user’s workstation, their personal circumstances, or their working pattern for 
example, personnel report illness or injury that could be exacerbated by their current DSE 
working pattern, hardware, office moves, or complexity of software. 
 

 

 

 

 

Policy Statement 4  
Commanders, managers or accountable persons must make sure that DSE 
workstation and user risk assessments are reviewed at a frequency that is appropriate 
and proportionate to the risk level of the activity. DSE workstation and user risk 
assessments must be reviewed more frequently when there are significant changes to 
the workstation or to the user circumstances to make sure that the control measures or 
reasonable adjustments are effective for maintaining safe working practices. 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap12_AnnexA.pdf?xsdata=%3D&sdata=Qm85RWtKcExZT1pPWWV4MUhLOUVCVDROTHRFQ05FNDlBa09mcFBOSXZiQT0%3D&ovuser=be7760ed-5953-484b-ae95-d0a16dfa09e5%2CRich.Tasker359%40mod.gov.uk
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap21.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap21.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
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20. Commanders, managers or accountable persons should use the results of the DSE 
assessments to decide what preventative and corrective measures are required for 
example; take more breaks, check equipment, lighting and so on. 

21. The importance of taking breaks cannot be understated and therefore commanders, 
managers or accountable persons are to make sure that the demands of the workload are 
designed to allow DSE users to take regular breaks from using a screen, ideally breaks 
should allow the user the chance to move or change their posture.  

22. If a DSE user is not taking regular breaks, then the manager is to explain the need 
for regular breaks and make sure that they are taken. In safety critical or emergency 
situations, the operational need shall take primacy over the need for strict adherence to 
taking breaks. A break of 5-10 minutes duration should be taken every hour, breaks 
should NOT be accumulated into one longer break (for example, 30 minutes after 4 
hours). 

23. The DSE user must discuss the findings of their completed MOD Form 5016 DSE 
user risk assessment with their commander or manager and agree on the recommended 
actions and any control measures or reasonable adjustments that may be required. If the 
outcome of the discussion determines that an eyesight test is required or requested by the 
users, Defence personnel (military and civilian) may use the Corporate Eyecare Scheme 
(CES).  

The Corporate Eyecare Scheme (CES)  

24. The CES is an eyecare contract between the MOD and Specsavers Ltd, covering the 
United Kingdom. The CES is a prepay e-voucher system that provides service and civilian 
personnel with eyesight testing, eye examination, the provision of corrective spectacles 
and safety eyewear spectacles or lenses where required.  

25. For MOD personnel based outside the UK mainland (for example, Embassy Staff), 
eyecare should be sourced locally using an Electronic Procurement Card (EPC). If an 
EPC is not available, the costs may be paid by the individual and reimbursed using HR 
Form 1108. Where an EPC is used for overseas eyecare, the same price caps apply as 
those under the CES prepay e-voucher system, unless local overseas costs are not 
comparable to those in the UK. In such cases, the Business Manager should provide the 
necessary authorisation.   

Notes:  

(1) The MOD is unable to reimburse UK based personnel for eyecare costs 
incurred at personal expense. 

(2) The CES is for service and civilian personnel employed by the MOD, 
contractors are not eligible to use the scheme.  

Policy Statement 5 
Commanders, managers or accountable persons must make sure that suitable 
preventive and corrective measures are being followed to reduce the safety risks, from 
the use of DSE in the workplace under their area of responsibility, to ALARP and 
tolerable. 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
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26. Where the DSE user assessment has identified that personnel may require an 
eyesight test or safety eyewear spectacles, the commander or manager should agree the 
action in MOD Form 5016 and should advise the DSE user to contact their Business 
Manager to obtain an e-voucher for an eyesight test at Specsavers as part of the CES 
contract. 

27. As a result of an occupational health assessment there may be reasonable 
adjustments agreed between the occupational health provider, the commander or 
manager and the individual who has special eyecare requirements that cannot be met by 
the CES. In these circumstances special dispensation may be granted by the relevant 
Business Manager to access eyecare outside of the Specsavers Scheme using an EPC 
card. 

Guidance for CES users 

DSE eyecare  

28.  The DSE user should contact their Business Manager and request an e-voucher for 
the CES and if necessary, provide a copy of their MOD Form 5016 as evidence of the 
requirement for an eye test. The Business Manager will issue an e-voucher to the DSE 
user and upon receipt of the e-voucher the DSE user should then book an appointment 
and attend an eyesight test at their local branch of Specsavers. The result of the eyesight 
test will determine if corrective spectacles are required or not, if not then other control 
measures may need to be considered and discussed with their commander or manager. 

Security note 

29. The e-voucher should not have information on it that identifies the DSE user as 
being associated with the MOD. All e-vouchers can be redeemed anonymously in store 
and do not need to be attributed to an individual for them to be redeemed. Therefore, the 
DSE user should not submit any information such as staff / service numbers or details of 
the department or business area that identifies them as an MOD employee when booking 
and subsequently attending a Specsavers appointment. 
 
The eyesight test 

30. If the result of the eyesight test determines that corrective spectacles or safety 
eyewear spectacles are required, then Specsavers should advise the DSE user on the 
recommended spectacles to meet their specific requirements. Guidance for using the CES 
is illustrated in Annex B - CES user flowchart. 
 
31. Generally, eyesight testing for using DSE should take place every 2 years or sooner 
if the results of a DSE assessment indicate a change in circumstances and/or if eyesight 
issues are being experienced. Where personnel require a periodic eyesight test, they 
should agree the action as part of the DSE assessment (using the MOD Form 5016) with 
their commander or manager. The commander or manager should advise them to contact 
their Business Manager to obtain an e-voucher for an eyesight test at Specsavers as part 
of the CES contract. 

 

 

 

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_Vol1_Chap12_AnnexB.pdf?xsdata=%3D&sdata=T1NTdXBnYks1VHduRVYrdGNHRmcvcSsxSlJkMWxBV2V6Zno0L21ZaU5Kdz0%3D&ovuser=be7760ed-5953-484b-ae95-d0a16dfa09e5%2CRich.Tasker359%40mod.gov.uk
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E-vouchers 

32. A standard e-voucher provides:  

a. an eyesight test and eye examination but does not include any additional 
procedures (for example optomap, full field examination, tear assessment). A full eye 
health check can be added (where the Specsavers store has the equipment) at an 
additional cost of £10, to be paid for by the DSE user; and 

b. if needed solely and specifically for DSE use, a pair of spectacles from the £50 
range of Specsavers frames, fitted with standard single vision lenses normally within 
the 50-60 cm focal range, plus a scratch-resistant treatment; or £50 towards an 
upgrade to frame ranges costing up to £99. For frames costing more than £99 
Specsavers will apply a further £20 discount.  

33. All e-vouchers are non-transferable and cannot be exchanged for cash, however if 
the user does not use the voucher within a 6-month period of issue, then they must return 
the voucher to the issuing Business Manager in order to get it reimbursed back onto their 
corporate account and issued to someone else. 

34. Where it is impractical for DSE users to keep changing their spectacles to perform 
their task then multi-focal (bifocal or varifocal) lenses may be required. Multi-focal lenses 
are applicable where there is a high frequency of change of focal length (several times per 
minute) between DSE screen and other text / media. 

35. Where multi-focal lenses are required, the contributions of funding from Defence is 
capped at a maximum of £40 upgrade to varifocal lenses or £40 contribution to bifocal 
lenses with the difference paid for by the individual. Upgrades to more expensive frames 
and lens options can be made, but the additional costs over and above the capped amount 
is to be paid by the individual. 

36. To receive glasses with multi-focal or bi-focal lenses DSE users will require a 
standard e-voucher and a Varifocal add on Voucher. Where DSE users have previously 
been prescribed with multi-focal/bi-focal lenses they should discuss this with their 
Business Manager prior to their Specsavers appointment and the Business Manager 
should provide them with both vouchers to take to their appointment. 

37. Where DSE users have not previously been prescribed with multi-focal/bi-focal 
lenses and only a standard e-voucher has been issued, the DSE user will require a 
prescription from the Specsavers optician which recommends that multi-focal/bi-focal 
lenses are required. The DSE user should present this prescription to their Business 
Manager and request that the Business Manager e-mails a Varifocal add on Voucher to 
the relevant Specsavers store. 

Guidance on the CES for Business Managers 

Security note  

38. When setting up an account, in the organisation field use a name / descriptor that is 
not attributable to the MOD, for example Directorate of Defence Safety just input DDS. 
When ordering e-vouchers only provide your email address for the purposes of creating an 
account. Do not submit any information such as staff numbers or details of the employees 
you are ordering e-vouchers for, sharing this information would be considered a data 
breach and is reportable to MOD Security.  
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39. The fields for this information will appear on the online form but these are not for 
MOD use and Specsavers do not require this information to process your order. All e-
vouchers can be redeemed anonymously in store and do not need to be attributed to an 
individual for them to be redeemed. 

Note: If you are setting up a new account for a unit based in Northern Ireland you must 
phone the Specsavers helpline on 01159 330800 to make sure that the account name is 
left blank before ordering vouchers 

How to order e-vouchers 

40. Business Managers within Defence Areas will be responsible for ordering e-vouchers 
from the online portal using an appropriately enabled EPC after obtaining financial 
approval in line with their local financial processes. The minimum order quantity of CES e-
vouchers is in batches of five. 

41. The Business Manager may request to see the MOD Form 5016 DSE user risk 
assessment as evidence of the requirement for an eye test before providing an individual 
with a CES e-voucher(s).  

42.  There are different e-vouchers specific to DSE user requirements and where the 
Specsavers optician recommends a bespoke prescription for example varifocals, then the 
DSE user should present the prescription to their Business Manager to discuss the 
appropriate e-voucher to be purchased from the online portal. 

43. The default for DSE eyecare is the ‘Corporate Plus Voucher’ referred to as the 
standard e-voucher in this chapter and where safety eyewear may be required, then the 
default is the ‘Safety Eyewear Voucher’.  

44. Use the online portal https://corporatevouchers.specsavers.co.uk  

45. The costs for e-vouchers are to be met by individual establishment / unit budgets, 
therefore financial approval must be provided by the budget manager before ordering      
e-vouchers from Specsavers.  

Creating a new online CES account 

46. To create a new online CES account visit the Specsavers website 
https://corporatevouchers.specsavers.co.uk and then:  

a. Click Create account. 

b. Complete account information.  

c. Email your CLIENTID to uk.corporateeyecare@specsavers.com CLIENTID will 
be your account number. This needs to be sent to Specsavers so they can ensure 
the account is registered as an MOD account and receive preferential pricing. Your 
CLIENTID will be located in the top left of your “Manage Client Tab”. 

d. Receive a confirmation email of account set up – this may take up to 48 hours. 

e. The CLIENTID must be updated by emailing 
uk.corporateeyecare@specsavers.com to make sure the correct pricing is applied to 
the account, please note it can take up to 48 hours for accounts to be amended to 
Defence specific rates.  

https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
https://corporatevouchers.specsavers.co.uk/
mailto:uk.corporateeyecare@specsavers.com
mailto:uk.corporateeyecare@specsavers.com
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Existing accounts 

47. Business Managers with an existing account will be upgraded by Specsavers to the 
new pricing structure.  

Further information 

48. This web link will take you to Specsavers Frequently Asked Questions page: FAQs  

Contract queries 

49. Any contractual query should be directed to:      
dbscivpers-sasopscontracts@mod.gov.uk. 
Retention of records  

50. All records including the Unit / Establishment Register, Risk Assessments, and so on 
must be kept in accordance with Chapter 39 (Retention of Records) of JSP 375 Volume 1.  

Related documents  

51. The following documents should be consulted in conjunction with this chapter: 

a. JSP 815 – Defence Safety Management System 

b. JSP 375 Volume1 

(1) Chapter 2 – Military and Civilian Workplace Safety 

(2) Chapter 8 – Safety Risk Assessment and Safe Systems of Work 

(3) Chapter 10 – Manual Handling 

(4) Chapter 14 – Health Surveillance and Health Monitoring 

(5) Chapter 16 – Safety Occurrence Reporting and Investigation 

(6) Chapter 17 – Stress in the Workplace  

(7) Chapter 18 – Lone Working 

(8) Chapter 21 – Managing Staff Remotely 

(9) Chapter 23 – Electrical Safety  

(10) Chapter 35 – Safety and the Management of Change 

(11) Chapter 39 – Retention of Records 

c. Forms 

(1) MOD Form 5013 – DSE Workstation Assessment 

(2) MOD Form 5016 – DSE User Assessment 

d. JSP 950 – Medical Policy 

 

  

https://modgovuk.sharepoint.com/sites/IntranetCivilianHRPeoplePortal/Documents/Forms/AllItems.aspx?id=%2Fsites%2FIntranetCivilianHRPeoplePortal%2FDocuments%2FFAQs%5FSpecsavers%5Fcorporate%5Fvouchers%5Fportal%2Epdf&parent=%2Fsites%2FIntranetCivilianHRPeoplePortal%2FDocuments
mailto:dbscivpers-sasopscontracts@mod.gov.uk
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/SitePages/JSP-375-Volume-1-Chapter-39.aspx
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/SitePages/JSP-815.aspx
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/SitePages/JSP-375.aspx
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5013.pdf
https://modgovuk.sharepoint.com/sites/IntranetHeadOffice/Documents/JSP375_MOD_Form_5016.pdf
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e. Legislation and Guidance 

(1) Management of Health and Safety at Work Regulations 

(2) Health and Safety (Display Screen Equipment) Regulations 1992 

(3) HSE L26: Work with Display Screen Equipment  

(4) HSE INDG36: Working with VDUs 

(5) HSE L24: Workplace Health, Safety and Welfare 

(6) Gov.uk: Access to Work 

 

  

http://www.legislation.gov.uk/uksi/1999/3242/contents/made
https://www.legislation.gov.uk/uksi/1992/2792/contents/made
https://www.hse.gov.uk/pubns/books/l26.htm
https://www.hse.gov.uk/pubns/indg36.pdf
https://www.hse.gov.uk/pubns/books/l24.htm
https://www.gov.uk/access-to-work
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	The following table sets out definitions of some of the key terms used in this chapter. The current general safety terms and definitions are provided in the Master Glossary of Safety Terms and Definitions which can also be accessed on GOV.UK.
	Must and should
	Scope
	Assurance

	The application of the policy contained within this chapter must be assured (that is, its use must be guaranteed). As part of their overall assurance activity, the commander, manager, or accountable person (AP) must make sure that this policy is follo...
	A chapter assurance checklist can be found at Annex C. Please note its use is not mandatory, but it can provide helpful evidence to assist in the assurance and conformance against the policy direction within this chapter.
	Alternative acceptable means of compliance

	This policy is mandatory across Defence, and the only acceptable means of compliance (AMC) is attained by following the directive set out in this chapter. However, there may be circumstances where a small number of military units may be permanently un...
	Equality Analysis

	The policy in this Chapter has been subject to an equality analysis in accordance with the Public Sector Equality Duty and Departmental Policy.
	Part 1: Directive
	Introduction

	1. This chapter provides the direction and guidance for the provision, management and use of Display Screen Equipment (DSE): and to enable the assessment and mitigation of the risk of harm from the use of DSE (desktop, laptop, tablet or smart phone,) ...
	2. This guidance is not limited to typical office situations or computer screens, but also includes laptops, CCTV control rooms, screens used to display line drawings; graphs, charts, radar screens, or computer-generated graphics, electronic display s...
	3. The employer still retains a duty of care for working environments that are remote from the parent organisation (for example, home or a workplace based at another establishment, unit or site) and where personnel may have restricted contact with the...
	4. Within Defence, the term “DSE user” is regarded as personnel who use DSE daily or continuous periods of an hour or more. At the discretion of the unit / establishment, local policy may be set out to designate any personnel who have access to DSE as...
	5. A Health and Safety Executive (HSE) Research Report 561 identifies a variety of ill-health symptoms associated when working with DSE including musculoskeletal disorders; visual fatigue and mental stress.
	Key health and safety legislation

	6. The Health and Safety at Work etc. Act (HSWA) 1974, Section 2 places general duties on employers for their employees so that ‘it shall be the duty of every employer to ensure, so far as is reasonably practicable, the health, safety and welfare at w...
	7. There is also a duty on employers under the Management of Health and Safety at Work Regulations (MHSWR) 1999 to carry out a suitable and sufficient assessment of the risks to the health and safety of their employees. As such, Defence requires comma...
	8. The Equality Act 2010 places duties on employers in relation to discrimination and requires employers to make reasonable adjustments for personnel where applicable. Commanders, managers and accountable persons must make sure that arrangements for t...
	9. The Secretary of State (SofS) for Defence Policy Statement on health and safety, sets out SofS’s commitment for Defence to comply with all the applicable health and safety legislation when in the United Kingdom (UK). When overseas, ‘we will comply ...
	10. Defence complies with the Health and Safety (Display Screen Equipment) Regulations 1992 on the Defence estate and extends the application of the principles, so far as is reasonably practicable, to DSE fitted and used within transport (ships, armou...
	Legislation compliance statement

	11. This chapter (and annexes) sets out the requirements necessary to demonstrate compliance with the Health and Safety (Display Screen Equipment) Regulations 1992 (Regulations 2 - 9), which have been translated into mandatory Defence direction where ...
	Policy Statements

	12. Defence has established the following policy statements, which must be followed.
	a. Policy Statement 1. Commanders, managers and accountable persons must make sure that a suitable strategy with sufficient resources is in place to prevent or reduce health and safety risks to ALARP and tolerable, from the use of DSE in the workplace...
	b. Policy Statement 2. Commanders, managers or accountable persons must make sure that suitable and sufficient DSE workstation risk assessments are carried out for all DSE workstations in the workplace under their area of responsibility. The findings ...
	c. Policy Statement 3. Commanders, managers or accountable persons must make sure that suitable and sufficient DSE user risk assessments are carried out by all personnel that use DSE, under their area of responsibility, this includes those working at ...
	d. Policy Statement 4. Commanders, managers, or accountable persons must make sure that DSE workstation and user risk assessments are reviewed at a frequency that is appropriate and proportionate to the risk level of the activity. DSE workstation and ...
	13. Commanders, managers and accountable persons must make sure that a suitable strategy with sufficient resources is in place to prevent health and safety risks from the use of DSE in the workplace under their area of responsibility. Where prevention...
	14. Commanders, managers and accountable persons must make sure that personnel under their area of responsibility are made aware of any safety related policy and processes associated with the safe use of DSE.
	15. Commanders, managers or accountable persons must make sure that any health and safety issues identified in connection with the use of DSE in the workplace under their area of responsibility are addressed in collaboration with the affected personnel.
	16. Commanders, managers and accountable persons must make sure that DSE users in the workplace under their area of responsibility are provided with adequate health and safety training required for the safe use of their workstation.
	17. Commanders, managers or accountable persons are responsible for making sure that the working environment, under their area of responsibility, is suitably established and maintained for the use of DSE together with the provision of suitable worksta...
	18. Commanders, managers or accountable persons must make sure that suitable and sufficient DSE workstation risk assessments are carried out. The DSE workstation risk assessment must consider the equipment provided for example DSE (keyboard, mouse and...
	20. Commanders, managers or accountable persons may delegate responsibility for carrying out the DSE workstation risk assessment, however the person carrying out the risk assessment must be competent and have a good understanding of the hazards approp...
	22. The commander, manager or accountable person must communicate any significant findings of the DSE workstation risk assessment to all those who may be harmed by the activity and with other relevant stakeholders, (for example the local safety advise...
	23. The commander, manager or accountable person must make sure that any control measures, which have been implemented, have resolved the problem, if not then they must consider and implement further control measures where necessary.
	24. Commanders, managers or accountable persons must, so far as is reasonably practicable, make sure that those working at remote locations are not placed at greater risk compared to those working at a Defence establishment, unit or site.
	26. To provide consistency of assessment, a generic workstation assessment may be produced for all workstations of a uniform configuration (desk, monitor, keyboard, mouse, software, chair etc) or workstations (including docking stations) used for ‘hot...
	Home workers

	27. The DSE Regulations can apply to personnel who:
	29. Home workers must carry out a DSE workstation self-assessment (MOD Form 5013) and a DSE user risk assessment (MOD Form 5016) provided they have been given suitable training, for example where they have been shown by their commander or manager on h...
	36. The control measures or reasonable adjustments identified in the DSE user risk assessment must be appropriate to the individual and their work activity, implemented and recorded on the MOD Form 5016. The DSE user should review the actions once the...
	40. Personnel who work from home (classed as ‘Remote Workers’) as part of an alternative working arrangement (AWA), should follow the DSE user guidance at Annex A to set up their workstation and then complete the DSE workstation risk assessment (MOD F...
	41. Commanders, managers or accountable persons must review and approve the risk assessment for an activity. Risk assessments are live documents and must be reviewed at a frequency that is appropriate and proportionate to the risk level of the activity.
	42. DSE workstation risk assessments must be reviewed if there is reason to suspect that it is no longer valid or when there is a significant change to the workstation. When an unexpected hazard arises, or an activity changes, the risk assessment in p...
	43. A DSE workstation risk assessment must be reviewed when any of the following apply:
	44. DSE user risk assessments must be reviewed if there is reason to suspect it is no longer valid or when there is a significant change to the DSE user’s workstation, their personal circumstances, or their working pattern.
	45. Commanders or managers must make sure that the recommended control measures and reasonable adjustments identified in the DSE user risk assessment are implemented in a timely manner and that the assessment is reviewed when required.
	47. Where DSE forms part of any new equipment, the acquisition or project team, or local purchase office must comply with the Schedule to the Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the Health and Safety (Miscellane...
	48. They should consider at an early stage the implications of the guidance in this chapter together with the relevant legislation. This must include, but is not limited to;
	a. the type of device;
	b. the length of time used;
	c. the interface the user has with the equipment;
	d. the environment in which the equipment will be used for example; vehicle, aircraft, boat, ship, or office; and
	e. whether mobile or static.
	49. Relevant / sufficient information supporting the safe use of DSE workstations (for example a safety case) is a necessity and as such must be passed down the supply chain to the customer (commander, manager or accountable person, end user and so on).
	50. JSP 384 (Management of Defence Accommodation Stores) should be used for the provision of DSE furniture on all of the Defence estate, unless the establishment is subject to a service provision contract which includes furnished accommodation.
	51. For personnel who work from home and their DSE assessment highlights a requirement for reasonable adjustments that are effective for maintaining safe working practices, for example a specialist chair, desk, mouse, keyboard and so on, they should d...
	52. The main health risks of working with DSE  are musculoskeletal disorders and mental stress and / or physical fatigue. There is currently no reliable evidence to confirm that work with DSE causes deterioration and / or damage to eyes or eyesight an...
	55. Where the DSE user assessment has identified that personnel may require an eyesight test, those individuals may use the CES for eyesight testing and the provision of corrective spectacles.
	56. The provision of spectacles as part of the CES, should consist of a basic frame from the £50 range or a £50 contribution towards an upgrade to other frame ranges and single vision lenses. However, Defence has no obligation to provide eyesight test...
	57. Defence Areas must introduce procedures for using the CES, further guidance on the CES is set out in Policy Statement 5 in Part 2 of this chapter.
	Part 2: Guidance
	Assessing DSE risks

	1. Commanders, managers or accountable persons should make sure that all DSE users for whom they have supervisory or management responsibility are to undertake appropriate DSE training for the equipment / workstation being used. For general office DSE...
	2. DSE users should undertake DSE training appropriate to their role and the equipment used. DSE refresher training should be undertaken at least every two years or when there is a significant change to the DSE, workstation or software. In some circum...
	3. For units or establishments with a standard workstation configuration (used by personnel resident in the building or for ‘hot-desking’ (desk, monitor, keyboard, mouse, software, chair and so on) a single generic DSE workstation risk assessment (MOD...
	4. For non-standard workstation configurations assigned to specific users, for example, those with orthopaedic furniture, unique hardware or software and so on, will require an individual (non-generic) DSE workstation risk assessment using the MOD For...
	5. If a workstation is provided by Defence for personnel who are not directly employed by Defence but are undertaking Defence business (for example, agency workers, work placement students), the manager supervising the work should make sure that they ...
	6. Short-term or temporary use of a workstation (for example, continuous or near continuous use of less than an hour per day) may not need to be formally recorded unless risks are significant (development of any condition that affected the individual’...
	7. Commanders, managers or accountable persons must make sure that the work activities of each DSE user (including remote workers – see Chapter 21 of JSP 375, Volume 1) are assessed using MOD Form 5016. Further guidance on DSE user risk assessments ca...
	8. Commanders, managers or accountable persons should provide guidance for DSE users to undertake their own DSE user risk assessment and on using the MOD Form 5016. This can be done by directing all DSE users to undertake the relevant DSE training cou...
	9. If during the DSE assessment complex issues are identified either with the equipment being used or due to the personal circumstances of the DSE user (for example. a new or existing health condition) then specialist knowledge may be required to comp...
	10. Defence Areas may have DSE assessors who have undertaken specific training for identifying user issues with DSE. Where they have these DSE assessors they can provide basic advice and guidance which may resolve some problems and direct the commande...
	11.  Alternatively, advice can be sought from the local safety adviser, and if further advice is needed, the Safety Centre (SC); Chief Environment and Safety Officer (CESO) or equivalent; the local Primary Care facility (for Service personnel) or DBS ...
	12.  All DSE workstations within the commander’s, manager’s or accountable person’s   area of responsibility, which are not already subject to a generic workstation assessment should be individually assessed. The DSE user and the commander, manager or...
	13. All personnel should set up their own workstation to be comfortable for them and take the necessary breaks from using DSE (see Annex A). Once the workstation has been set up all personnel must undertake a self-assessment using the MOD Form 5016 an...
	14. If personnel know or suspect that they are suffering from a DSE related condition, even after their workstation has been assessed and any necessary corrective action taken, they should inform their commander, manager or accountable person.
	15. The user together with their commander, manager or accountable person should confirm acceptance of the assessment findings and the recommended actions. It is the responsibility of the DSE user to comply with control measures put in place and make ...
	16. The DSE user and the manager must work together to make sure that the recommended control measures identified in the assessment are implemented and monitored to make sure the measures are effective.
	17. The findings of the DSE user risk assessment must be recorded and agreed by the DSE user and the commander, manager or accountable person to confirm acceptance of the findings, the recommended actions, control measures and any reasonable adjustmen...
	18. The DSE workstation risk assessment must be reviewed when there is a significant change to the workstation (for example, desk, software, lighting and so on). Commander’s managers or accountable persons must make sure that the recommended actions, ...
	19. The DSE user risk assessment must be reviewed when there is a significant change to the DSE user’s workstation, their personal circumstances, or their working pattern for example, personnel report illness or injury that could be exacerbated by the...
	20. Commanders, managers or accountable persons should use the results of the DSE assessments to decide what preventative and corrective measures are required for example; take more breaks, check equipment, lighting and so on.
	21. The importance of taking breaks cannot be understated and therefore commanders, managers or accountable persons are to make sure that the demands of the workload are designed to allow DSE users to take regular breaks from using a screen, ideally b...
	22. If a DSE user is not taking regular breaks, then the manager is to explain the need for regular breaks and make sure that they are taken. In safety critical or emergency situations, the operational need shall take primacy over the need for strict ...
	The Corporate Eyecare Scheme (CES)
	Guidance for CES users
	DSE eyecare
	The eyesight test
	E-vouchers


	a. an eyesight test and eye examination but does not include any additional procedures (for example optomap, full field examination, tear assessment). A full eye health check can be added (where the Specsavers store has the equipment) at an additional...
	b. if needed solely and specifically for DSE use, a pair of spectacles from the £50 range of Specsavers frames, fitted with standard single vision lenses normally within the 50-60 cm focal range, plus a scratch-resistant treatment; or £50 towards an u...
	Guidance on the CES for Business Managers
	Security note


	38. When setting up an account, in the organisation field use a name / descriptor that is not attributable to the MOD, for example Directorate of Defence Safety just input DDS. When ordering e-vouchers only provide your email address for the purposes ...
	39. The fields for this information will appear on the online form but these are not for MOD use and Specsavers do not require this information to process your order. All e-vouchers can be redeemed anonymously in store and do not need to be attributed...
	How to order e-vouchers

	40. Business Managers within Defence Areas will be responsible for ordering e-vouchers from the online portal using an appropriately enabled EPC after obtaining financial approval in line with their local financial processes. The minimum order quantit...
	42.  There are different e-vouchers specific to DSE user requirements and where the Specsavers optician recommends a bespoke prescription for example varifocals, then the DSE user should present the prescription to their Business Manager to discuss th...
	43. The default for DSE eyecare is the ‘Corporate Plus Voucher’ referred to as the standard e-voucher in this chapter and where safety eyewear may be required, then the default is the ‘Safety Eyewear Voucher’.
	44. Use the online portal https://corporatevouchers.specsavers.co.uk
	Creating a new online CES account

	a. Click Create account.
	b. Complete account information.
	c. Email your CLIENTID to uk.corporateeyecare@specsavers.com CLIENTID will be your account number. This needs to be sent to Specsavers so they can ensure the account is registered as an MOD account and receive preferential pricing. Your CLIENTID will ...
	d. Receive a confirmation email of account set up – this may take up to 48 hours.
	e. The CLIENTID must be updated by emailing uk.corporateeyecare@specsavers.com to make sure the correct pricing is applied to the account, please note it can take up to 48 hours for accounts to be amended to Defence specific rates.
	Existing accounts

	47. Business Managers with an existing account will be upgraded by Specsavers to the new pricing structure.
	Further information

	48. This web link will take you to Specsavers Frequently Asked Questions page: FAQs
	Contract queries

	49. Any contractual query should be directed to:      dbscivpers-sasopscontracts@mod.gov.uk.
	Retention of records

	50. All records including the Unit / Establishment Register, Risk Assessments, and so on must be kept in accordance with Chapter 39 (Retention of Records) of JSP 375 Volume 1.
	Related documents

	51. The following documents should be consulted in conjunction with this chapter:

