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	Display Screen Equipment 
Risk Assessment Report
	SHE Form S04

	
	
	



	User (Full Name):  
	Division:
	Date of Assessment:

	
	
	

	Workstation Location:
	Average Daily Duration of DSE Work:

	
	☐ more than 6 hours (cumulatively)  
☐ more than 4 hours (continuously) 

	Description of Task:
(may select more than 1 item)
	☐ Computer-aided design
☐ Reading information
☐ Data entry
☐ Writing
☐ Other: 



Part A : Assessment

	
	Yes
	No
	NA
	Remarks

	Display Screen
	
	
	
	

	1. Does the screen give a clear, sharp and steady image?
	☐
	☐
	☐
	

	2. Are the characters readable?
	☐
	☐
	☐
	

	3. Are the brightness and contrasts adjustable?
	☐
	☐
	☐
	

	4. Does the screen swivel and tilt?
	☐
	☐
	☐
	

	5. Is the screen positioned at about or slightly below the eye level and in front of the user?
	☐	☐
	☐
	

	6. Is the screen free from reflections and glare?
	☐
	☐
	☐
	

	Input Devices (keyboard, mouse, numeric pad, etc.)
	
	
	
	

	7. Is the keyboard tiltable and detached from the display screen?
	☐
	☐
	☐
	

	8. Are the characters on the keys of the keyboard/ numeric pad readable?
	☐
	☐
	☐
	

	9. Is the keyboard/ numeric pad glare free?
	☐
	☐
	☐
	

	10. Are the input devices positioned at about the elbow level?
	☐
	☐
	☐
	

	11. Is there enough space to rest hands in front of the input devices?
	☐
	☐
	☐
	

	Work Desk
	
	
	
	

	12. Is the desk surface large enough for the screen, input devices and documents?
	☐
	☐
	☐
	

	13. Is there adequate leg-room below the desk?
	☐
	☐
	☐
	



	
	Yes
	No
	NA
	Remarks

	Chair
	
	
	
	

	14. Is the base of the chair stable?
	☐
	☐
	☐
	

	15. Do the casters allow easy movement of the chair?
	☐
	☐
	☐
	

	16. Is the seat height adjustable to suit the body size of the user?
	☐
	☐
	☐
	

	17. Is the backrest adjustable in both height and tilt to provided adequate support to the lower back?
	☐
	☐
	☐
	

	18. Is the seat pan padded and free from sharp edge?
	☐
	☐
	☐
	

	19. Do the armrests, if any, allow the user to get close enough to key comfortably?
	☐
	☐
	☐
	

	Document Holder
	
	
	
	

	20. Is the document holder, if provided, properly positioned to avoid awkward neck posture and movement?
	☐
	☐
	☐
	

	Footrest
	
	
	
	

	21. Is the footrest, if required, stable and provide with a non-slip surface?
	☐
	☐
	☐
	

	Illumination
	
	
	
	

	22. Is the lighting level suitable for the work?
	☐
	☐
	☐
	

	Noise
	
	
	
	

	23. Is the noise produced by the workstation acceptable?
	☐
	☐
	☐
	



Part B : Follow-up Actions
(If a No answer is given to any of the above questions, follow-up actions are required)

	

	

	



	Assessor:
	
	Date:
	

	Reviewer:
	
	Date of Review:
	




Notes:
1. Risk assessment on each workstation should be performed/ reviewed when there is a significant change in the conditions of a previous assessment (new staff, relocation of staff, purchase of new DSE equipment, etc.).

2. Risk assessment on each workstation should be conducted :
a. for all permanent employees in HKSTP;
b. for temporary/ contract employees with employment period longer than 3 months
c. within one month after his/ her probation period is completed;

3. Assessment results must be submitted to SHE Office for review within 2 weeks after the assessment.

4. Assessors are responsible for conducting the Risk assessment and providing recommendations to DSE users.  

5. SHE Office are responsible for reviewing the Risk assessment reports and justifications of follow up actions.

6. The record of risk assessment report shall be retained for a period of at least 2 years after the workstation ceases to be used by any user.
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