
SP013.2 DSE Assessment Process Owner: Safety Officer
  Date:            27   March 2023

Objective: To set out the stages involved in the provision of Display Screen Equipment (DSE) 
Assessments (In-office and Remote) from requirements stage through to delivery and review.  
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Remote DSE AssessmentRemote DSE Assessment In office DSE AssessmentIn office DSE Assessment

Staff member informs their  

Line Manager of requirement/

need for a DSE Assessment

With Line manager approval, the staff 

member emails hnsbookings@ul.ie to 

request an assessment providing their 

workstation location and the Line 

Manager details. 

Assessment date and 

time is scheduled with 

the H&S Unit and the 

DSE assessment Is 

conducted as per SF002

DSE assessment report Is 

drafted, recorded and report 

(with action items if any) Is 

sent to the Line Manager 

and staff member for review 

and/or action.  

Where specialist equipment is requested by a staff 

member, this is for review and approval by HOD/Line 

manager and the cost of same borne by the local 

department. 

Staff requesting specialist equipment must submit a 

documented referral letter detailing the required equipment 

specification from their GP/Consultant/Physiotherapist to 

their Line Manager. 

If required, where a staff member 

discloses an underlying condition/

diagnosis, suggest referral to 

Occupational Health (to establish if fit for 

work). 

H&S Unit secure appointment with Occ. 

Health Provider. 

Staff member reviews the UL Policy and Procedure 

for Blended Working and completes the online 

application form.

On receipt of  the completed form, the 

Line Manager reviews the application 

and approves/rejects the staff 

member’s application to work remotely.

Upon approval to work remotely, the 

staff member receives an approval 

email detailing how to book their DSE 

Remote Working Ergonomic 

assessment. 

The Health and Safety Unit receives a report 

following the completion of the staff member’s 

ergonomic assessment and forwards to their 

Line Manager to ensure any opportunities for 

improvement are reviewed and addressed.

Confidential Occupational Health report 

received by the H&S Unit. Report 

reviewed and relevant extract sent to the 

Line Manager for follow up. 

Where specialist equipment is requested by a staff 

member, this is for review and approval by HOD/Line 

manager and the cost of same borne by the local 

department. 

Staff requesting specialist equipment must submit a 

documented referral letter detailing the required equipment 

specification from their GP/Consultant/Physiotherapist to 

their Line Manager. 
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