
 

From mountain to sea

DSE GUIDANCE  

Working at home during COVID-19 
lockdown 

 
 
This guidance does not replace the legal requirements or Council procedures that are 
in place for working with display screen equipment (DSE) either in the office or at 
home while at work for Aberdeenshire Council but does provide some simple 
guidance on how to deal with working from home when a full workstation set up is not 
available. 
 
Due to the lockdown face to face DSE assessments have been suspended at this time 
but the workstation E-learning course is still available on ALDO and the use of this is 
encouraged. Workstation E-Learning 
 
It is important that a few simple steps are followed to ensure that we can be as safe 
and healthy as possible while working at home. Ideally a workstation with an 
adjustable chair, desk and other equipment as we have available in the office is best 
however at this time we can make do with a lot less by following a few simple steps. 
 
SET UP 
If you have access to a fully adjustable chair that is great however if not then the main 
thing is to be able to find a comfortable seating position using a fixed chair such as a 
dining chair. There are ways to adjust the height you are sitting at by using cushions, 
pillows or rolled up towels. Ideally your forearms should be parallel with the desk/table 
you are using and your knees should be level with your hips and you can try different 
combinations of cushions or other items to achieve this. If the chair does not give good 
lower back support try using a rolled up towel or cushion to support your back or try a 
different chair if possible. 
 
Once a suitable position has been achieved make sure your feet are resting on the 
floor, if not use something as a footrest. If you use a specialist chair at work then 
speak to your Line Manager to see if it is possible to take the chair home for the 
duration of the lockdown. 
 
Those using laptops should have the screen in a central position 
with the top of the screen roughly level with your eyes and about 
an arm’s length away from you. If it is not high enough you can 
use objects such as books or a box to raise it when a proper riser 
is not available. 

 

https://aldo.aberdeenshire.gov.uk/course/search.php?search=DSE
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If you are placing the laptop on a flammable surface be aware that they can heat up 
and if placed on a soft surface it is possible for the cooling holes to be blocked which 
can result in overheating with the potential to cause a fire. Try to place something hard 
and non-flammable between the laptop and the book, etc. Font size can be increased 
to help prevent eye strain and leaning forward. 
 
Ideally a separate keyboard and mouse should be used in preference to the built-in 
mouse and keyboard on a laptop. These should be suitably positioned when you are 
sitting back in the chair. 
 
If the table/desk you are using is a bit high try placing the mouse on a tray or book on 
your knee. Try not to lean forward and make sure your feet are supported on the floor. 
When sitting try to be relaxed paying attention to your neck and upper limb position. 
 
Frequent break from sitting should be taken and there are a number of simple 
exercises that we can use to help. There are some tips available on the website of the 
Chartered Society for Physiotherapy 
 
Take short breaks to move around rather than infrequent longer breaks and as a  
guide:- 
If you have a good set up try to move about or change posture every 20 minutes. 
With a poor set up try to move about or change posture every 15 minutes. 
When using a mobile device try to move about or change posture every 15 minutes. 
 
If you need a bit of help, speak to your Line Manager to see if they can help you make 
reasonable adjustments by borrowing equipment from the office and additional advice 
can be provided by the Health & Safety Unit at HR&OD Health & Safety 
 
MENTAL HEALTH 
Try to continue with a daily routine such as working away from areas where you take 
breaks or sleep. Good information can be found from the Wellbeing Team on 
SharePoint and I recommend that you take a few minutes to read this:-  
How to stay healthy at home 
How to stay healthy at home Pt2 
Taking care of your mental health at home 
 
ELECTRICAL SAFETY 
Finally a word about electrical safety, do not overload wall sockets or extension 
sockets and keep circulation areas clear of cables and tripping hazards. Always turn 
off equipment when work is finished and in any event before going to bed. 
 
Some useful links:- Wellbeing on Yammer 
 
HOME FIRE SAFETY GUIDANCE 
Useful home fire safety guidance is available here. 

https://www.csp.org.uk/public-patient/keeping-active-healthy/staying-healthy-work/desk-based-exercises
mailto:HROD%20Health%20&%20Safety%20%3chrodhealthsafety@aberdeenshire.gov.uk%3e
https://aberdeenshire.sharepoint.com/sites/Arcadia/services/Documents/Business%20Services/HR+OD/Wellbeing/Newsletters/2020/Home%20Health%20Tips.pdf
https://aberdeenshire.sharepoint.com/sites/Arcadia/services/Documents/Business%20Services/HR+OD/Wellbeing/Newsletters/2020/Home%20Health%20Tips%20Part%202.pdf
https://aberdeenshire.sharepoint.com/sites/Arcadia/services/Documents/Business%20Services/HR+OD/Wellbeing/Newsletters/Taking%20Care%20of%20Your%20Mental%20Health%20at%20Home.pdf
https://www.yammer.com/aberdeenshire.gov.uk/#/threads/inGroup?type=in_group&feedId=10867985
https://www.firescotland.gov.uk/your-safety/for-householders.aspx

