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1. Policy Statement 
 

University of Lincoln Academy Trust recognises its duty to comply with the Health & Safety 

(Display Screen Equipment) Regulations 1992 amended (2002), which includes provision for 

eye tests and glasses required specifically for use with Display Screen Equipment (DSE). 

 

2. Legislation and Guidance 
 

The Health & Safety (Display Screen Equipment) Regulations 1992 amended (2002) requires 

employers to minimise the risk of Display Screen Equipment (DSE) working by ensuring your 

place of work and your job is well designed. 

 

The regulations apply where you, as an employee, are deemed to be a “user” of DSE’s as a 

significant part of your work. A “user” is defined in the regulations as “an employee who 

habitually uses display screen equipment as a significant part of their normal work”. In practice 

this is where a worker uses DSE daily, for an hour or more at a time (more likely to be for at 

least two hours) each day with limited scope to vary your activities. 

 

The regulations do not apply to workers who use DSE infrequently or only use it for a short 

time. 

 

3. Overview 
 

Staff identified as “users” as defined by the Health & Safety (Display Screen Equipment) 

Regulations 1992 amended (2002) are entitled to ask for an eye test paid for by University of 

Lincoln Academy Trust, to be carried out by a qualified ophthalmic optician. 

 

Repeat testing is carried out under this policy according to the clinical judgement of the 

ophthalmic optician. 

 

University of Lincoln Academy Trust reserves the right to choose the qualified ophthalmic 

optician who undertakes the eye test. 

 

A contribution of up to £50 towards prescription lenses (glasses or contact) and a contribution 

of up to £25 towards frames will be paid in accordance with the guidelines below to those staff 

identified as “users” whom the ophthalmic optician has confirmed require lenses (glasses or 

contact) specifically for DSE use where the lenses specifically prescribed for DSE use correct 

vision defects at the viewing distance or distances used specifically for the DSE work 

concerned. 

 

Contributions towards lenses and frames will not be paid to those who require glasses for any 

other purpose as per the above regulations. 

 

 Amount Frequency of Claims 
Eye Test Full Cost 1 Year (or more frequently as determined 

necessary by the ophthalmic optician) 
Lenses Up to £50.00 1 Year 
Frames Up to £25.00 3 Years 

 

Employees will be responsible for the initial payment of their eye test and any costs incurred 

on lenses or frames. 
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Prior to any eye test being carried out, provided that the employee is seeking reimbursement, 

an eyesight test referral form will need to be completed and signed as attached on Appendix 

A. 

 

To claim for reimbursement of eye test costs and/or contributions to lenses (and frames where 

required), employees are required to complete an expenses claim form in line with the above 

limitations. Employees are required to provide evidence from the ophthalmic optician for the 

use case of lenses / frames which is to be attached to the claim form. Any receipts for costs 

incurred should be retained and attached to the form. The employee will be required to 

complete and sign the claim form and forward to the Principal/Executive Principal for 

authorisation. 

 

Once the claim form is fully completed and signed, it should be forwarded to the finance 

department along with receipts of all costs incurred relating to the eye test/lenses/frames. 

 

If the claim is approved and the qualifying criteria relating to frequency of claims has been 

satisfied, the employee will be reimbursed in their salary for eye tests and for lenses/frames 

in accordance with the stipulated contribution limits. 

 

If a claim cannot be processed, the employee will be notified of the reasons. 

 

It is not a Trust policy to reimburse ophthalmic optician filing fees. 

 

No contributions will be paid in advance. 

 

Where a discount is applied to any individual component, only the discounted value will be 

considered as an actual expense. 

 

4. Monitoring Arrangements 
 

This policy will be reviewed every three years by the trust board. Any amendments will be 

presented at a meeting of the trust board. 
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University of Lincoln Academy Trust 

 

EYESIGHT TEST REFERRAL FORM (DISPLAY SCREEN EQUIPMENT USERS) 

 

 

 

 

Name:    ………………………………………………………………………... 

 

Academy:   ………………………………………………………………………... 

 

Job Title:   ………………………………………………………………….......... 

 

Department:   ………………………………………………………………………... 

 

 

 

 

I have identified the above member of staff as a regular DSE user and request an eyesight 

test in accordance with University of Lincoln Academy Trust Eyecare Policy. 

 

I note that the full cost of an eye test and the minimum standard cost of corrective appliances 

(in line with the Eyecare Policy) shown to be required for DSE use only, will be met by 

University of Lincoln Academy Trust. 

 

Our above member of staff has been advised to bring any spectacles/contact lenses normally 

worn when attending the appointment. 

 

Principal/Exec. Signature: ………………………………………………………………………... 

 

Date:    ……………………………………………………………………...... 

 

 

 

 

I confirm that I am a regular DSE user and request an eyesight test. 

 

I note that the full cost of an eyesight test and the minimum standard cost of corrective 

appliances (in line with the Eyecare Policy) shown to be required for DSE use only, will be 

met by University of Lincoln Academy Trust. 

 

I have been advised to bring any spectacles/contact lenses normally worn when attending the 

appointment. 

 

Employee’s signature: ……………………………………………………………………...... 

 

Date:    ………………………………………………………………………... 

 

 


