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1. Introduction 



1.1 The aim of this document is to identify the principal risks to the health and safety of employees, contractors and the members of the public arising from manual handling operations and to specify the general precautions that must be taken to eliminate or reduce these risks.



1.2 For the purposes of this guide the term ‘manual handling’ refers to any human physical movement of a load by lifting, pushing or pulling.



1.3 Manual handling operations will require specific risk assessments and documented methods of work



1.4 There are specific legal requirements, duties and responsibilities contained within the Manual Handling Operations regulations 1992.



2. Training



2.1 All staff must be provided with sufficient instruction, training and supervision to be able to carry out their work safely. This training must only be provided by competent manual handling trainers that is someone who had had the training to train others in safe manual handling techniques.



2.2 Managers and supervisors should have sufficient experience or training to be able to identify the hazards involved in manual handling operations and to be able to put in place measures to reduce the chances of injury.



2.3 Any employee who is required to carry out risk assessments for manual handling operations should as a minimum have attended the Level 2 training modules.



2.4 Any employee who is required to use work equipment must be trained in its safe use. Training records should be kept and maintained.



3. Work Equipment



3.1 The team ‘work equipment’ applies to any tool, trolley, machine, appliance, access equipment (e.g. ladders and scaffolding) or vehicle that is involved in the manual handling operation.



3.2 All work equipment must be suitable for the purpose and maintained and repaired or renewed when damaged.



3.3 Where the safety of work equipment is dependent on proactive inspection and maintenance, a programme should be established for a competent person to carry out the necessary works (e.g. hoist inspections).
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3.4 Maintenance and inspection records should be kept.
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4. RISK ASSESSMENT FOR MANUAL HANDLING

*Complete form to make specific to your location, work activities and individual team members



		Directorate:                                

		Activity

		Equipment

		Individuals Involved:



		Hazard

   

		To Whom

		Before Controls 

		Existing Controls

(Add, delete or expand controls as appropriate)

		After Controls 

		Action Required

		By Whom and When



		Activity/equipment/process etc	

		Possible injury harm

		

		Likelihood
(L)

		Severity
(S)

		Risk Rating
(LxS)

		

		Likelihood
(L)

		Severity
(S)

		Risk Rating 
(LxS)

		

		



		Moving load:













		Injury from:



Excessive weight

Awkward shaped load

Repetitive movements

Poor ergonomics

Twisting

Bending

Tiredness

Unstable/shifting load

Trapping

Falling load

Poor access

Blocked gangways

Poor lighting

Uneven floors

Adverse weather

		



Staff & others
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· Elimination of task

· Mechanical aids

· Purchasing policy

· Reduce weight of load

· Training & Instruction

· Design of task

· Team lifting

· Securing load

· Separation from others

· Barriers

· Housekeeping

· Personal protective equipment

· Safe Operating Procedures

		

		

		

		







		











Name of Assessor:										Date:



Position: 											Review Date:



Document No: COP 21

Revision: 1

Date: 01.01.2019



Managers Signature:										Date:
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5. Key Health and Safety Points



5.1 Managers and supervision must ensure that:



· All employees or contractors work in accordance with the adopted safe working practices and procedures.

· Employees are provided with sufficient levels of information, instruction, training and/or supervision.

· Employees individual physical suitability is taken into account.

· All accidents, incidents, near misses and problems are reported and recorded as soon as possible.

· All work equipment and personal protective equipment is maintained to a safe condition.

· Employees wear any Personal Protective Equipment that has been provided.

· Members of the public are kept well clear of any hazardous operation/area.

· All hazards are eliminated or minimised to reduce the risk of injury.

· All necessary documentation is maintained.



5.2 Employees must ensure that:



· They adhere to the adopted safe working practices and procedures.

· All accidents, incidents or near misses are reported to their manager or supervisor as soon as possible.

· They immediately bring to the attention of their manager or supervisor any uncontrolled hazards.

· They use work equipment in the correct manner and report any defects to their manager or supervisor.	

· They wear any Personal Protective Equipment that has been provided for their safety and report any defects to their manager or supervisor

· They do not endanger themselves or others.

































6. Manual Handling of Loads: Assessment Checklist



Section A –Preliminary				* Circle as appropriate



		Job Description:



Factors beyond the limits of the guidelines?

		Is an assessment needed?

(I.e. is there a potential risk for injury, and are the factors beyond the limits of the guidelines?) 





Yes/No*









If ‘YES’ continue. If ‘NO’ the assessment need go no further.



		Operations covered by this assessment (detailed description:



Locations:

Personnel involved:

Date of assessment:

		Diagrams (other information)







Section B – See over for detailed analysis



Section C – Overall assessment of the risk of injury? Low/Med/High*



Section D – Remedial action to be taken:



		Remedial steps that should be taken, in order of priority:



1.



2.



3.



4.



5.



6.



7.





		Date by which action should be taken:



		Date for reassessment:



		Assessors name: 

						Signature







		Section B – More detailed assessment, where necessary:



		Questions to consider:

		If yes, tick appropriate level of risk

		Problems occurring from the task (make rough notes in this column in preparation for the possible remedial action to be taken)

		Possible remedial action (possible changed to be made to system/task, load, workplace/space, environment. Communication that is needed)



		

		Low

		Med

		High

		

		



		The task: do they involve:

· Holding loads away from trunk?

· Twisting?

· Stooping?

· Reaching upwards?

· Large vertical movement?

· Long carrying distances?

· Strenuous pushing or pulling?

· Unpredictable movement of loads?

· Repetitive handling?

· Insufficient rest or recovery?

· A work rate imposed by a process?

		

		

		

		

		



		The loads: are they:

· Heavy?

· Bulky/unwieldy?

· Difficult to grasp?

· Unstable/unpredictable?

· Intrinsically harmful (e.g. sharp/hot)

		

		

		

		

		



		The working environment: are there:

· Constraints on posture?

· Poof floors

· Variations in level?

· Hot/cold/humid conditions?

· Strong air movements?

· Poor lighting conditions?

		

		

		

		

		



		Individual capability: does the job:

· Require unusual capability?

· Hazard those with a health problem?

· Hazard those who are pregnant?

· Call for special information/training

		

		

		

		

		



		Other Factors:

Is movement or posture hindered by clothing or personal protective equipment?

		YES/NO

		

		











Name of Assessor:								Date:

Position:									Review Date:

Managers Signature:								Date:











7. Additional Information 



Reference Documentation:



Health & Safety Executive website: Manual Handling



Corporate Code of Practice 016 – Lifting Operations & Lifting Equipment
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