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1. PURPOSE
To identify, assess and control hazardous manual handling activities, with the objective to reduce the number and severity of musculo-skeletal disorders associated with manual handling tasks.

2. SCOPE
This Procedure applies to all work activities undertaken by employees whilst at work and under the control of Tailored Fire and Security Ltd.

3. DEFINITIONS
Manual Handling:
any transporting or supporting of a load (including the lifting, putting down, pushing, pulling, carrying or moving thereof) by hand or by bodily force.  
The load
Any discrete object including a person or animal.
Risk Assessment
A systematic identification of potential hazards in the work place by personnel as a first step to controlling the possible risks involved
4. RESPONSIBILITIES
Managing director shall:
· Ensure adequate resources are available for implementation of this Manual Handling procedure throughout the business and monitor its effectiveness in preventing injury and ill health.
· Ensure that the need for manual handling is avoided as far as is reasonably practicable and that an assessment is made of the risk of injury from any hazardous manual handling that cannot be avoided. 

· Ensure that all manual handling risks that have been identified are controlled so far as is reasonably practicable.

· Monitor the quality and suitability of all manual handling assessments and ensure that corrective action are implemented as and when required.

· Periodically review the assessments and performance via feedback from staff and review any accidents and work-related ill health, in conjunction with the Safety Adviser.

Managers shall:
· Ensure that all Manual Handling risks are avoided or reduced so far as is reasonably practicable.
· Appoint a manual handling assessor who will have been suitable trained and is competent to undertake the task.
· Ensure all manual handling activities are assessed and corrective action identified are implemented as and when required.

· Give appropriate consideration in the planning phase when significant changes in work practices are contemplated that could impact on the risk to employees due to manual Handling tasks.
Supervisors shall:

· Ensure risk assessments in their area of responsibility are completed in accordance with company procedure.

· Ensure that all risks that have been identified are controlled so far as is reasonably practicable.
· When responsible for the activities of employees, draw their attention to all significant Manual Handling risks and instruct and supervise them in safe work practices.

Employees shall:

· Co-operate in the undertaking of Manual handling assessments when requested. 
· Use all risk reduction measures and manual handling techniques when instructed to do so
· Observe all instructions and directions relating to Manual Handling activities, and report any manual handling hazards to their supervisor.

Manual Handling Assessors shall:
· Be suitably trained to undertake Manual Handling assessments that are considered “suitable and sufficient”

· Assess manual handling tasks throughout the company.
· Identify individuals most at risk from manual handling tasks and recommend that these individuals be given appropriate manual handling training. 

5. REFERENCES 

· Health and Safety At Work Act 1974 

· Manual handling Operations regulations
· Company Training Records

· Company Accident Records.

· Manual Handling assessment form
6. PERFORMANCE STANDARD
To undertake all Manual handling activities taking into consideration the load or object to be moved the task, the person and  the need for using mechanical aides where practicable.

7. APPLICATION
7.1 Introduction

In consultation with employees, the company will identify all Manual Handling tasks currently performed by employees, assess the risk factors and implement appropriate control measures.

All new tasks will similarly be assessed prior to implementation.
7.2 Assessment
The company will not ask an employee to undertake any manual-handling task, which is beyond their capability.   I.e. based upon reasonable grounds, the employee has the right to refuse.

Women, during the last three months of pregnancy or up to twelve weeks post confinement will not be asked to undertake any significant manual-handling task.

Manual handling tasks must be assessed in advance of the task being carried out. The company Manual Handling Assessment Form should be completed.

Assessors will follow the flow chart in Appendix 1, to decide what action if any will need to be carried out with a manual handling operation. 
The fundamental objective of a manual handling assessment is to identify all manual handling tasks and to categorise them so that the appropriate action is implemented. 

7.2.1 Overview

Each manual handling task must be assessed to ascertain the level of risk. The assessment must identify where the risk lies and suggest an appropriate range of ideas for reducing the potential for injury by making modifications to the load, the task and the working environment. Appendix 2 can help with this process by ensuring a systematic examination of all potential risk elements. 

Many operations when looked at afresh can be done in a safer easier and more efficient manner rather than 'the way we have always done it'. The weight lifting guidelines below can be used as a filter to decide if a simple or more detailed assessment is required. These weight guidelines create an approximate boundary within which the load [if lifted correctly] is unlikely to create a risk of injury sufficient to warrant a detailed assessment. The application of the guidelines will provide a reasonable level of protection to about 95% of men and women. However the guidelines should not be regarded as safe weight limits for lifting, there is no threshold below which manual handling operations may be regarded as 'safe'. 

Remember individuals' capacities vary and one must take into account peoples level of fitness, injury history, state of health, pregnancy etc. when making a risk assessment. 
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Similar guideline figures apply to carrying operations when the load is held close to the body and is carried no further than approximately 10 metres without resting. 

For repetitive work reduce loads as below 

	Operations per minute
	% weight reduction 

	1- 2
	30%

	5 - 8
	50%

	> 12
	80%


Guidelines for pushing/pulling a load on a trolley etc. 

	 
	Male
	Female

	Force required to start/stop
	25 Kg
	16 Kg

	Force to keep load in motion
	10 Kg
	7 Kg


If the manual handling task falls outside the above guidelines a detailed risk assessment is necessary.
A detailed risk assessment should also be carried out if 

· the task requires twisting of the trunk 

· the worker does not control the pace of work 

· activity pauses for rest are inadequate or there is no change of which provides an opportunity to use different muscles 

· the handler must support the load for any length of time.
7.2.2 Method

Step 1  

Make a list of all manual handling tasks using Form MH1. 

Step 2  

Using the filter guidance in 7.2.1 above examine the task and decide if a detailed assessment is required. Appendix 2 will help. 

Step 3  

If you think a detailed assessment is required then use Form MH2. 

Step 4  

Prioritise your assessments, doing the high risk ones first. 

Problems to look for when making an assessment  

The task: does it involve - 

· holding loads away from trunk? 

· twisting, stooping or reaching upwards? 

· large vertical movement? 

· long carrying distances? 

· strenuous pushing or pulling? 

· repetitive handling? 

· insufficient rest or recovery time? 

· a work rate imposed by a process? 

Ways of reducing the risk of injury:  Can you - 

· improve workplace layout to improve efficiency? 

· reduce the amount of twisting and stooping? 

· avoid lifting from floor level or above shoulder height? 

· cut carrying distances? 

· avoid repetitive handling? 

· vary the work, allowing one set of muscles to rest while another is used?  

The loads: are they -  

· heavy, bulky or unwieldy? 

· difficult to grasp? 

· unstable or unpredictable? 

· intrinsically harmful, e.g. sharp or hot? 

Can you make the load - 

· lighter or less bulky? 

· easier to grasp? 

· more stable? 

· less damaging to hold?
Have you asked your suppliers for help?  

The working environment: are there - 

· constraints on posture? 

· poor floors? 

· variations in levels? 

· hot/cold/humid conditions? 

· strong air movements? 

· poor lighting conditions? 

· restrictions on movement or posture from clothes or personal protective equipment? 

Can you -  

· remove obstructions to free movement? 

· provide better flooring? 

· avoid steps and steep ramps? 

· prevent extremes of hot and cold? 

· improve lighting? 

· consider less restrictive clothing or personal protective equipment?  

 Individual capacity: does the job -  

· require unusual capability? 

· endanger those with a health problem? 

· endanger pregnant women? 

· call for special information or training?  

Can you -  

· take better care of those who have a physical weakness or are pregnant? 

· give your employees more information eg about the range of tasks they are likely to face? 

· provide training? 

7.2.3 Risk Rating

When the ratings for each area of the task are identified they should be added together (task + individual + load + environment) to give an overall rating of between 4 (Insignificant risk) and 124 (unacceptable high risk)

4+ Safe activity. No further action required.

8+  Activity should not present a hazard if correct procedures are adhered to but if any rating score is 8 concentrate on these ratings to reduce so far, as is reasonably practicable

12+  Activity could be hazardous especially if any rating score is 7 or 8. Concentrate on these ratings to reduce so far, as is reasonably practicable. Review annually.

16+  Select appropriate action to reduce rating to below 12.

20+  Plan to reduce all 6,7,8 rated elements. Re-assess within 6 months.

24+  Immediate action should be taken to reduce the risk of injury involved in the activities in this rating range.

30+  Activity involves a high risk of injury. This activity should not be attempted. Mechanise where practicable.

7.2.4 Reducing the risk

The aim is to eliminate or reduce the risks as low as possible.

To control the remaining risks the following questions must be considered:

· Can we eliminate the hazard completely?

· Is there a safer alternative method?

· Can we control the risks so that harm is unlikely?

7.2.5 Hierarchy of Measures

Assess manual handling activities carried out by employees and use the hierarchy of measures to minimise problems from manual handling.

· Avoid hazardous manual handling

Redesign the task to avoid moving the load or automating or mechanising the process.

· Assess any manual handling that cannot be avoided 

Carry out a risk assessment of any hazardous manual handling that cannot be avoided and implement measures to minimise the risk.

· Reduce the risk of injury

Particular consideration should be given to the provision of mechanical assistance but where this is not practical then other improvements to the task; the load and the working environment should be explored.

7.2.6 Control measures
Control measures will be developed and implemented in each area based on the assessment of Manual Handling tasks in accordance with the regulations. 
7.2.7 Training 

Training will be provided to all employees in accordance with legislation and will comprise three levels: 

1. Identification, Risk Assessment and Control 

2. Principles of correct manual handling and lifting and the correct use or application of any mechanical aids, personal protective equipment or team lifting procedures 

3. Instruction in safe systems of work and safe work procedures as developed for each Manual-Handling task, this is to include instruction and information in ergonomics. 

Adequate supervision must be provided by those responsible for overseeing the manual handling tasks to evaluate the effectiveness of control measures and the systems of work developed and to monitor safe work practices.

8. REVIEW
Review assessments at least every 2 years and/or on significant change of circumstances affecting how the activity is done, or following an accident.

9. RECORDS
In accordance with company procedure and the Manual Handling Regulations, records will be kept on:

· Manual Handling Risk Assessments.

· Risk control measures implemented (including safe work procedures).

· Training and education activities.

· Minutes of safety committees and groups

10. APPENDICES
Appendix 1 - Risk Assessment flow chart
Appendix 2 - 
APPENDIX 1

FLOW CHART
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APPENDIX 2 
Assessment Guidance
	Problems to look for when making an assessment
	Ways of reducing the risk of injury

	The tasks: do they involve -
	Can you -

	· holding loads away from trunk?

· twisting, stooping or reaching upwards?

· large vertical movement?

· long carrying distances?

· strenuous pushing or pulling?

· unpredictable movement of loads?

· repetitive handling?

· insufficient rest or recovery time?

· a work rate imposed by a process?
	· improve workplace layout to improve efficiency?

· reduce the amount of twisting and stooping?

· avoid lifting from floor level or above shoulder height?

· cut carrying distances?

· avoid repetitive handling?

· vary the work, allowing one set of muscles to rest while another is used?

	The loads: are they -
	Can you make the load -

	· heavy, bulky or unwieldy?

· difficult to grasp?

· unstable or unpredictable?

· intrinsically harmful, eg sharp or hot?


	· lighter or less bulky?

· easier to grasp?

· more stable?

· less damaging to hold?

Have you asked your suppliers for help?

	The working environment: are there - 
	Can you -

	· constraints on posture?

· poor floors?

· variations in levels?

· hot/cold/humid conditions?

· strong air movements?

· poor lighting conditions?

· restrictions on movement or posture from clothes or personal protective equipment?
	· remove obstructions to free movement?

· provide better flooring?

· avoid steps and steep ramps?

· prevent extremes of hot and cold?

· improve lighting?

· consider less restrictive clothing or personal protective equipment?

	Individual capacity: does the job -
	Can you -

	· require unusual capability?

· endanger those with a health problem?

· endanger pregnant women?

· call for special information or training?
	· take better care of those who have a physical weakness or are pregnant?

· give your employees more information eg about the range of tasks they are likely to face?

· provide training?
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