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1. Purpose

The purpose of this procedure is to ensure that manual handling tasks are
carried out in a manner that prevents injury or adverse health effects.

2. Scope

This procedure covers all tasks involving manual handling and applies to all Council
employees and contractors.

3. References

1.
2.
3.
4. Australian Standard AS 1339-1974 — Code of Practice for Manual Handling of

o

Occupational Health and Safety Act 2004.
Occupational Health and Safety (Manual Handling) Regulations 1999
Code of Practice for Manual Handling 2000

Materials.
Code of Practice — Prevention of Falls 2004
Occupational Health and Safety Regulations 2007

4. Responsibilities

Human Resources Coordinator (HRM)
The HRM shall:

Provide advice, where required, on the identification, assessment and control of
manual handling tasks;

Maintain records of Manual Handling Checklists ; and

Review Manual Handling Checklists to ensure appropriate control measures
have been implemented for all hazardous manual handling tasks.

Managers/Supervisors

Managers/Supervisors are responsible for:

f
f

f
f

Ensuring manual handling tasks are identified, assessed and controlled;

Consulting with employees and/or Health and Safety Representatives (HSRS)
regarding manual handling requirements; and

Ensuring all employees undertaking manual handling activities have completed
Manual Handling Risk Assessment Training.

Risk Assessments must be completed on all Incident/Injury Reports

Employees/Health and Safety Representatives
Employees and HSRs are responsible for:

Assisting in the identification, assessment and control of manual handling tasks;
and

Actively participating in Manual Handling Risk Assessment Training
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5. Definitions

Manual Handling

Manual handling is defined as any activity requiring the use of force exerted by a
person to lift, lower, push, carry or otherwise move, hold or restrain an object.

Hazardous manual handling means:- repetitive or sustained application of
force;

repetitive or sustained awkward posture
repetitive or sustained movement;
application of high force

exposure to sustained vibration

manual handling of live persons or animals

Manual handling of unstable or unbalanced
loads or which are difficult to grasp or hold

6. Method

6.1. Consultation

Managers/Supervisors shall consult with employees and/or HSRs in accordance
with the Manual Handling Regulations 1999 in relation to the implementation of this
procedure.

6.2. Hazard Identification

Managers/Supervisors shall identify manual handling tasks and hazards that are
associated with the activities undertaken in the Work Area. The
Manager/Supervisor, in conjunction with employees, shall record manual handling
tasks on the Manual Handling Risk Assessment Forms  in Attachment 1 and or
Attachment 2 Manual Handling Code of Practice — Hazard Identification
Worksheet — Page 59 . (Reference should also be made to Section 3.06, Hazard
Identification.)

Manual handling hazards may be identified by the following means:
Visual observation of tasks;
Review of Incident Reports ;
Review of Hazard Reports ; and/or
Discussions with employees.

6.3. RiskAssessment

When manual handling hazards have been identified and recorded, a Risk
Assessment must be undertaken to determine the level of risk associated with the
hazards. The Risk Assessment will be undertaken in consultation with:

The employees who are required to carry out the manual handling tasks; and
The HSR of the Designated Work Group (DWG).
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6.4.

The level of risk shall be recorded on the Manual Handling Risk Assessment
Form in Attachment 1 and or Attachment 2. Reference should be made to Section
3.06, Hazard lIdentification, which outlines the process for conducting a Risk
Assessment .

Risk Assessment Factors

The following factors need to be taken into account when assessing manual
handling risks:

The force to be applied by employee.

The actions and movements involved in the manual handling.
The range of weights handled.

The duration and frequency of the manual handling.

The time and distance over which the object is handled.

The availability of mechanical aids.

The layout and condition of the workplace environment.

The work organisation.

The postural requirements imposed by the manual handling.
The analysis of injury statistics relevant to the manual handling.
The skill and experience of employee carrying out the manual handling.
The nature of the object being handled.

Any other factors considered relevant by the employer, the employee and/or the
HSR (eg age and state of health of the employee).

Risk Control

Where risks to health and safety are identified, steps shall be taken to eliminate or
minimise the risks associated with manual handling tasks.

If the removal of a risk is not practicable, the Council shall, if practicable, redesign
the manual handling task in order to substantially reduce the factors contributing to
the risk.

A hierarchy of control measures to eliminate or minimise the risk should be followed
in the priority order listed and consists of:

Elimination eg elimination of the manual handling task by using machinery;

Engineering Controls providing mechanical aids for manual handling such as
a trolley; and/or

Administrative Controls  eg training, supervision etc.

A combination of these measures may be required and should be recorded on the
Manual Handling Risk Assessment Form  in Attachment 1.
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7. Related Documents
1. Section 3.06, Hazard Identification

8. Attachments

1. Code of Practice Manual Handling No. 25 20 April 2002 - Hazard Identification
Worksheet/Manual Handling Risk Assessment Form — Page 59.

2. Safe Work Method Statements
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ASSESSING AND CONTROLLING

MANUAL HANDLING RISK

Location of task: |

Bescription of manual handling task:

[ate of assessment: |

Persons doing assessment:

Wark area management rep: |

Work area HES rep: |

Others (employees, consultants): |

Reason for identification:

|:| Existing task |:| Change in task, object or tool |:| Report of musculoskeletal disarder (MSEO)

|:| Mews task |:| Mew information

The Cocupational Realth and Safety (Manual Hanadling) Reqguiations 1599 reguire Victorian emplovers o assess the risk
of any hazardous manual handling foeund in the workplace and put effective measures in place to:

= prevent injury by eliminating the risk

+ where elimination is not practicable, reduce the sk of injury as much as practicable

Hewy to wise this work sheet

Fallow the workshest step by step and refer to the Manual Handling Code of Practice 2000 (CO#) as indicated on the
worksheet to:

*  assess tasks in the workplace involving hazardous manual handling — refer COP Sactions 12.2 to 12.3
+ ist appropriate risk control measures — refer COP Sactions 73.2 to 135
+ mplement those measures — refar COP Sactions 13.6 to 13.7

Consalt with the relevant health and safety representatives and where possible, also involive the employees wio
oo the tasks, when assessing the tasks and planming and infroducing sk controls,

This worksheet can be downloaded from the VWA website at www.workcovervic.gov.au, if you wish to store records
electronically ar tailor it 1o your needs. The Code of Practice is alko available at this website or can be ondered from
VA pubdications on (03) 9641 1333,

Record your assessment!  Controlany risk!

You must retain your risk This worksheet provides general guidelines only. Some employees may still be at risk
assessment if itshows arisk  of injury because manual handling occurs in a variety of tasks and workplace
of injury. situations, and injury may be caused by a number of factors. It is important, as far as

practicable, to control any risk you find.

i  Worké 1D
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RISK ASSESSMENT

Step Ta - Does the task rvolve repe titive or sustained postures, movernents or forees? Rafer COP Section 12.2
Tick yes if the task requires any of the folfowing actions to be done:

*  more than twice a minute (repetitive) OR more than 30 seconds at a time (sustained).

Postures and movements

Bending the back forwards or sideways more than 20 degrees
Twvisting the back more than 20 degrees

Backward bending of the back mare than 5 degress

Bending the head forwards or sideways more than 20 degrees
Twisting the neck more than 20 degrees

Bending the head backwards more than & degress

Working with one or both hands above shoulder height
Reaching forwands or sideways more than 30 om from the body
Reaching behind the body

Sguatting, knesling, crawding, lying, semi-lying or jumping
Standing with most of the body's weight on one leg

Twvisting, turning, grabbing, picking or wringing actions with
the fingers, hands or arms

Working with the fingers close together or wide apart
Very fast movements

Exressive bending of the wrist

Forces

Litting or kowering

Camrying with one hand or one side of the body

Exerting torce with one hand or one side of the body

Fushing, pulling or dragging

Gripping with the fingers pinched together or held wide apart

Exerting force while in an awkward posture, e.g.,

= suppaorting tems while arms or shoulders are in an awkward
posture

= mowing items while legs are in an awkward posture

Haolding, supporting or restraining any object, person, animal
or tool

e

U0 oot

NN

[]

Comments (e when and where is @t happening?)

Step 1b - Does the task involve long duration?
Tick yes if the task is donea for:

* more than 2 hours over a whole shift, OR
continually for more than 30 minutes at a time

Rofer COP Section 12.2
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RISK ASSESSMENT

Step 2 - Does the task involve high force 7

Tick yasif the task involves any of the fallowing high force actions, evan if force is applied only once

Litting, lowvering or canrying heavy oads

Applying uneven, fast or jerky forces during lifting, carrying,
pushing or pulling

Applying sudden or unexpectsd forces (e.g. when handling a
person ar animal)

Fushing or pulling ohjects that are hard to move or to stop
(e.g. a trollay)

Us=ing a finger-grip, a pinch-grip or an open-handed grig to
handle a heavy or large load

Exerting force at the limit of the grip span

Meeding o0 use two hands to operate a tool designed for one
hand

Throwing or catching
Hitting ar kicking

Haolding, supporting or restraining a person, animal or heavy
ohject

Jumping while holding a load
Exerting force with the non-pretered hand

Twwo or more people need to be assigned 1o handle a heawy or
bulky load

Exerting high force while in an awlkoward posture
Refer to Step 1a for guidance on awkward postures

fes

o oo 0o o o o o

[

Rafar COP Soction 12.2

Comments {eg., when and where = it happening?}

Tick yes if amployees report any of the following about the task

Fain or significant dscomtbort during or atter the task
The task can only be done for short periods
Stronger employees are assigned to do the task

Employess think the task should be done by more than one
person, of seek help to do the task

Employess say the task is physically very strenuous or difficult
to do

O OoonQ

Refer COP Section 12.2
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RISK ASSESSMENT

Step 3-Is there ansk? Rofar COP Section 12.2
Does the task involve repetitive or sustained postures, movements or forces, AND long duration?

Yos  Comments
Tick yes if youticked any boxes in Stap 1a AND Stap 1b |:|

The task is a risk. Risk control is requirad.
Does the task involve high force?

ek Comments

Tick yes if you ticked any box in Step 2

The task is a risk. Risk control is required.

Step 4- Are emvironmental factors increasing the risk? Rofer COP Section 12.2

Tick yes if any of the following envirornmaental factors are presant in the task

ek Comments

Vibrration thand-anm or whole- body)

High temperatures

Radiant heat

High hurmnidity

Low temperatures

Wearing protective clothing while working in hot conditions

Wearing thick clothing while working in codd conditions
(e.qg. gloves)

oot

Handling wery cold or frozen obgects

[]

Employess are working in hot conditions and are not used 1o it D

Has thare bean a report of a M8 associated with this task?
The report of a MASD associated with the task usually means increased
sk o implementing nsk contrals should be a high priority
Yios Commants

Tick yes if any reports of MSD have been made

It may be helpful to sketch the task or attach a photograph here, and If you found any risk of
describe the task or area more fully. MSD, you must control it.

Generally, the more boxes
you ticked in each section
on this worksheet, the
greater the risk.

If the assessment shows a
risk of M50, youmust
keep this record until the
task is nolonger done or if
the taskischanged and
another assessment is
dane.
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RISK CONTROL

Anyrisk of MSD must be eliminated or controlled as far as practicable
Refar to COP Section 13 for detailed guidance on ways to control risk of M5S0

Task:

Date:

Persons considering corntrols

Work area management rep: |

Work area H&S rep: |

Others (employees, consultants): |

What are the sources of nsk? Rafar COF Section 13.3

What needs to be fixed to eliminate or reduce the risk for each factor ticked in Step 1, 2 and 47

How to fix the problems?

You may need to use a combination of risk controls to decrease risk as far as practicable.
How?

PLANNING RISK CONTROLS
Can you stop doing the task or part of the task |y

to eliminate the risk ?
| |

Mo — or anly part

t How?

Can you eliminate o reduce the risk Rarar
by doing ome or mose of these things? | COP

» altering the waorkplace Section
« altering the environmental 13.5
conditions CEEE 3

= altering the systems of work

= changing the objects used in the
task, o

« using mechanical aids

What information, instruction, training and
supenvision i necessary to make these controls

waork progerky?

Can you reduce the nsk with information, instruction, training and supervision? How?
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SAFE WORK METHOD STATEMENT —

RISK RATING SAFE WORK | approve the use of this Safe Work Method Statement:
1 HIGH METHOD
STATEMENT NAME:
2 MEDIUM Title: - POSITION:
SLOW Operation SIGNATURE: DATE:
Ref No: 1
Project: WORKING ALONE

Lone Worker Operations SWMS by Ray Farrell 1/7/2009
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Critical Steps in this Activity:

Potential Hazards:

Safety Controls:

> Personal protection

XMEDIUM

> MEDIUM

> Operations Hazards

XMEDIUM

> Operation hazards

XxMEDIUM

> Operation hazards

XMEDIUM

Lone Worker Operations SWMS by Ray Farrell

1/7/2009
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colZnEeTER ATTACHMENT TWO -SAFE WORK METHOD STATEMENT

License/Training List Plant-Equipment

List: /Personal Protective List Equipment Maintenance | Engineering Certificates Hazardous Substance
Equipment required for this | Checks required for this Activity

Activity

Hi visibility clothing, Gloves Type Type

Ear Protection, Broad Brimmed Hat
Eye Protection, Wet Weather Gear
Sunscreen, Repellent

Hard hats, Sunglasses

Safety Boots, Lip Protection

Duties & Responsibilities

To ensure the safety of co-workers and general public. To report all incidents and near misses to team leader. Ensure equipment is in safe working of
safety checks of equipment

Page 18 of 20 7/01/2009
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Safe Work Method Statement

The personnel listed below have been made aware or and understand the procedure, hazards and control measures outlined in the
Safe Work Method Statement. They will abide by the control measures outlined within the Save Work Method Statement.

Name

Position

Signature

Any changes. Additions or deletions made to this Safe Work Method Statement are to be covered with the above personnel and
The Principal Contractor representative at a Toolbox megtagord date and time of Toolbox meeting below)

Date:
Time:

Comments:

Reviewed by:

Page 19 of 20

Date:

7/01/2009
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