
CoGSAFE - Safe Work Procedures

Section 4.02
Manual Handling

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. Occupational Health and Safety Act 2004.
2. Occupational Health and Safety (Manual Handling) Regulations 1999
3. Code of Practice for Manual Handling 2000
4. Australian Standard AS 1339-1974 – Code of Practice for Manual Handling of 

Materials.
5. Code of Practice – Prevention of Falls 2004
6. 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:
�ƒ Ensuring manual handling tasks are identified, assessed and controlled;
�ƒ Consulting with employees and/or Health and Safety Representatives (HSRs) 

regarding manual handling requirements; and
�ƒ Ensuring all employees undertaking manual handling activities have completed 

Manual Handling Risk Assessment Training.
�ƒ 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. Risk Assessment
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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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 Identification, 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).

6.4. 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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Lone Worker Operations SWMS by Ray Farrell        1/7/2009

SAFE WORK METHOD STATEMENT – __________________________

RISK RATING
1 HIGH

2 MEDIUM

3LOW

SAFE WORK 
METHOD 

STATEMENT
Title: : __________

Operation

Ref No: 1

I approve the use of this Safe Work Method Statement:

NAME:
POSITION:

SIGNATURE: DATE: ____/____/____

Project: WORKING ALONE
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Lone Worker Operations SWMS by Ray Farrell        1/7/2009

Critical Steps in this Activity: Potential Hazards: Safety Controls:

�x Personal protection

�xMEDIUM
�x �x

�xMEDIUM �x
�x

�x Operations Hazards

�xMEDIUM
�x �x

�x Operation hazards

�xMEDIUM
�x �x

�x Operation hazards

�xMEDIUM
�x �x
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License/Training List Plant-Equipment

List:             /Personal Protective 
Equipment required for this 
Activity

List Equipment Maintenance 
Checks required for this Activity

Engineering Certificates                           Hazardous Substance

Hi visibility clothing,        Gloves

Ear Protection,   Broad Brimmed Hat

Eye Protection, Wet Weather Gear

Sunscreen,         Repellent

Hard hats,           Sunglasses

Safety Boots,     Lip Protection

Type Type

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 order. Perform 
safety checks of equipment
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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 meeting. (Record date and time of Toolbox meeting below)

Date:
Time:
Comments:

Reviewed by:                                               Date:
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