Part 7.01
MANUAL HANDLING

1.
PURPOSE

The purpose of this section is to address Manual Handling issues in XYZ controlled workplaces. Manual handling is a major contributor to workplace incidents across all industry (approximately 40% of Workers Compensation claims), and is defined by the Australian National Occupational Health Safety Commission (NOHSC) as being “…any activity requiring the use of force exerted by a person to lift, lower, push, pull, carry or otherwise move, hold or restrain any animate or inanimate object.”

Manual handling legislation, along with associated regulations, requires a ‘Risk Management Approach’ incorporating consultation at all levels of the organisation, along with hazard identification, risk assessment and risk control. This approach demands that all members of the workplace are involved with establishing safe manual handling techniques and, where possible, the complete elimination of manual handling hazards.

2.
SCOPE

There are no areas under the control of XYZ where some form of manual handling and associated occupational overuse syndrome (OOS) is not an issue. Therefore the scope of this section covers all XYZ activities. It covers all geographic areas falling under the legislated control of XYZ, including, but not limited to, the following:

· external businesses where XYZ staff are required to carry out XYZ-sponsored work;

· all areas owned, leased or hired by, or to, XYZ, whether for training, business or administrative purposes.

The Manual Handling policy shall cover all XYZ employees; contractors and sub-contractors to the XYZ facility, as well as visitors and guests to workplaces controlled by XYZ.

3.
RESPONSIBILITY

XYZ General Manager:

Within the context of the responsibilities outlined in OHS Responsibilities of XYZ General Manager (page 6.01-1), the General Manager:
· must ensure safe work method statements exist for all work. Manual handling issues must be addressed in each work method statement, and any control methods must be outlined and allowed for;

· must ensure grievance and disciplinary procedures regarding manual handling hazards are adhered to;

· must participate in consultative review of manual handling programmes and procedures, with all relevant parties, at least once a year.

Supervisory Staff:

Within the context of the responsibilities outlined in OHS Responsibilities of Supervisory Staff (page 6.01-3), Supervisory Staff:
· must assist in consultation, development and compliance with regard to safe working methods, including manual handling systems;

· must ensure appropriate purchasing and hiring etc of ergonomically friendly goods and services are adhered to. This must include assisting Principal Contractors & Principal Clients to make appropriate choices, especially when employees may be placed at risk;

· must ensure comprehension of, and adherence to, all manual handling regulations relevant to the department;

· must gather feedback from the employees on manual handling issues;

· must ensure reciprocal feedback from management to employees is given within a reasonable time;

· must ensure grievance and disciplinary procedures regarding manual handling are adhered to;

· must consult with XYZ General Manager, especially when identified hazards are out of the supervisor's control.

OHS Representatives:

Within the context of the responsibilities outlined in OHS Responsibilities of OHS Representatives (Page 6.01-4), OHS Representatives:
· must adhere to XYZ' OHS policies and procedures;

· must facilitate employee consultation in relation to health, safety and welfare issues, including manual handling procedures;

· must provide communication link for all concerned parties.

Employees:

Within the context of the responsibilities outlined in OHS Responsibilities of Employees (page 6.01-6), Employees:
· must apply all manual handling training, equipment and information supplied for relevant tasks;

· if any manual handling issues are identified, the employee must bring these to the attention of their supervisor, and OHS Committee;

Contractors:

· are to follow Contractor Control (page 8-1) procedures.

4.
PROCEDURE

· All government (including regional and local government) legislation and regulation, standards and codes-of-practice relating to manual handling issues in, and around, XYZ workplaces must be adhered to wherever practicable;

· Safe work method statements must be prepared, and manual handling risks shall be identified  and assessed;

· Where a conflict of interest exists between Principal Contractor or Principal Client needs and Employee needs, if a mutual resolution cannot be found, the employee's right to a healthy and safe workplace must over-ride Principal Contractor or Principal Client needs (for example, Principal Contractor or Principal Client refusing use of mechanical lifter on parquetry floor);

· Control methods will be implemented where appropriate, and the risk of injury from manual handling incidents eliminated or reduced so far as is practicable;

· Procedures shall include (but not be limited to) the following steps:

· Obtain a copy of document 9.7 from the OHS Manual. This is the Manual Handling Worksheet that will provide the user with a broad guide to identifying and assessing potential problems;

· All identifiable manual handling tasks with a potential risk of injury to persons (whether employee, contractor, sub-contractor, guest or visitor) who enter an area under the control of XYZ, will be noted. All persons likely to be affected by any such task must be made aware of the risks associated with the tasks, and the recommended control measures.

· Manual handling tasks must be assessed, and ways to eliminate or reduce any associated manual handling risks applied. Manual handling codes-of-practice and any industry standards  and examples of best practice should be accessed during this process. [Recommended reading is the Worksafe Australia National Standard - NOHSC:1001(1990) and National Code of Practice - NOHSC:2005(1990).]

· Assessments must take into account the following:

· Actions and movements: consider repetitiveness; twisting
· Workplace and workstation layout: poor housekeeping; too-high; too-low; poor storage
· Working posture and position: kinetic or static load bearing; continual bending and/or stretching
· Duration and frequency: how often and for how long is body under load
· Location of loads: hard-to-get-at; too high; too far away; too low
· Paths to be taken while moving load: soft; slippery; uneven; narrow; stairs; slopes; corners
· Distances moved: how far away
· Weights and forces: too heavy
· Characteristics of loads and equipment: slippery; animate; shifts; sharp; bulky; rough; smooth; awkward shape; dirty; dusty
· Work organisation: no-one else around to help; insufficient breaks; uneven workload
· Skills and experience: insufficient training; awareness of issues
· Age: body deterioration
· Clothing: too loose; too tight; not wanting to get dirty
· New tasks:  changes in procedure; re-assessment
· New time frames: pressure to get job done;
· New equipment: changes in procedure; re-assessment; training;
· Special needs: physically challenged personnel;
· Previous injury: pre-existing injury; exacerbation of existing injury.
· Employees in general shall be consulted when developing and assessing the list of tasks involving manual handling issues.  An external adviser may provide additional expertise.

· Manual handling implications shall be considered in the selection, purchase, hire and loan, of all plant, equipment and substances brought onto XYZ controlled premises. Where physically challenged personnel are involved in XYZ workplaces, any manual handling assistance required on their behalf shall also be taken into account, and appropriate people handling skills and training provided.

· As in XYZ health and safety policies and procedures generally, all manual handling policies and procedures will be reviewed annually, or sooner should the need for such review arise.

· Any manual handling incident shall be considered just cause for a review of the policies and procedures by an appropriate authority. 

4. TRAINING

Managers, Supervisors, and Employees

· All personnel involved in managing the control of manual handling risks shall receive specific training in manual handling hazard identification, risk assessment and the development of cost-effective control options in line with the hierarchy of controls;

· All personnel must be made aware of grievance and disciplinary procedures regarding OHS, and manual handling hazards in particular;

Employees

· All employees shall be appraised in manual handling competencies on induction to their job. At induction and refresher training, all XYZ employees shall receive training covering the following areas:

· overview of manual handling problem in industry generally;

· the effect of manual handling and occupational overuse syndrome (OOS) on the body;

· explanation of the risk factors;

· summary of the legislative approach;

· hierarchy of  control measures and options for control of risk;

· manual handling programme;

· specific manual handling requirements/procedures in their work area, and their work in general.

· Such training will take into account any manual handling issues identified in the safe work method statements relevant to the job description;

· Special note will be made of any manual handling tasks already identified as being of a high risk nature, especially that of handling tools and equipment at height;

· Employees shall not use plant and equipment supplied to assist in manual handling unless they have received training in the use of that plant or equipment.

· All personnel must be made aware of grievance and disciplinary procedures regarding OHS, and manual handling hazards in particular;

· All employees shall receive training appraisal at least annually, and where identified, receive refresher and/or additional training to meet any changed circumstances.
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