${legalname} 		WHSPRO – 302
MANUAL HANDLING PROCEDURE

Introduction
${legalname} is committed to the prevention of injury caused through hazardous manual tasks. This procedure provides guidance for the management of risks associated with hazardous manual tasks. 
[bookmark: Definition]
Scope
This procedure covers all hazardous manual tasks performed by workers, visitors and contractors of ${legalname}.

Definition
[bookmark: Roles_and_Responsibilities]A hazardous manual task means a task that requires a person to lift, lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing involving one or more of the following:
·  repetitive or sustained force
·  high or sudden force
·  repetitive movement
·  sustained or awkward posture
·  exposure to vibration.

A musculoskeletal disorder (MSD) means an injury to, or a disease of, the musculoskeletal system, whether occurring suddenly or over time. It does not include an injury caused by crushing, entrapment (such as fractures and dislocations) or cutting resulting from the mechanical operation of plant.

Roles and Responsibilities
Managers/Supervisors are responsible for:
1. ensuring hazardous manual tasks are identified 
1. completing risk assessments 
1. consulting with workers in relation to the hazards and the development of risk control measures. 
1. Ensuring training is provided to all workers who are identified as requiring it.

Workers are responsible for:
1. [bookmark: Procedure]Reporting hazards associated with manual handling 
1. Assisting with risk assessment in consultation with Managers and Supervisors

Procedure
Risk Management
1. Identify all hazardous manual  tasks 
a. Consultation
b. Trend analysis
c. Observation
d. Review information
2. Assess the risk using WHSFOR -302, risk assessment is only required when there are not known control measures
3. Control the risk
a. Implement the hierarchy of control to minimise the risk of hazardous manual tasks
4. Monitor incident and injury statistics, consult with workers and observe tasks to ensure risk controls are adequate.

Consultation
Risk Identification, assessment and implementation of control measures must be performed in consultation with the workers involved. By drawing on the experience, knowledge and ideas of workers you are more likely to develop effective risk control measures

Documentation
All risk assessments must be maintained as a record. Risk assessments must be repeated every five (5) years or if there is a change to the process, environment, plant or substances used within the process.

Principles of Manual Handling
Some general principles for reducing risks associated with manual handling, which should be incorporated into the design of workplaces, work practices, plant, equipment, containers and furniture are:
· minimise the lifting and lowering forces exerted;
· avoid the need for bending, twisting and reaching movements; and
· reduce pushing, pulling, carrying and holding.

Aspects to consider at the design stage include:
· size, surface characteristics, stability and weight of objects;
· vertical and horizontal movements involved;
· workplace layout and general environment; and
· work postures and space requirements.

Training
Training in correct manual handling techniques can reduce manual handling injuries. Those workers who perform manual handling frequently should receive appropriate training on a regular basis, however training for all workers is recommended.
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