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Guidance on Manual Handling
1. Introduction
This guidance provides information on manual handling and measures to be taken to reduce and avoid the risk of injury when lifting, handling and carrying.
2. Legislation
The Manual Handling Operations Regulations (NI) 1992.
3. Scope
This guidance covers all manual handling activities including lifting, handling and carrying.
4. Responsibilities
Heads of Schools and Directors are responsible for ensuring that this guidance is implemented within their School/Centre or Directorate and other areas within their control.
5. Lifting and Carrying
The main areas of concern regarding manual handling are lifting and carrying, and it is important to avoid stooping and twisting where possible. The activity may also include pushing and pulling, and team handling. 
The basic principles for safe manual handling are (See Figure 1):

· Prior planning or assessment;

· Keep the load close to the waist;

· Adopt a stable position; 

· Get a good hold;

· Start in a good posture;

· Don’t flex the back any further while lifting;

· Avoid twisting the back or leaning sideways;

· Keep the head up when handling;

· Move smoothly;

· Don’t lift or handle more that can be easily managed;

· Put down, then adjust.
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Figure 1 Good Handling Techniques
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Figure 1 continued

6. Low Risk Manual Handling Activities

The HSE has developed guidelines to identify maximum weights for lifting and lowering – see Figure 2. If the activity involves moving weights within these guidelines, it is estimated that 95% of people will have a reasonable level of protection against potential injury, and a detailed risk assessment is not required. 
Each box in the diagram is a guideline maximum weight for lifting and lowering in that zone. The diagram enables the assessor to take into account the vertical and horizontal position of the hands as they move the load. The weights are reduced if handling with arms extended or at high or low levels, as this is where injuries are most likely.
Manual handling should usually be included as a hazard within the general risk assessment, but certain activities will require a more detailed manual handling risk assessment. If the activity is assessed to be low risk, the guidelines should quickly and easily confirm this. A further assessment is usually unnecessary unless there are individual employees at significant risk, such as a new or expectant mother, an individual with significant health problems or an existing manual handling injury. This ensures staff are warned of any relevant workplace hazards beforehand. 
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Figure 2 
7. General Risk Assessment

The following process should be followed for a general risk assessment:

1. Observe the activity;
2.
Note the weight of the object being moved;
3.
Compare it to the diagram of lifting guidelines;
4.
Complete the preliminary assessment;
5.
Where a detailed assessment is needed, follow the guidelines in Appendix 1.
The following elements should be noted in the general risk assessment:
· Task name;

· Task description;

· Load weight;
· Frequency of lift;
· Carry distances (if applicable);
· Other manual handling tasks carried out by these staff;
· Discussion / briefing of the assessment with staff/safety representatives.
8. Risk reduction techniques
Avoidance:
For lifting tasks with significant risk consider use of mechanical methods, where practicable. For example, use of forklifts, lifting frames, mobile elevating tables, battery operated pallet trucks, vans and vehicles etc. Some lifting activities may also be avoided by use of contractors or deliveries of materials directly to point of use.
Risk reduction:
Simple changes can significantly reduce the risk associated with lifting activities.

Consider:

· Reducing the size and weight of loads prior to moving

· Use of handling aids such as trolleys, pallet trucks, sack trucks, stock cages etc.

· Use of team lifting (2 or 4 person lift)

· Reduce travel distances

· Use of Personal Protective Equipment (protective footwear and gloves)

· Avoid stairs and use lifts for moving between levels where possible

· Make loads more stable and easier to grip

· Avoid the need to twist, stoop or reach over shoulder height

· Provide training and supervision.
9. Training

Staff undertaking initial general risk assessments must have knowledge of and be familiar with the work area and the type of tasks involved. It is recommended that those carrying out detailed manual handling risk assessments have attended suitable training, such as the general risk assessment and manual handling risk assessment training courses provided by the Safety Service. 
Staff undertaking low risk manual handling activities should be provided with appropriate awareness training and information.

10. Detailed Manual Handling Risk Assessment

If the activity involves moving weights outside the limits in Figure 2, then a detailed manual handling assessment is required. See Appendix 1 for guidance on conducting a detailed manual handling assessment. 
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Appendix 1
Manual Handling Risk Assessment
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MANUAL HANDLING RISK ASSESSMENT FORM
	Task Name
	

	Description


	

	Load Weight
	

	Frequency of lift
	

	Carry distances
	

	Other handling tasks
	Yes / No


	Questions to consider:
	If yes, 
tick appropriate level of risk

	
	Low
	Med
	High

	Do the tasks involve:
	
	
	

	· holding loads away from trunk?
	
	
	

	· twisting?
	
	
	

	· stooping?
	
	
	

	· reaching upwards?
	
	
	

	· large vertical movement?
	
	
	

	· long carrying distances?
	
	
	

	· strenuous pushing or pulling?
	
	
	

	· unpredictable movement of loads?
	
	
	

	· repetitive handling?
	
	
	

	· insufficient rest or recovery?
	
	
	

	· a work rate imposed by a process?
	
	
	

	Are the loads:
	
	
	

	· heavy?
	
	
	

	· bulky unwieldy?
	
	
	

	· difficult to grasp?
	
	
	

	· unstable/unpredictable?
	
	
	

	· intrinsically harmful (eg sharp/hot)?
	
	
	

	Consider the working environment – are there:
	
	
	

	· constraints on posture?
	
	
	

	· poor floors?
	
	
	

	· variations on levels?
	
	
	

	· hot/cold/humid conditions?
	
	
	

	· strong air movements?
	
	
	

	· poor lighting conditions?
	
	
	

	 
	Low
	Med
	High

	Consider individual capability –does the job:
	
	
	

	· require unusual capability?
	
	
	

	· pose a risk to those with a health problem or a physical or learning difficulty?
	
	
	

	· pose a risk to those who are pregnant?
	
	
	

	· call for special information/training?
	
	
	


	Other factors to consider: 
	

	Protective clothing
	

	· Is movement or posture hindered by clothing or personal protective equipment?
	Yes/No

	· Is there an absence of the correct/suitable PPE being worn?
	Yes/No

	Work organisation (psychosocial factors)
	

	· Has consideration been given to the planning and scheduling of tasks/rest breaks?
	Yes/No

	· Is there communication between managers and employees involved in risk assessments of manual handling tasks?
	Yes/No

	· Are there sudden or seasonal changes in workload without mechanisms for dealing with the change?
	Yes/No

	· Have staff been given sufficient information and training to carry out the task successfully?
	Yes/No


Control /Preventative Measures
For the risk factors identified, detail any preventative / control measures required.
	Control / Preventative Measures
	Persons responsible 


	Target date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Date of Assessment:
	Review Date:

	Assessor:
	Signature:


