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RISK ASSESSMENT FOR:
Title of activity / person
General manual handling

What are you risk assessing? Put in brief outline of the task/activity.
General day to day manual handling activities carried out by CBC staff.

Establishment:

Assessment by:

Date:

Risk assessment number/ref:

Add reference no.

Manager Approval:

Date:

Use this form to record the significant findings of your risk assessment and detail any action required to reduce risk further, where existing actions (control measures) are insufficient.

What are the |Who might be harmed What are you already doing? What further action is Action by Action by |Done
hazards? and how? necessary? who? when?
Poor handling | Staff. o  Staff understand the correct handling techniques |e  Provide staff with and talk them Manager dd.mm.yy
technique and follow manual handling do’s and don’ts. though the safe handling notes at
MusculoSkeletal Disorders (MSD) | e Repetitious, long duration activities avoided. the end of this risk assessment.
Working for too | injuries, e.g. slipped discs, e Job rotation / sharing to divide up work where
long without sprains, strains and muscle tears. necessary.
breaks o  Staff are able (and know how) to use trolleys /
Cuts, burns (temperature, handling aids for moving materials.
chemical). o  Staff dynamically assess risks of each lifting/handling
task in advance and take relevant action (e.qg. risks
Over-exertion for long periods from items with sharp edges, hot, cold, unstable,
leading to fatigue and potential heavy, bulky, leaking).
injury by overstraining muscles or e  When transporting items over distances in excess of
leading to errors causing other 10m, rest stops planned in if required.
injuries. e  Personal Protective Equipment (PPE) provided which
is suitable for the hazards - e.g. gloves to combat
sharp edges, temperature, chemicals.
e  Formal training available if a need is identified (e.g. for
heavy/awkward handling tasks).
Heavy lifting Staff. ¢  Quantity of heavy / bulky items stored is reduced e  Review current storage Manager dd.mm.yy
where possible. arrangements and reduce / arrange




What are the |Who might be harmed What are you already doing? What further action is Action by Action by |[Done
hazards? and how? necessary? who? when?
Storage arrangements are suitable, i.e. possible to to aid safe handling where needed.
Handling heavy and/or bulky store heavier items at waist height rather than ground
objects may cause muscular or head height.
strains or hernias. Loads broken down into manageable sizes / numbers
of items.
Trolleys, handling aids and boxes not overloaded.
Two person or team lifting where required.
Individual risk assessments conducted for any specific
items which are too heavy or awkward to lift.
Individual Staff. Staff empowered to consider their own capabilities
capability and not to attempt handling items beyond their ability.
MSD injuries, e.g. sprains, Staff with health conditions or injuries which could be
strains. at greater risk from handling are identified.
Pregnant staff are advised to eliminate significant
manual handling for the duration of the pregnancy.
Individual risk assessments carried out on individuals
at greater risk (above examples, young workers, etc).
Environmental | Staff. Regular ‘hazard spotting’ tours of the workplace.
factors Suitable, enclosed and flat soled footwear worn.

Slips, trips and falls.

Cuts from broken light bulbs
impacted by stored items.

Protective footwear worn where risk of significant foot
injury (e.g. using pallet trucks or roll cages).

Staff report hazards such as any uneven surfaces,
obstructions, etc.

Lighting is suitable and any missing/broken bulbs are
reported to building management.

Staff ensure their route is free from obstructions
before moving items.

Awareness of the presence of light fittings and other
items which may be damaged when handling.
Vulnerable light bulbs (e.g. fluorescent tubes)
protected with covers.

High visibility clothing worn when working outside and
in proximity to vehicles (unless pedestrian routes
exclusively used).




What are the |Who might be harmed What are you already doing? What further action is Action by Action by |Done
hazards? and how? necessary? who? when?
Psychosocial Staff. Tasks are achievable within working hours/time
factors (e.g. available.
deadlines) Repetitive movements leading to General monitoring of staff (ad hoc, at 1-1s, PDRs
MSD injuries, e.g. sprains, efc).
strains. Regular meetings with staff.
‘Cutting corners’ with lifting
techniques.
Defective Staff. Suitable handling equipment (e.g. trolley, pallet trucks
handling efc) is available.
equipment MSD injuries, e.g. sprains, Equipment is visually checked for damage before use

strains.
Cuts, scratches, bruises, trips and
falls, collisions.

and faults rectified.
Equipment maintained and inspected in accordance
with manufacturer instructions.

Incorrect use of
handling
equipment

Staff.

MSD injuries, e.g. sprains,
strains.
Foot injuries.

Staff trained in correct use of handling equipment
(local demonstration or formal training for more
specialist equipment).

Equipment is not loaded beyond capacity or in a way
which would make it unstable or reduce visibility of
user.

Equipment is pushed, not pulled where practicable
and assistance sought if required (e.g. for steering or
guiding).

Poor storage of
items

Staff.

MSD injuries

Injuries from falling items.
Trips and falls.

Fire.

Injuries from hazardous
substances

Items are stored correctly, i.e. heavier items at waist
height rather than head height or floor level.
Sufficient space for staff to place and retrieve items
to/from storage areas.

Storage areas not overloaded.

Items not stored in contact with lighting or other
potential fire hazards.

Items not stored in @ manner which restricts traffic
routes and emergency exits or equipment.
Hazardous substances stored in line with safety data




Injuries from sprains, cuts and
bruises to fractures arising from
falls or dropped/falling objects.

equipment such as kick stools, step ladders, ladders,
etc.

What are the |Who might be harmed What are you already doing? What further action is Action by Action by |[Done
hazards? and how? necessary? who? when?
sheet and COSHH assessment requirements.
Working from Staff and visitors. e  Separate work at height risk assessment(s) in place
height where handling activities require use of access

Assessment review date: [dd / mm / 20yy] (usually within one year, or earlier in the event of incident, a change in conditions or if more frequent review is warranted)

Health and safety guidance and information is available on the Intranet




Manual Handling — A quick guide for staff and managers

Bedfordshire
Manual handling at a glance

P Get some training i in most cases, following the practical advice in this guide will be
sufficient. If your lifting and handling poses greater risks, formal training may be necessary.

P Assess the risks in advance of each and every handling task. Iltems may be heavy, bulky,
unstable, hot, cold, sharp, up high or down low, etc i and this will determine what you need
to do.

P Use the correct lifting technique - follow the advice on the following pages.

P Use trolleys or other handling aids to reduce the amount of manual handling that you need
to do.

P Break down loads in to more manageable sizes.
P Store heavier items at waist height rather than at ground or head height.

P Ask for help if you need it T two or more people carrying out a lift might be safer, even if it is
just passing an item to a second person.

P Plan in rest stops if transferring items further than 10 metres i use a handling aid if
possible.

Take regular breaks from activities that require physical effort i mix with other less physical
tasks.

Make sure your route is clear before you start i obstructions cause accidents.
Be aware of changes in levels and use lifts rather than stairs where possible.
Be aware of other hazards such as overhead lights and items which may be broken.

Wear appropriate clothing and footwear, e.g. closed toes and flat soled. Formal protective
equipment may be required if the risk is greater i for example if you use pallet trucks or roll
cages.

P Wear other personal protective equipment if required i e.g. gloves for hot/cold/sharp items
and high visibility clothing if working amongst vehicles or away from pedestrian routes.

gy
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Don’ t:

U Attempt to lift anything that is too heavy, bulky or difficult for you i especially if you have an
injury / medical condition, etc or are pregnant.

U Use damaged trolleys or lifting aids i check before use and report defects to your manager.

U Use equi pme nttkriolw kot topperate shfelyn 6

U Pull trolleys and cages i pushing is safer.

U Overload boxes, trolleys and cages i make sure they are stable and your view is not
obscured.

U Rush - allow sufficient time to carry out the task i talk to your manager if this is an issue.

U Store items in walkways or blocking emergency exits or equipment.

U Ignore hazards-d e a | with them if you can, report them

U Over-exert yourself. Can the task be spread out over time or amongst several staff? If you
are concerned, talk to your manager.

U Work at height (e.g. kick stool, step ladder) unless authorised and you have seen and

understood your servicebs working at height ri



Good handling technique for lifting

Here are some practical tips, suitable for use in training people in safe manual
handling. In the following section a basic lifting operation is taken as an example.

B Think before lifting/handling. Plan the lift. Can handling aids be used? Where
is the load going to be placed? Will help be needed with the load? Remove

obstructions such as discarded wrapping materials. For a long lift, consider
resting the load midway on a table or bench to change grip.
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Think before lifting/handling Keep the load close to the waist
B Keep the load close to the waist. Keep the load close to the body for as long
as possible while lifing. Keep the heaviest side of the load next to the body. If a
‘ close approach to the load is not possible, try to slide it towards the body
before attempting to lift it.
B Adopt a stable position. The feet should be apart with one leg slightly forward
’ to maintain balance (alongside the load, if it is on the ground). The worker
should be prepared to move their feet during the lift to maintain their stability.
Adopt a stable position Avoid tight clothing or unsuitable footwear, which may make this difficult.
with feet apart and one B Get a good hold. Where possible the load should be hugged as close as
leg slughtly forward to possible to the body. This may be better than gripping it tightly with hands only.
maintain balance B Start in a good posture. At the start of the lift, slight bending of the back, hips

and knees is preferable to fully flexing the back (stooping) or fully flexing the
hips and knees (squatting).

B Don’t flex the back any further while lifting. This can happen if the legs
begin to straighten before starting to raise the load.

B Avoid twisting the back or leaning sideways, especially while the back is
bent. Shoulders should be kept level and facing in the same direction as the
hips. Turning by moving the feet is better than twisting and lifting at the same
time.

B Keep the head up when handling. Look ahead, not down at the load, once it
has been held securely.

B Move smoothly. The load should not be jerked or snatched as this can make
it harder to keep control and can increase the risk of injury.

Start in a good posture B Don't lift or handle more than can be easily managed. There is a difference
between what people can lift and what they can safely lift. If in doubt, seek
advice or get help.

B Put down, then adjust. If precise positioning of the load is necessary, put it
down first, then slide it into the desired position.




Avoid twisting the back or leaning
sideways, especially while the back is bent

Put down, then adjust

Tips for assessing lifting and handling risks:

Things to consider

Options available

> > D> >

heavy or bulky?

difficult to grasp?

unstable?

likely to move unpredictably (like
animals)?

harmful, e.g. sharp or hot?
awkwardly stacked?

too large to see over?

> > > >

Will your task involve: Can you:
A holding loads away from your body? A use a lifting aid?
A twisting, stooping or reaching upwards? A improve workplace layout to improve
A large vertical movements? efficiency?
A long carrying distances? A reduce the amount of twisting and stooping?
A strenuous pushing or pulling? A avoid lifting from floor level or above shoulder
A repetitive handling? height, especially with heavy loads?
A insufficient rest or recovery time? A reduce carrying distances?
A awork rate imposed by a process (e.g. A avoid repetitive handling?
items dispensed at regular intervals from | A vary the work, allowing one set of muscles to
a conveyor belt)? rest while another is used?
A push rather than pull?
Is what you will handle: Can you make the load:

lighter or less bulky?

easier to grasp?

more stable?

less harmful (or use PPE if not possible)?
evenly stacked?

If the load comes in from elsewhere, have you
asked the supplier to help, e.g. by providing
handles or smaller packages?

In the working environment, are there:

Can you or your manager:




Things to consider

Options available

A space restrictions affecting posture? A remove obstructions to free movement?
A bumpy, obstructed or slippery floors? A address flooring issues?
A variations in floor levels? A avoid steps and steep ramps?
A hot/cold/humid conditions? A prevent extremes of hot and cold?
A gusts of wind or other strong air A improve lighting?
movements? A provide protective clothing or PPE that is less
A poor lighting conditions? restrictive?
A restrictions on movements from clothes or | A ensure clothing and footwear is suitable for
personal protective equipment (PPE)? the work?
Individual capacity - will the task: Can you:
A require unusual capability, e.g. above A safely proceed? If not, speak to your
average strength or agility? manager.
A endanger those with a health problem or
learning/ physical disability? Can your manager:
A endanger pregnant women or young A pay particular attention to those at risk,
person? ) ensuring that capabilities are considered?
A call for special information or training? A take extra care of vulnerable staff such as
those who have a health condition, are
disabled, pregnant or young (<18)?
A provide more information to staff about the
range of tasks they are likely to face?
A provide instruction or training?
A get advice from an occupational health

advisor if necessary?

> > > D>

Is the handling equipment you have:

the correct type for the job?

well maintained?

fitted with suitable wheels for the floor
surface and which run freely?

fitted with a handle height between the
waist and shoulders?

fitted with handle grips that are in good
condition and comfortable?

fitted with any brakes? If so, do they
work?

Can you and/or your manager:

> > >
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adjust the work rate?

use / provide equipment that is more suitable
for the task?

carry out maintenance to avoid problems?
change the wheels, tyres and/or flooring so
that equipment moves easily?

provide better handles and handle grips?
make the brakes easier to use, reliable and
effective?

> > >>>

Thinking about your handling work
generally:

is the work repetitive or boring?

is work machine or system-paced?

do you feel the demands of the work are
excessive?

have you little control of the work and
working methods?

is there poor communication between
managers and employees?

Can you and your manager:

>> > >

change tasks to reduce any boredom?
make mor e us ekilg?f
make workloads and deadlines more
achievable?

encourage good communication and
teamwork?

involve workers in decisions?

provide better training and information?

wor k

This document contains public sector information published by the Health and Safety Executive and licensed under the
Open Government Licence v1.0. Source: Getting to grips with manual handling, INDG 143.




