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Report on a manual handling audit; LUSAD and IT Services
Origin: 
Deputy Health, Safety & Environment Manager
_____________________________________________________
The Health, Safety & Environment Committee are asked to note that the Health Safety and Environment office undertook two manual handling audits between 8 September and 8 October 2009 for Loughborough University’s School of Art and Design (LUSAD) and IT Services. The Committee is also asked to note actions arising from the audits. Where actions are required an agreed action plan for future improvements will be developed with the appropriate Head of Department. The following are extracts from the manual handling audit reports.
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1. Executive summary

IT Services 
IT Services were the first support service within the University to be subject of a manual handling “mini” audit. It looked at the risk control management system of the department in respect of compliance with manual handling legislation. IT Services have a good manual handling safety culture. However, this strength is derived from adherence to informal health and safety rules generated over time and handed down informally. Resourcing is available but is delivered in an ad hoc way and is not specifically targeted. The provision of manual handling training was found to be lacking. It should be noted that the lack of availability of centrally provided training has contributed to this. Staff are responsible for carrying out their own dynamic health and safety risk assessments which are not documented and not monitored by management. There is therefore no formal documented system of identification of manual handling risks, control measures and no monitoring or review process. The department has no written health and safety policy and therefore no manual handling policy or procedures. Senior management are very supportive when addressing health and safety matters and staff at all levels state  that “an open door” policy exists with regard to health and safety concerns. There is no formally constituted health and safety committee, however, staff can raise health and safety issues via team meetings or discuss manual handling informally with line management. 
The conclusion of the audit is that IT Services require to improve their manual handling risk control management system in order to meet legislative requirements.
LUSAD 
There is a departmental health and safety policy, which incorporates manual handling. There is a risk assessment process run essentially by the technical tutors and the DSO, and, although not well documented, manual handling risks are closely monitored by this team. The bespoke nature of the activities which students sometimes involve themselves and staff in, require a great deal of effective local supervision by technical tutors. Senior management are committed to health and safety. The HoD chairs the departmental safety committee which meets regularly and which is minuted. A technicians forum meets once a term and this also allows for health and safety issues to be aired. A safety culture exists throughout the management structure. However, some staff do not involve themselves in the risk assessment process and the supervision of students. There is no formal manual handling training programme. Some staff groups receive induction training, which includes manual handling, but not all.(e.g. clerical). Resources are available with to date, no request for health and safety equipment etc being refused. 
The conclusion of the audit is that the manual handling risk control management in LUSAD functions well and measures up satisfactorily to legislative requirements.

2. Introduction
The purpose of the internal health and safety “mini” audits was to identify conformance and non-conformance with the Manual Handling Operations Regulations,1992 (“the Regulations”). They also set out to identify the level of implementation of the departments health and safety management systems. Performance was measured against the principles of a successful risk control/management system for controlling the risks from manual handling as set out in the HSE’s manual handling guidance booklet, “L23”. 

The Regulations seek to prevent injury from the manual handling of loads. They establish a clear hierarchy of measures for dealing with risks from manual handling. These are; 

· avoid hazardous manual handling operations so far as reasonably practicable; 
· assess any hazardous manual handling operations that cannot be avoided; and, 
· reduce the risk of injury so far as reasonably practicable
The performance standards used are set out in a model audit system developed by the University of Leicester, based on HASMAP, the University auditing scheme.
3. Objective; To determine the extent of conformity of the auditees health and safety management systems with the Manual Handling Operations Regulations 1992 

4. Scope; This audit report is based on a partial audit only, which focused on one selected audit criteria, namely manual handling. It is not a comprehensive audit of all aspects of the health and safety management system of the departments named.

5.Audit findings – main areas of non conformance with the Regulations and actions required
IT Services

There is no departmental health and safety policy, and therefore no policy or procedures for controlling manual handling risks. 

Action Provide a written departmental health and safety policy incorporating manual handling guidance
There is no formal manual handling risk assessment process. Currently, the practice is a dynamic one, where “on the job” risk assessments are undertaken by individual staff. There is therefore no formal documented system of identification of manual handling hazards, control measures and no monitoring or review process.

Action Establish a formal manual handling risk assessment system which shall be documented and review them on a regular basis. Significant findings of manual handling risk assessments must be brought to the attention of employees

Manual handling refresher training should be provided for all staff who have manual handling issues. Staff who did not receive the training 4 years ago, (the last time any manual handling training was given), should be required to attend a more comprehensive manual handling training course. Training records are not maintained at a departmental level for all staff. 

Action Provide manual handling training for staff involved in significant manual handling tasks. Suitable records should be kept.

LUSAD

Manual handling is not subject to risk assessment in isolation from other health and safety hazards. Documented risk assessments for other activities have manual handling hazards and risks identified within them.  

Action Ensure that manual handling tasks which can not be avoided and which pose a risk of injury are risk assessed independent of other hazards. 

Not all risk assessments are documented. The nature of some of the “one off” work undertaken by students does not lend itself to writing down a risk assessment for every manual handling task. However, many tasks contain generic manual handling hazards which should be documented. e.g. moving materials commonly used in workshops and that should be risk assessed more thoroughly.

Action Where manual handling risk assessments have been undertaken for tasks that can not be avoided and which pose a risk of injury, where necessary, they should be written down 

There is no system of internal inspections to check manual handling risk controls are in place and being used. Checklists would be a useful tool in this regard. Technical tutors closely monitor manual handling risks in their own areas of expertise, and a system of documented checks would support this supervisory role.

Action Introduce a system of internal safety inspections to include manual handling risks. Record the findings and implement identified improvements where necessary.
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