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1. Policy

Loughborough University will comply with the Manual Handling Operations Regulations (“the Regulations”)1992 (as amended), which place a requirement on the employer and employee to reduce the hazards to health associated with the manual handling of loads. Accordingly, the University will:

· avoid the need for hazardous manual handling operations,  
· design and provide safe and ergonomically suitable workplace environments:

· assess the risk of injury from any hazardous manual handling that can’t be avoided and eliminate or reduce these to a tolerable level;

· introduce appropriate measures to reduce the risk of injury from hazardous manual handling, so far as is reasonably practicable;

· provide equipment to enable manual handling activities to be undertaken safely:

· provide suitable and sufficient supervision, training, (including periodic refresher training), and information to all staff involved in manual handling operations.
1.1 Objective

The objective of this policy is to reduce the risk of injury to those persons who may be involved in manual handling activities to a tolerable level.

1.2 Scope

This policy applies to all manual handling activities undertaken or under the control of Loughborough University.
2. Key legislative requirements
· The Health and Safety at Work etc Act 1974 (“the Act”), sets out the general duties which employers have towards employees and members of the public, and employees have to themselves and to each other. These duties are qualified in the Act by the principle of ‘so far as is reasonably practicable’. In other words, an employer does not have to take measures to avoid or reduce the risk if they are technically impossible or if the time, trouble or cost of the measures would be grossly disproportionate to the risk.

· The Management of Health and Safety at Work Regulations 1999, generally make more explicit what employers are required to do to manage health and safety under the Act. Like the Act, they apply to every work activity. The main requirement on employers is to carry out a risk assessment. Employers with five or more employees need to record the significant findings of the risk assessment.
· The Manual Handling Operations Regulations,1992 (as amended), (“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 Provision and Use of Work Equipment Regulations (PUWER) 1992, require risks to people’s health and safety from any equipment, including handling aids that they use at work, to be prevented or controlled.

3. Duty holders responsibilities

3.1. Heads of Departments (HoD and Heads of Support Services (HoSS)
HoD’s and HoSS’s have a responsibility to ensure that all manual handling operations, that could result in injury are assessed and adequately controlled. To this end the HoD/HoSS should appoint a suitably competent person to carry out the actions below.
Therefore the HoD/HoSS shall ensure that;

· all manual handling operations that may require a risk assessment are identified;

· risk assessments are undertaken and any risk reduction measures identified and implemented;
· all staff who are required to undertake manual handling operations are identified and provided with appropriate training and information, necessary to allow them to carry out the manual handling task allotted to them. (Training and information should be updated as necessary);

· staff are made aware of this policy and associated guidance and that they understand it and are able to comply with it:

· prompt action is taken to reduce any manual handling hazards and risks identified by employees:

· results of risk assessments are recorded and retained for at least five years;

· review assessments on an ongoing basis annually or; when the work changes significantly, following an accident or case of ill health, when the validity of the assessment is suspected or when departmental policy dictates.
· consult with the HS & E office where the residual risk is assessed as high
· ensure all manual handling accidents and injuries are reported to the HS & E office.

· inform OH if they become aware of any health problems which could affect an employee’s ability to carry out manual handling activities;

· act upon any health advice given by OH.
3.2 Departmental Safety Officers (DSO)
· Monitor the effectiveness of any control measures and make recommendations to the HoD as necessary. In particular DSOs are expected to:

i)
periodically inspect risk assessment documentation to verify that suitable and sufficient assessments are in place or in need of review. 
ii)
ensure that handling equipment is suitable for use, maintained and that problems with equipment are promptly reported and the necessary action taken, and that staff are trained in its safe use. Handling equipment found to be below the appropriate standard for its type of use is to be taken out of use pending repair or replacement.
iii)
liaise with technicians, academic supervisors, line managers etc to verify that suitable working practices have been adopted.
· Report accidents involving manual handling to the Health, Safety and Environment (HS & E) office. Assist the HS & E office in investigating such accidents.
3.3. Health, Safety & Environment (HS & E) office 

The HS& E office is responsible for:

· the monitoring, investigation and reporting of manual handling incidents and accidents. 

· developing and co-ordinating training in manual handling.

· providing advice to Departments and Support Services on manual handling issues.

· Promoting awareness of safe manual handling practices.
3.4. Occupational Health (OH)
OH is responsible for (when required): 
· assessing employees fitness to undertake manual handling activities relevant to their post.
· advising managers and staff on associated problems and health issues.

· providing advice to Departments and Support Services on manual handling issues.

· promoting awareness of safe manual handling practices.
3.5. Employees and students
Employees must:

· follow appropriate systems of work laid down for their safety;

· make full and proper use of equipment provided for their safety;

· co-operate with their employer on health and safety matters;

· report any defects in systems, practices or equipment;

· co-operate with the University in undertaking manual handling risk assessments;

· attend training when required to do so;

· take reasonable care of their own health and safety and that of others who may be affected by their activities;

· inform their line manager or their DSO when they believe that there is a risk of injury to health from a manual handling activity;

· inform their line manager or their DSO when they suspect the risk assessment is no longer valid;
· inform their line manager or DSO of any health problem or condition that might affect their ability to handle loads safely;
· comply with any health advice given by OH.

University students are responsible for ensuring that they follow guidance and instructions provided by departments and support services. They are also responsible for reporting any incidents, breaches of, and non-conformance with this policy to their academic supervisor, DSO or Faculty administrator.
4. Guidance; Avoiding, assessing and reducing the risk of injury from manual handling
4.1 Avoiding manual handling

If the general risk assessment carried out under the Management of Health and Safety Regulations 1999 indicates a possibility of injury from manual handling operations, a more detailed specific risk assessment must be made under the Manual Handling Operations Regulations 1992. The first consideration is whether the manual handling operation can be avoided altogether. It may not be necessary to assess the risk in great detail, particularly if the operations can easily be avoided or the appropriate steps to reduce any risk of injury to the lowest level reasonably practicable are obvious.
4.2 Risk assessing and reducing the risk of injury
The Regulations require that a suitable and sufficient risk assessment must be carried out when hazardous manual handling is unavoidable. The assessment should identify where the risk lies and identify an appropriate range of ideas for reducing the potential for injury. A checklist can help with this process by applying a systematic examination of all the potential risk elements. 
Examples of basic checklists for lifting and carrying, and pushing and

pulling, are included in the example risk assessment documents in Appendix 1 and 2. Their use will help to highlight the overall level of risk involved and identify how the job may be modified to reduce the risk of injury and make it easier to do. It will also be useful in helping to prioritise the remedial actions needed. The documents may be copied freely and may be used as a template by departments/support services.
To help risk assessors decide on the best course of action in respect of  problems identified by the risk assessment, a list of remedial measures are given as an aide memoir (see Appendix 3).  This and the checklists in Appendices 1, 2 are not meant to be exhaustive and can be expanded upon.
To ensure that the assessment covers all potential risks the workforce should be fully involved in the risk assessment process.

5. Manual handling training

University training courses on managing the risks from manual handling operations will be offered for supervisors and line managers through the Staff Development website. Departments and support services are expected to arrange suitable manual handling training for their staff.
Manual handling training should include;

· how to carry out safe manual handling including good handling techniques, (see the HSE’s guidance document; “Manual handling. Manual Handling Operations Regulations 1992 (as amended)., L23 (Third edition); 
· appropriate systems of work tailored to the individuals tasks and work environment;

· use of mechanical handling aids;

· practical work to allow the trainer to identify and put right anything the trainee is not doing safely.
6. Definitions
Manual handling;
· the transporting or supporting of an animate or inanimate load, including  lifting, lowering, pushing, pulling, holding, carrying, throwing and moving, by the application of bodily force to that load.

Injury;
· Injury to any part of the body caused by manual handling. Injuries include; strained muscles, over-stretched or torn ligaments, trapped, compressed or impinged nerves and disc damage (e.g. prolapsed disc).
Load;
· A load is a discrete movable object. This includes, for example, not only packages and boxes but also an inanimate person requiring placing in the recovery position, a lawn mower, pushing a car, and material supported on a shovel or fork. An implement, tool or machine, such as a chainsaw, fire hose or breathing apparatus, is not considered to be a load when in use for its intended purpose.

7. Further reading and references
Management of health and safety. Management of Health and Safety at Work Regulations 1999, Approved code of practice and guidance, L21 HSE Books ISBN 0 7176 24889 
5 Steps to risk assessment, INDG163(rev 2), HSE Books ISBN 0 7176 6189 X

Manual handling. Manual Handling Operations Regulations 1992 (as amended).Guidance on Regulations, L23 (Third edition) HSE Books 2004

ISBN 0 7176 2823 X
Manual handling: Solutions you can handle, HSG115 HSE Books 1994

ISBN 0 7176 0693 7
Getting to grips with handling problems: Worked examples of assessment and

reduction of risk in the health services, HSE Books 1994 ISBN 0 7176 0622 8

Getting to grips with manual handling: A short guide for employers,  Leaflet

INDG143(rev 2) HSE Books ISBN 0 7176 2828 5
Health and Safety at Work etc Act – Advice to employers, Leaflet HSC 3 HSE Books 

Simple guide to the Provision and Use of Work Equipment Regulations 1998, INDG 219 HSE Books ISBN 0 7176 2429 3

Appendix 1; Manual handling of loads: risk assessment checklist
Section A – preliminary
	Task name:
Task description:

Load weight:

Frequency of lift:

Carrying distances (if applicable):

Are other manual handling tasks carried out by these operators?

Assessment discussed with employees/safety representatives:
	Is an assessment needed?
(An assessment will be needed if there is a potential risk of injury)

Yes/No*
*Circle as appropriate


If “Yes” continue. If “No” the assessment need go no further.

	Operations covered by this assessment (detailed description):
Locations:

Personnel involved:

Date of assessment:


	Diagrams (other information including existing control measures):


	Overall assessment of the risk of injury? Low/ Medium/ High*

*Circle as appropriate
Make your overall assessment after you have completed Section B




	Questions to consider:
	If yes, tick appropriate level of risk
	Problems occurring from the task (Make rough notes in this column in preparation for the possible remedial action to be taken).
	Possible remedial action, e.g. changes that need to be made to the task, load, working environment etc. Who needs to be involved in implementing the changes?

	
	Low
	Med
	High
	
	

	Do the tasks involve:

· holding loads away from the 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 (e.g. sharp/hot)?
	
	
	
	
	


Section B: Lifting and carrying – more detailed assessment, where necessary

	Questions to consider:
	If yes, tick appropriate level of risk
	Problems occurring from the task (Make rough notes in this column in preparation for the possible remedial action to be taken).
	Possible remedial action, e.g. changes that need to be made to the task, load, working environment etc. Who needs to be involved in implementing the changes?

	
	Low
	Med
	High
	
	

	Consider the working environment – are there:
· constraints on posture?
	
	
	
	
	

	· poor floors?
	
	
	
	
	

	· variations in level?
	
	
	
	
	

	· hot/cold/humid conditions?
	
	
	
	
	

	· strong air movements?
	
	
	
	
	

	· poor lighting conditions?
	
	
	
	
	

	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?
	
	
	
	
	


Section B (continued): Lifting and carrying – more detailed assessment, where necessary

	Other factors to consider



	Protective clothing
	
	
	

	· Is movement or posture hindered by work clothing or PPE??
	Yes/No
	
	

	· Is the correct/suitable PPE being worn?
	Yes/No
	
	

	Work organisation (psychosocial factors)
	
	
	

	· Do workers feel that there has been a lack of consideration given to the planning and scheduling of tasks/rest breaks?
	Yes/No
	
	

	· Do workers feel that there is poor communication between managers and employees (e.g. not involved in risk assessments or decisions on changes in workstation design)?
	Yes/No
	
	

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

	· Do workers feel they have not been given enough training and information to carry out the task successfully?
	Yes/No
	
	


Section B (continued): Lifting and carrying – more detailed assessment, where necessary
	Remedial steps that should be taken in order of priority
	Person responsible for implementing controls
	Target implementation date
	Completed

Yes/No

	1

	
	
	

	2

	
	
	

	3

	
	
	

	4

	
	
	

	5

	
	
	

	6

	
	
	

	7

	
	
	

	8

	
	
	

	9

	
	
	

	Date by which actions should be completed:


	Date for review of assessment:


	Assessor’s name;                                                    Signature:




Section C – Remedial action to be taken

TAKE ACTION AND CHECK THAT IT HAS THE DESIRED EFFECT

Appendix 2; Pushing and pulling of loads: risk assessment checklist
Section A – preliminary

	Task name:

Task description:

Load weight:

Frequency of operation:

Push/pull distances (if applicable):

Are other push/pull tasks carried out by these operators?

Assessment discussed with employees/safety representatives:
	Is an assessment needed?

(An assessment will be needed if there is a potential risk of injury)

Yes/No*

*Circle as appropriate


If “Yes” continue. If “No” the assessment need go no further.

	Operations covered by this assessment (detailed description):

Locations:

Personnel involved:

Date of assessment:


	Diagrams (other information including existing control measures):


	Overall assessment of the risk of injury? Low/ Medium/ High*

*Circle as appropriate
Make your overall assessment after you have completed Section B




	Questions to consider:
	If yes, tick appropriate level of risk
	Problems occurring from the task (Make rough notes in this column in preparation for the possible remedial action to be taken).
	Possible remedial action, e.g. changes that need to be made to the task, load, working environment etc. Who needs to be involved in implementing the changes?

	
	Low
	Med
	High
	
	

	Do the tasks involve:

· high initial forces to get the load moving?
	
	
	
	
	

	· high forces to keep the load in motion?
	
	
	
	
	

	· sudden movements to start, stop or manoeuvre the load?
	
	
	
	
	

	· twisting/manoeuvring of the load into position or around obstacles?
	
	
	
	
	

	· one-handed operations?
	
	
	
	
	

	· the hands below the waist or above the shoulder height?
	
	
	
	
	

	· movement at high speed?
	
	
	
	
	

	· movement over long distances?
	
	
	
	
	

	· repetitive pushing/pulling?
	
	
	
	
	

	The load or object to be moved:

· does it lack good handholds?
	
	
	
	
	

	· is it unstable/unpredictable?
	
	
	
	
	

	· is vision over/around it restricted?
	
	
	
	
	

	If on wheels/castors, are they:
· unsuitable for the type of load?
	
	
	
	
	

	· unsuitable for the floor surface/work environment?
	
	
	
	
	

	· difficult to steer?
	
	
	
	
	


Section B: Pushing and pulling – more detailed assessment, where necessary
	Questions to consider:
	If yes, tick appropriate level of risk
	Problems occurring from the task (Make rough notes in this column in preparation for the possible remedial action to be taken).
	Possible remedial action, e.g. changes that need to be made to the task, load, working environment etc. Who needs to be involved in implementing the changes?

	
	Low
	Med
	High
	
	

	Do the tasks involve:

· high initial forces to get the load moving?
	
	
	
	
	

	· high forces to keep the load in motion?
	
	
	
	
	

	· sudden movements to start, stop or manoeuvre the load?
	
	
	
	
	

	· twisting/manoeuvring of the load into position or around obstacles?
	
	
	
	
	

	· one-handed operations?
	
	
	
	
	

	· the hands below the waist or above the shoulder height?
	
	
	
	
	

	· movement at high speed?
	
	
	
	
	

	· movement over long distances?
	
	
	
	
	

	· repetitive pushing/pulling?
	
	
	
	
	

	The load or object to be moved:

· does it lack good handholds?
	
	
	
	
	

	· is it unstable/unpredictable?
	
	
	
	
	

	· is vision over/around it restricted?
	
	
	
	
	

	If on wheels/castors, are they:
· unsuitable for the type of load?
	
	
	
	
	

	· unsuitable for the floor surface/work environment?
	
	
	
	
	

	· difficult to steer?
	
	
	
	
	


Section B (continued): Pushing and pulling – more detailed assessment, where necessary

	Questions to consider:
	If yes, tick appropriate level of risk
	Problems occurring from the task (Make rough notes in this column in preparation for the possible remedial action to be taken).
	Possible remedial action, e.g. changes that need to be made to the task, load, working environment etc. Who needs to be involved in implementing the changes?

	
	Low
	Med
	High
	
	

	If on wheels/castors, (continued):

· easily damaged or defective?

· without brakes or difficult to stop?
	
	
	
	
	

	· with brakes, but the brakes are poor/ineffective?
	
	
	
	
	

	· without a planned inspection and maintenance regime based on a frequency that keeps them in working order?
	
	
	
	
	

	Consider the working environment – are there:

· constraints on body posture/positioning?
	
	
	
	
	

	· confined spaces/narrow doorways?
	
	
	
	
	

	· surfaces or edges to cause cuts/abrasions/burns to hands or body?
	
	
	
	
	

	· rutted/damaged/slippery floors?
	
	
	
	
	

	· ramps/slopes/uneven surfaces?
	
	
	
	
	

	· trapping or tripping hazards?
	
	
	
	
	

	· poor lighting conditions?
	
	
	
	
	

	· hot/cold/humid conditions?
	
	
	
	
	

	· strong air movements?
	
	
	
	
	


Section B (continued): Pushing and pulling – more detailed assessment, where necessary

	Questions to consider:
	If yes, tick appropriate level of risk
	Problems occurring from the task (Make rough notes in this column in preparation for the possible remedial action to be taken).
	Possible remedial action, e.g. changes that need to be made to the task, load, working environment etc. Who needs to be involved in implementing the changes?

	
	Low
	Med
	High
	
	

	Consider individual capability – does the job:
· require unusual capability?
	
	
	
	
	

	· endanger those with health problem or a physical or learning difficulty?
	
	
	
	
	

	· endanger those who are pregnant?
	
	
	
	
	

	· call for special information/training?
	
	
	
	
	

	

	Other factors to consider:

Equipment
· Is movement or posture hindered by clothing or PPE?
	Yes/No
	
	

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

	· Are trolleys/carts/floor surfaces poorly maintained/cleaned/repaired?
	Yes/No
	
	

	· Is there a lack of a regular maintenance procedures for the equipment?
	Yes/No
	
	

	Work organisation

· Do workers feel that there has been a lack of consideration given to the planning and scheduling of tasks/rest breaks?
	Yes/No
	
	


Section B (continued): Pushing and pulling – more detailed assessment, where necessary

	Questions to consider
	Yes/No
	Problems occurring from the task (Make rough notes in this column in preparation for the possible remedial action to be taken).
	Possible remedial action, e.g. changes that need to be made to the task, load, working environment etc. Who needs to be involved in implementing the changes?

	Work organisation (continued)

· Do workers feel that there is poor communication between users of equipment and others (e.g. managers, purchasers etc)?
	Yes/No
	
	

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

	· Do workers feel they have not been given enough training and information to carry out the task successfully?
	Yes/No
	
	


Section C – Remedial action to be taken
	Remedial steps that should be taken, in order of priority:
	Person responsible for controls.
	Target implementation date
	Completed

Yes/No

	1

	
	
	

	2

	
	
	

	3

	
	
	

	4

	
	
	

	5

	
	
	

	6

	
	
	

	7

	
	
	

	8

	
	
	

	9

	
	
	

	Date by which actions should be completed:



	Date for review of assessment:



	Assessor’s name;                                                    Signature:




TAKE ACTION AND CHECK THAT IT HAS THE DESIRED EFFECT
Appendix 3; Aide memoir of remedial measures and controls
	Problem areas (“TILE” plus other factors)
	Ways of reducing the risk of injury

	The Task(s)
	Can you:

· use a lifting aid?
· improve workplace layout to improve efficiency?

· reduce the amount of twisting and stooping?

· avoid lifting from floor level or above shoulder height, especially heavy loads?

· reduce carrying distances?

· avoid repetitive handling?

· vary the work, allowing one set of muscles to rest while another is used?

· push rather than pull?

	Individual capability
	Can you:
· pay particular attention to those who have a physical weakness?
· take extra care of pregnant workers?

· give your employees more information, e.g. about the range of tasks they are likely to face?

· provide more training?

	The Load(s)
	Can you make the load:

· lighter or less bulky?

· easier to grasp?

· more stable?

· less damaging to hold?

The above may be achieved by asking the supplier of externally sourced goods to help, e.g. provide handles or smaller packages.

	The Environment
	Can you:
· remove obstructions to free movement?

· provide floors and traffic routes which are in good condition?

· avoid steps and steep ramps?

· prevent extremes of hot or cold?

· improve lighting?

· provide adequate ventilation?

· provide adequate space for the movement of people?

· prevent falling objects or falls from height?

	Other factors (e.g. handling aids and equipment, work organisation)
(Other factors continued)
	Can you:
· provide equipment that is more suitable for the task?
· carry out planned preventative maintenance to prevent problems?

· ensure equipment designed to be “wheeled” can move easily?

· provide better handles and grips?

· make brakes easier to use, reliable and effective?

· provide work clothing and/or PPE which is less restrictive?

· ensure work clothing and/or PPE is suitable for the work?

· vary tasks to reduce the monotony?

· make better use of workers skills?

· make workloads and deadlines more achievable?

· encourage good communication and teamwork?
· involve workers in decisions?

· provide better training and information?


1
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Health, Safety and Environment office

This document forms part of Loughborough University’s health and safety policy

Dated:-October 2009

