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      Model Policy

Manual Handling








Manual handling assessments are reviewed at least annually or more often if there have been changes in the matters to which they relate.  
Note that it is a legal requirement to implement the majority of the arrangements listed in this document.  See further information in the Hettle Andrews Manual Handling Guide.
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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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Most organisations will need to include this section in their policy’s arrangements section, assuming that staff at least occasionally, undertake manual handling activities eg carrying boxes of paper, water containers, crates, archive boxes, parts, materials, lifting or lowering items or pushing/pulling trolleys and pallet trucks. 





Note that this does not cover people handling. Businesses involved in that area of work should obtain specialist advice in the development of a policy.





Alter and add to this as necessary to reflect the controls in place within your business. Read the Hettle Andrews Guide on ‘Manual Handling’ for a more detailed review of the subject and the management arrangements required.





Manual Handling





Although every effort is made to reduce loads to a level where there is little risk of injury, we accept that this cannot always be achieved, particularly in relation to ______________________ [detail work activities which involve heavy lifting or pushing/pulling].  





Specific manual handling risk assessments are undertaken by ________________________ [eg our Health and Safety Advisor/trained in-house manual handling assessors], to identify tasks which present a risk of injury and the precautions required to reduce the risk to the lowest level reasonably practicable.  Recommendations arising from the assessments are implemented by managers, employees are instructed in the outcome and copies of the assessments are provided to all employees.





Equipment is provided where possible to minimise or simplify handling of heavier objects eg ___________________ [examples of equipment provided eg trolleys, glass lifters, pump trucks) and we ensure that two persons are available where the risk assessment identifies the need. Safety footwear and suitable gloves are supplied to _____________________________ [job titles] and _______________ [e.g. line managers/ supervisors] monitor to ensure that it is used. Delete previous sentence if no PPE is supplied for manual handling. When specifying protective clothing or uniform, the need to allow unrestricted movement for manual handling activities has been taken into account.�


Where reasonably practicable, loads are labelled with their weight and if necessary, centre of gravity. Where it is not reasonably practicable to mark the weight of individual loads we provide information to staff on the range of weights for certain types of load they are likely to encounter. If possible, describe here specific examples of how this is achieved.  	�


Employees involved in significant lifting are trained in the safe techniques to use and instructed to report to their line manager any health concerns that may make manual handling less safe for them.  The significant findings of the assessments are communicated to staff involved in relevant activities by ______________________ [eg circulating the risk assessments to all employees, a folder of assessments within each department].  Where we have specified the use of equipment or safe systems of work to reduce manual handling risks, staff are trained in the system of work.  





New and expectant mothers, those with health conditions which place them at additional injury risk, and workers below the age of 18, are generally prohibited from carrying out manual handling activities. Where an individual in these categories, has duties which would ordinarily involve manual handling, their line manager is responsible for ensuring that they are not permitted to continue with these duties until the risks have been assessed.





For staff who are not expected to carry out significant lifting and therefore do not receive detailed manual handling training, we make it clear during induction training that they are not permitted to undertake these types of activities.	�


Records of manual handling assessments are retained for at least __________ [eg 5 years] and master copies are retained by ________________________ [name or job title].  Note that whilst there is no requirement to retain copies of risk assessments which have been superseded, it is useful to retain them for future reference for example, in case they are needed to defend a legal action.
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