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Manual Handling Job Analysis Worksheet

	
	How to use the worksheet:

The following summarises the steps needed to complete the worksheets.

	Describe the job
	Record the information to identify the task using the first worksheet 

· General information - date of analysis, job analysis number, and assessor, and the job department, work area, and name of worker etc.

· The reason for undertaking the job analysis – incident report, observation etc.

· The job description and if the job consists of more than one task, list the tasks.

· Measurement of a work cycle and the total amount of time worker spends doing the particular job. This is necessary to determine a worker’s total daily exposure to the risk factors associated with the task/s.

· List of tools and equipment used in the tasks.

· Relevant production information eg the speed of the assembly line or time standards to calculate the number of work cycles performed in a shift. Note also if an incentive system is being used (piece rate).

· Comment on any relevant organisational factors, eg, job rotation sequence and timing, or working overtime.

· Personal Protective Equipment (PPE) – make comment on the type of PPE worn and any problems.

· Worker information - this is related to the risk factor ‘individual factors’. Note any problem areas eg returning from holidays, previous injury etc.

· Include a diagram or flow chart if relevant.

	Break the job into elements


	In the second worksheet, 

· note the task number in row 1 and 

· record the separate actions the task can be broken into in row 2
Note: Sometimes the hands are involved in different movements eg one hand grasping a tool, the other stabilising the work piece. Document both when actions are different.

In addition to constant tasks, record variable tasks not normally repeated in a work cycle but that may occur during a work shift eg replenishing parts bins or removing scrap. 

	Determine all risk factors
	Identify risk factors associated with each task element. It is important to identify all the risk factors present. 

· Firstly, enter information on the direct stressors - ‘working postures’, ‘repetition’ (duration is noted in job description) and environmental factors such as ‘vibration’. These are the actual risk factors that cause the musculoskeletal disorders. Enter into rows 3-5 of the worksheet.

· Look at the relevant contributing factors and decide what problem areas are causing the direct stressors. Put information into ‘work area design’, ‘tools’, ‘loads’ and ‘load handling’ (rows 6-8 of the worksheet).

	Identify the risk factors requiring control
	Evaluate exposure to the risk factors to establish those with the potential to cause adverse health effects. Not all risk factors will be significant eg an awkward and/or static working posture that is not repetitive, or of only short duration (less than about 30 minutes).




	Date: 
 Job Analysis No: 


Job Title: 




	Faculty/Division/School

Assessor: 


	Work area


	

	Names or Positions of Staff involved in job
	

	Reason for analysis


	

	Job description

(break up into tasks)


	

	Work cycle time


	

	Job duration


	

	Tools/equipment used
	

	Production information


	

	Organisational factors
	

	Personal Protective Equipment


	

	Worker information 


	


	Task No:
	1
	2
	3

	Elements
	
	
	

	Working postures and movements
	
	
	

	Task repetition and duration
	
	
	

	Environmental Factors (vibration, heat etc)
	
	
	

	Work area design
	
	
	

	Tools and keying
	
	
	

	Loads and weights
	
	
	

	Load handling


	
	
	


Worked Example
	Date: 


Job: 


	Faculty/Division/School

Evaluator: 




	Task Analysis No
	

	Work area
	Dispatch and Delivery

	Reason for analysis
	Job noted during audit



	Job description
	Transporting stationary items to the stationary storage area and placing materials onto the shelves

1. Push trolley to storage cupboard

2. Take stationary items from trolley

3. Placing stationary items onto storage shelves



	Work cycle time
	10 minutes



	Job duration
	3 hours per day (continuous work)

	Tools/equipment used
	6-wheel stock trolley



	Production information
	

	Organisational factors
	Task must be done in first part of shift by one worker



	Personal Protective Equipment
	Clothing not conducive to handling



	Worker information 
	Worker in higher age group and has pre existing back injury (L4-L5 disc prolapse)


	Task
	1
	2
	3

	Elements


	1A:  Grasp trolley handle

1B:  Push and sideways pull the trolley to initiate movement

1C:  Push trolley to location


	2A  One/two handed grasp of items

2B  Lift and carry items


	3A  Place items on correct labeled shelf – one or two handed lift, lower and placement

3B  Slide items into position



	Working postures and movements
	1A  Wrists bent up

1B  Forceful bending/twisting of back


Wrists bending to little finger and thumb sides

1C  Wrists bent up


Back bent forward


	2A  Wrists bent to little finger side, fingers wide grasp

2C  Bent back (lifting)


Static load on shoulders (holding loads)


	3A Knee bend (squat) to low shelves – head and neck bent forward neck twisting 


Arm reach high – back and neck bent backwards

3B Forward extended reach



	Task repetition and duration
	
	Repetitive gripping

Repetitive lift and carry


	Repetitive squatting and overhead reaching



	Environmental Factors (vibration, heat etc)
	
	
	

	Work area design
	Rolling resistance between trolley wheels and floor

Trolley handles too low

Long distance to storage

Broken floor surfaces -dirty condition


	Trolley height too low for some items


	Shelves high and deep –difficulty seeing items on shelves and labels for correct placement

Poor visual access



	Tools and keying
	
	
	

	Loads and weights
	
	Stationary store items vary size, shape, weight (up to 12kg)

Some items unstable (moving liquids)


	Items as in task 2



	Load handling


	Forceful gripping

Forceful pushing and sideways pulling

Forceful pushing 


Sustained pushing


Jerky movements


	Forceful gripping

Carry 5m – trolley can only be located at end of shelves Low lifting items and long carry distance


	Holding loads, placing and pushing on high or low shelves




