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	Manual Handling Risk Control Prompt 
	

	Risk control means implementing effective measures to eliminate or reduce the risk of manual handling injury. Under the Regulations, the University’s primary duty is to eliminate any risk of manual handling injury in the workplace. Where it is not practicable to eliminate the risk, the University must reduce it as far as practicable.

To determine what is practicable, the following must taken into account:

· the severity of the hazard or risk. How likely is it that the manual handling task will result in injury? How serious is the injury likely to be, and how many people could be affected?

· the state of knowledge about that hazard or risk and any ways of removing or mitigating that hazard or risk

· the availability and suitability of ways to remove or mitigate that hazard or risk

· the cost of removing or mitigating that hazard or risk 

The Regulations set out a ranking of risk controls. First, one or more of the following risk controls must be used to eliminate or reduce the risk of injury:

· alter your workplace, or the environmental conditions, where the manual handling task is carried out

· alter the systems of work used to carry out the manual handling task

· change the objects used in the manual handling task 

· use mechanical aids

Second, if none of these controls are practicable, information, training or instruction in manual handling techniques can be used to control the risk. Information, training or instruction must not be relied upon solely or primarily to control the risk, unless it can be demonstrated that the other risk controls are not practicable. However, those risk controls may need to be supplemented by information, training and instruction


	Q1
	Can the Workplace Layout be altered?

	
	Q1.1
	To eliminate or reduce bending movements and postures by:

	
	
	· Changing work height by installing lift tables, self-adjusting work dispensers or similar mechanical aids

	
	
	· Making sure there’s enough space for the task to be done in an upright posture with objects close to the body

	
	
	· Raising the work level

	
	
	· Providing adjustable work levels

	
	
	· Lowering the position of the employee, while leaving the work level unchanged

	
	
	· Keeping the objects and materials used in the task at work level – don’t lower objects that will need to be lifted later

	
	
	· Eliminate horizontal reaches over 400mm

	
	
	· Aligning the object being worked on with normal wrist posture

	
	
	· Designing handles on objects, tools and controls to allow normal wrist postures

	
	Q1.2
	To eliminate or reduce twisting movements and postures by:

	
	
	· Positioning all frequently used controls, equipment, materials and tools in front of the employee

	
	
	· Providing sufficient work space for the person’s whole body to move and turn

	
	
	· Using conveyors, chutes, slides or turntables to change material flow direction

	
	
	· Allowing clearance for the person’s legs and feet

	
	
	· Providing adjustable swivel chairs for seated tasks

	
	
	· Making sure there’s enough room for staff and any protective clothing, tools, objects and mechanical aids that are needed for the job

	
	
	· Improving layout of the work area


	
	Q1.3
	To eliminate or reduce reaching movements and postures by:

	
	
	· Placing the objects used in the task closer to the person (less than 400mm) 

	
	
	· Placing materials, workpieces and other heavy objects as near the worker as possible

	
	
	· Lowering any items that are higher than the appropriate work level

	
	
	· Storing items below shoulder height 

	
	
	· Raising the employee closer to any objects that are out of comfortable reach

	
	
	· Enabling the object handled to be kept close

	
	
	· Reducing load or container size

	
	
	· Allowing enough room for the employee to walk around the load or object or to rotate it

	
	
	· Removing any barriers which prevent the object being handled close to the body

	
	Q1.4
	To eliminate or reduce pushing, pulling and carrying movements and forces by:

	
	
	Principles involved in minimising the risk of injury when applying force include:

· Pulling is more efficient than pushing where the body weight is used

· Pulling up is stronger than pushing down when standing

· Pushing/pulling is more efficient if applied at or around waist level

· Pushing/pulling in/out is stronger than left/right (across the body)

· Significantly higher push/pull forces are possible when standing than when seated, and use of body weight in pushing/pulling is preferred



	
	
	· Eliminating the need to manually lift or carry by using lift tables, forklifts, cranes, hoists, balancers, drum and barrel dumpers, work dispensers, elevating conveyors and similar aids

	
	
	Cranes and hoists are most commonly used when movement is within a fixed area; moves are intermittent; loads vary in size and weight; cross traffic will interfere with conveyors; and/or loads handled are not uniform.

	
	
	· Relocating stores or stockpiles closer to where the items are required

	
	
	· Locating the parts of the process closer together

	
	
	· Using powered conveyors, slides, chutes or rollers to move objects

	
	
	· Using gravity dumps and chutes

	
	
	· Reducing required forces by reducing load weight; using non-powered conveyors, air bearings, ball castor tables, monorails and similar aids; using four-wheel hand trucks, hand trolleys with good bearings and large diameter wheels or castors appropriate to the particular surface using mechanical pushers and pullerskeep the work area free of obstacles

	
	
	Conveyors are generally useful when loads are uniform; materials move continuously; routes do not vary; loads are constant; movement rate is relatively fixed; conveyors can bypass cross traffic; the path to be followed is fixed.

	
	
	· Reducing object weight by reducing load size (specify to suppliers); reducing capacity of containers; reducing load in each container; reducing the number of objects lifted or lowered at one time (administratively)

	
	
	· Changing working heights to eliminate bending, lifting or lowering by the operator

	
	
	· Increasing object weight so that it must be handled mechanically by using a unit or bulk load concept; using palletised loads

	
	
	· Reducing holding position away from the body by changing object shape; providing suitable grips or handles; providing greater access to the load; improving workplace layout

	
	
	· Reducing required forces by providing good maintenance of equipment

	
	
	· Providing clear, direct pathways for trolleys and other mobile equipment, to minimise turning and sudden stops

	
	
	· Making sure that objects don’t need to be pushed, pulled or carried up steps or ramps

	
	
	· Ensuring that floor surfaces are clean and smooth but not slippery

	
	
	· Converting carrying to pushing or pulling


	
	Q1.5
	To eliminate or reduce holding and carrying movements and forces by:

	
	
	· Reducing object weight

	
	
	· Reducing object size

	
	
	· Reducing holding time

	
	
	· Eliminating holding by using jigs and fixtures, etc

	
	
	· Using mechanical loading and unloading


	Q2
	Can the Workstation Design be altered?

	
	
	Workstation design principles:

· Design workstations so that employees can do most of their work in an upright position with shoulders lowered and upper arms close to the body. 

· The working height and objects used in the task should be roughly level with the employee’s elbows, whether the work is done sitting or standing.

· If the task involves close visual work or fine movements, the work level may need to be higher. Arm support should be provided if the arms must be kept raised when performing the task.

· Different employees require different working heights. So it’s best to make multi-user workstations adjustable to make the work height suitable for the person and the task. 

	
	Q2.1
	To eliminate or reduce awkward postures by optimising working position:

	
	
	For seated tasks:

· the height and angle of the seat should be adjustable

· the chair should swivel

· the backrest should be shaped to support the spine, and the height and angle of the backrest should be adjustable

· the seat width and depth should accommodate a wide range of users

· all edges should be rounded and the edge of the seat should not press into the thighs

· padding should be thick enough to provide comfortable support

· the seat covering should allow air to circulate 

· the chair must not tip or slip – a five-point base is the most stable; castors should be used on carpet and glides should be used on other surfaces

· provide a footrest to enable the employee to sit with the feet supported

	
	
	For standing tasks:

· provide a chair, stool or support so that the employee can alternate between sitting and standing

· provide a footrest (large enough for the whole foot) to allow the employee to stand with either foot raised

· where possible, provide a suitable floor covering to cushion concrete and other hard floors


	Q3
	Can the Environmental Conditions be altered?

	
	
	Environmental conditions include vibration, heat and cold, and other factors such as lighting and housekeeping. Altering these conditions can help eliminate or reduce injury risks.

	
	Q3.1
	Vibration.  To eliminate or reduce exposure to vibration:

· Adjust any existing vibration damping mechanisms in mobile plant and vehicles

· Install a vibration isolating seat in plant such as cranes or tractors

· Replace or modify powered hand-tools that expose staff to hand-arm vibration

· When purchasing plant such as mobile powered plant or power tools, choose plant that operates with minimum vibration

· Make sure that plant and tools are serviced regularly

· Provide gloves to keep hands warm and dry if the work is done in cold, wet conditions

· If the vibration itself can’t be eliminated or reduced, minimize staff exposure to it by decreasing the time they spend using vibrating plant and tools. 

· Use job rotation, or do the task in a different way that reduces vibration exposure. 

· If exposure can’t be reduced, it’s better if it occurs intermittently during a shift rather than in one continual block.

	
	Q3.2
	Working in heat and humidity. For staff working in hot conditions:

· reduce temperature and humidity where possible, by providing fans or air conditioning

· use screens, awnings, and appropriate clothing to shield staff from radiant heat sources such as ovens, furnaces and the sun

· relocate work away from sources of heat

· enclose hot processes and increase ventilation to get rid of steam and hot air

· alter work schedules so that work is done at cooler times

· provide opportunities for employees who are not used to working in hot conditions to acclimatise

· provide a cool, well-ventilated area where employees can take rest breaks

· ensure that employees work at a sensible pace

· provide a supply of cool drinking water and encourage employees to drink some regularly

	
	Q3.3
	Working in cold. For staff working in cold conditions:

· make sure that employees take regular rest breaks in a warm place

· ensure that employees wear appropriate clothing that’s not too bulky or restrictive

· ensure that employees wear appropriate personal protective equipment (for example, gloves should provide adequate protection from the cold and allow a good grip of the objects being handled)

· ensure that employees wear non-slip footwear

· ensure that floors aren’t slippery

	
	Q3.4
	Lighting: Poor lighting can make employees adopt awkward postures and movements in order to do their work. For example, to see scratches and other imperfections on painted panels, a person must bend down and twist his or her head to look at the panels side-on.

To improve lighting and visibility:

· provide additional lighting, such as a lamp on a movable arm

· improve the layout of existing lights by lowering or raising them or changing their position in the work area

· increase or decrease the number of lights

· change the diffusers or reflectors on existing lights

· change the lights to improve light levels or improve colour perception

· change what is being looked at – for example, bring it closer to the eye, or change its orientation or position to avoid shadows, glare or reflections

· clean lights and light fittings regularly

· use screens, visors, shields, hoods, curtains, blinds or external louvres to reduce reflections, shadows and glare

The eyesight of employees also needs to be considered. It’s important that employees wear glasses if they need to, and that they have the right glasses for their work.

	
	Q3.5
	Housekeeping

Keeping work areas clean, tidy and free of clutter and obstacles can prevent unnecessary manual handling and help avoid awkward postures and movements.


	Q4
	Can the Systems of Work be altered?

	
	
	Systems of work include job design, the pace and flow of the work, and shift length

	
	Q4.1
	Job Design

	
	
	Working Position: Make sure that staff perform tasks that allow a variety of postures and movements, including a mixture of sitting and standing tasks. Provide regular opportunities for staff performing seated or standing tasks to vary their postures and movements.

	
	
	A seated position is best for:

· work that requires fine manipulation or accurate control or placement of small objects

· prolonged work in the same position

· light manual work

· close visual work that requires prolonged attention – for example, prolonged keyboard work

· work that involves operating a foot pedal

	
	
	A standing position is best when:

· heavy or bulky loads are handled

· forceful movements are used

· the task involves reaching

· movements away from the working position are frequent

· there is no knee room

· there is limited space

	
	
	Team handling should be used if more effective methods of reducing the forces needed to perform the task (such as mechanical aids) are not available.

In team handling, ensure that:

· there are enough people in the team

· one member is appointed to coordinate the task

· the team members are of similar size and strength

· appropriate training is provided

· team members have been trained together, wherever possible

	
	Q4.2
	Pace and flow of the work

	
	
	Setting work rates

· Set realistic work rates: allow for the physical demands of the task and for differences between employees and variation over time. Staff should not have to work at a rate that is at the limit of their capacity.

· Allow enough time for new employees or employees returning from a period of absence to build up to the required work rate. This is particularly important where the pace of work is beyond the employee’s control.

· Incentive and bonus schemes have the potential to create risks by increasing the frequency and duration of manual handling tasks. Employees may need to work faster and for longer periods without breaks in order to meet targets. Alter the work rate to reduce how often or for how long a task is done and control the risk.

	
	
	Organising the work flow

Try to organise the flow of work so that overload during peak periods is avoided. Where possible, use alternatives to machine pacing

	
	
	Job rotation

Job rotation is a good way of avoiding prolonged exposure to monotonous or repetitive work and reducing the risk of injury: vary the frequency and duration of the postures, movements and forces

	
	Q4.3
	Shift Length

	
	
	Shift rosters should take into account the physical demands of manual handling tasks. Make sure staff take adequate breaks during shifts, and adequate time between shifts, to rest and recuperate. 


	Q5
	Can the Objects used in the task be altered?

	
	Q5.1
	Modify the load being handled

	
	
	To eliminate or reduce forces and awkward postures and movements:

· reduce the weight of the object

· make the object less bulky or buy it in a smaller size, so that its centre of gravity is closer to the person handling it

· change the shape or surface texture of the object to make it easier to grip

· provide handles or other holding points on the object to help with gripping and to indicate the best way to lift it

· make the surface of the object cleaner or cooler, make the edges less sharp, or insulate the object so that it can be held against the body

· ask your supplier about the weight of the package and how to handle it safely

· tell the supplier how you want the object packaged

· design the object or package so that its contents won’t shift unexpectedly while it is being moved, and the weight is distributed as evenly as possible

· increase the weight of the object so that it can’t be handled manually, and ensure that mechanical aids are available

	
	Q5.2
	Modify the tools and equipment being used

	
	
	To eliminate or reduce forces required to grip and operate hand tools, make sure that tools:

· have grips that are suitable for the type of force and precision required, provide adequate friction in the grip and distribute gripping force evenly over the hand to avoid concentrated pressure from sharp edges

· can be used with either hand and will fit different-sized hands

· minimise awkward postures of the hand, wrist and arm 

· have trigger forces that are as low as possible

· do not require constant trigger operation, but have an ON/OFF function

· minimise vibration transmitted to hands or other points of contact with the body

· are as light as possible

· are well balanced so that they don’t exert additional forces on the hand, arm or wrist.

	
	
	Balancers and other tool supports

Tools can be suspended from balancers or tool supports to reduce both the force needed to use them and the fatigue resulting from their repetitive and sustained use.

	
	
	Maintenance

Regular maintenance and service of equipment and tools, in accordance with the manufacturer’s specifications, can reduce the force required to operate them. Mechanical aids and equipment introduced as a component of risk control are more likely to be used for the task if they work properly.


	Q6
	Can the Mechanical Aids be provided?

	
	
	Mechanical aids can control the risk of injury by reducing the forces needed to perform manual handling tasks and improving the postures and movements required to do these tasks.

	
	
	To be effective, mechanical aids must:

· be easy to use and not obstruct employees’ work

· be designed to suit the load and the task

· have adequate space for use and storage when not in use

· be readily available when required

· be used by employees who have been trained in how to use them

· not create a risk of injury through their use

· be used in accordance with manufacturers’ instructions

· be well maintained and serviced regularly

	
	
	Mechanical aids also include devices such as:

· slings and straps used in furniture removal to transfer some of the load from the arms to the trunk and legs and to enable the load to be brought closer to the body

· arm slings and other body supports for tasks such as electronic assembly or shearing

· back harnesses for carrying vacuum cleaners backpacks for carrying loads, which bring the load closer to the body and transfer the load from the hands and arms to the trunk

· tool belts, which reduce the need for bending and reaching to pick up tools, and eliminate the need to hold tools when they’re not being used 


	Q7
	What is the role of training in Manual Handling?

	
	
	Information, training and instruction of employees in manual handling techniques must not be used as the sole or primary means to control the risk of injury.

You can only use information, training and instruction as the main way to control risk if you can show that it’s not practicable to control the risk by altering your workplace, the systems of work or the objects used in the task, or by providing mechanical aids.

	
	
	Training in manual handling techniques, or how to perform a task properly, can be an important way to help reduce risk. The technique must be specific, designed for the task and the workplace where it will be used. When training staff in a specific manual handling technique, make sure that the person:

· understands the reasons for doing the task in a particular way

· can recognise the risks and decide the best way to do the task

· can do the task properly and can practise the technique before being required to use it

· is properly supervised when the task is being carried out 


