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Manual handling

1.

Purpose

1.1
To introduce a concise policy and procedure to support staff
undertaking manual handling activities and ensure that the County
Council has a consistent approach to the management of the risks
associated with manual handling.
1.2
This policy will apply to all work activities involving manual handling
across the County Council. Individual Directorates or sections may
need to supplement this policy with specific guidance relating to
their areas of service provision, particularly those who are involved
in known high risk activities such as the manual handing of people
or machinery.
1.3
This policy and procedure applies to all Dorset County Council
employees. All school governing bodies will be encouraged to adopt
this or a similar policy by which their staff may also be protected and
supported. This recognises the joint responsibility of Governors and
the County Council for the health, safety and welfare of all staff
employed in schools.
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2. Introduction

2.1
The transporting or supporting of loads by human force (known
as manual handling) is associated with more than a third of all
injuries reported to the Health and Safety Executive each year.
The most common injuries are sprains or strains, often of the back
and which can take prolonged periods for recovery to take place.
This highlights the importance of good manual handling practices,
which will serve to prevent these longer-term injuries arising.
2.2
Many injuries are cumulative in that they result from a series of
events or incidents rather than being the result of a single accident.
2.3
To promote good practice it is necessary to develop safe systems
of work for all staff. This concerns not only the practical responses
to situations where manual handling is required but also to the
recognition of situations which might prove hazardous.
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3.

The Legal Framework

3.1
The Manual Handling Operations Regulations 1992 augment
existing legislation, principally the Health and Safety at Work Act
1974; and can be linked to the 'risk assessment' requirement in
the Management of Health and Safety at Work Regulations 1999.
3.2 The Health and Safety at Work Act 1974
This requires employers to ensure so far as is reasonably practicable,
the health, safety and welfare of staff and applies to all work
activities.
Employees have a duty to take reasonable care of their own health
and safety and that of other people who may be affected by their
actions. They also have a duty to co-operate and comply with their
employer on health and safety matters.
3.3

Risk Assessment

The Management of Health and Safety at Work Regulations 1999
requires the employer to "make a suitable and sufficient assessment
of the risks to health and safety of his employees to which they
are exposed whilst they are at work". Further guidance on risk
assessment in the wider context and generic risk assessment
proformance can be found in the County Council's Risk Assessment
Policy and Procedure.
3.4

Manual Handling Operations Regulations (MOOR) 1992
(as amended)

These regulations are aimed at improving the safety of all staff
involved in manual handling by ensuring that all such operations
are properly assessed, that risks are identified and measures taken
to reduce those risks as far as is reasonably practicable.
The definition of manual handling from the MOOR is:
"any transporting or supporting of a load (including the lifting,
lowering, pushing, pulling, carrying or moving thereof) by hand
or by bodily force".
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4.

The Policy

4.1
The County Council fully recognises its responsibilities towards the
health, safety and welfare of its employees and is committed to
promoting and supporting safe working practices for all manual
handling activities.
4.3

The County Council will ensure that:

• Managers and/or designated staff conduct assessments of
the risks to the health, safety and welfare of staff caused by
carrying out manual handling activities. A 'Manual Handling
Assessment Checklist' is attached to this policy at Appendix
A and should be used to identify the specific aspects of
manual handling that can cause harm.
• Managers and/or designated staff introduce, implement and
monitor any control measures required as a result of the risk
assessment.
• Findings and outcomes of manual handling risk assessments
are recorded and made available
• Appropriate levels of information, instruction, training and
support are provided as is necessary to ensure the health,
safety and welfare at work of all employees who are involved
in manual handling activities and to enable manual handling
risk assessments to be carried out.
• Staff carrying out activities involving manual handling are
able to request advice and assistance if they feel it is beyond
their physical ability.
• Competent persons are available to assist managers in
fulfilling their health, safety and welfare obligations.
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5. Manual Handling
Risk Assessment

5.1
In simple terms, risk assessment is thinking about what could
go wrong and deciding if enough has been done to prevent it.
5.2
An assessment of ALL manual handling activities applying to
both inanimate and animate loads must be made to identify:• Whether there is any associated risk of injury and if so;
• Whether the operation be avoided, automated or mechanised.
Where it is not possible or practicable to avoid manual handling, a more
detailed assessment of the operation required must be carried out.
The areas examined under the assessment will include:
-

the nature of the task itself;
the characteristics of the load involved;
the work environment;
the individual capacity of the employee concerned.

All such assessments must be recorded.
5.3
There is also a requirement to review and revise as necessary, any
manual handling risk assessment if:• There is a reason to suspect the assessment is no longer valid;
• There has been a significant change in matters to which the
assessment relates.
5.4
A 'Manual Handling Assessment Checklist' is attached at Appendix
A to this document and available in pad form and has been
designed for use when making the initial assessment. It should
be completed in conjunction with the guidance notes.
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5. Manual Handling
Risk Assessment

5.5
The ways in which risks can be reduced should be identified and
appropriate action taken. Where risks cannot be reduced to a
reasonable level, reference should be made to the appropriate
manager and/or member of the County Health and Safety
Team for guidance.
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6. Key Management and
Staff Responsibilities

6.1
Managers and all DCC employees are responsible for the following:
6.2
To ensure that this policy and procedure is fully implemented.
6.3
To identify hazards relating to manual handling and carry out risk
assessments using the 'Manual Handling Assessment Checklist'
(Appendix A) and associated guidance notes, (Appendix B).
6.4
Involve staff and users of their service as appropriate in the risk
assessment process.
6.5
Take appropriate action to ensure, so far as is reasonably
practicable, a safe working environment with particular regard
for manual handling.
6.6
Make full and proper use of any equipment provided, or system
of work defined for their safety.
6.7
Report to their manager any failure or deterioration of equipment
or any difficulty in following the defined system of work.
6.8
Where a particular manual handling operation is likely to leave an
unacceptable degree of risk of injury and all feasible alternatives
have been considered, the manager should make the decision
not to continue with the existing arrangements.
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Key Management and Staff
Responsibilities

6.9
Share risk assessment information with other agencies involved in
handling operations alongside or in parallel with County Council
staff. Each employer retains responsibility for the assessment of
activities involving their staff but should ensure that all relevant
information is shared. This is particularly relevant in situations
where service users/pupils are moved by staff alongside
and/or in partnership with other agencies.
6.10
Review risk assessments and re-assess if circumstances have
changed or if the process needs to change in the light of
experience.
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7. Learning and
Development

7.1
Managers should ensure that staff carrying out manual handling
activities have been given the appropriate level of training, advice
and guidance to enable them to do it safely.
7.2
The learning should include the following as a minimum
requirement:•
•
•
•
•

How to recognise potentially harmful manual handling
Appropriate safe systems of work
Use of mechanical aids
Good posture and handing techniques
Reporting procedures if things go wrong

7.3
Managers and/or designated staff carrying out the risk assessments
of manual handling activities should ensure they are familiar with the
process and responsibilities within this policy and relevant legislation.
Briefing workshops will be available for those wishing to attend and
to support the wider implementation framework of health, safety
and welfare policies in general.

8.

Review

8.1
This policy and procedure will be regularly monitored for
effectiveness by the Joint Health, Safety and Welfare Committee
and reviewed in line with the County Council's commitment to
continuous improvement.
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Appendix A

Manual Handling – Assessment Checklist
This checklist should be completed as per the guidance notes and in conjunction with the Manual Handling Policy

1) Summary of Activity
Operations/activities covered by this assessment:

Normal centre of duty:

Date of assessment:

/

/

If assessment away from normal duty centre, record address details here:

2) A. Does the Manual Handling operation involve a risk of injury?

Yes

No

If Yes, go to Section B.
If No, the assessment need to go no further, but should be held for future reference.

B. More detailed assessment.
C. Overall assessment of risk:
Low

Medium

High

D. Action taken/outcome:

3) Assessor’s Name:

Signature:

For further advice on completion of this assessment, refer to the ‘Manual Handling Policy'.
Support and/or advice in relation to this policy and other safety related policies can be sought
from the County Health and Safety Team on County Hall ext. 4092 / 8651 / 4095

Section B – More detailed assessment, where necessary:
Questions to consider
(If the answer to a question is ‘YES’ place a 3
against it and then consider the level of risk)
Yes

Level of risk
(3 as appropriate)
Low

Med

High

The tasks – do they involve:
• Holding loads away from 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

The loads – are they:
• Heavy
• Bulky/unwieldy
• Difficult to grasp
• Unstable/unpredictable
• Intrinsically harmful
(e.g. sharp/hot)

The working environment – are there:
• Constraints on posture
• Poor floors
• Variation in levels
• Hot/cold/humid conditions
• Poor lighting conditions

Individual capability – does the job:
• Require unusual capability
• Hazard those with a
health problem
• Hazard those who are pregnant
• Call for special information/
training

Other factors Is movement or posture hindered by
clothing or personal protective equipment

Deciding the level of risk will inevitably call for judgement.

When you have completed Section B, go back to Section C.

Possible remedial action
(Make rough notes in this column in
preparation for completing Section D)

Appendix B

Guidance notes for the completion of
Manual Handling Assessment Checklist
This detailed system of risk assessment should be used to assess activities involving the manual handling
of all loads. Follow these guidelines whilst working through the Manual Handling Assessment Checklist
and identify any action required to reduce risks. This detailed system of risk assessment should be used
to assess activities involving the manual handling of all loads.

1. Summary of Activity
A brief outline of the manual handling activity should be entered into this section. Also record here
any breakdown of tasks i.e. into building, carry up stairs, load onto shelving etc. to identify the
components of the activity rather than the whole i.e. delivery of stores items.
The establishment or workplace should also be recorded, even if the activity is to take place away
from the normal centre of duty.

2. Assessment
A. Identify whether the activity involves a risk of injury. If the answer is no, complete part 3 of the form
and keep for your records.
B. Complete this section by assessing whether the manual handling activity involves any of the risks
identified.
The level of risk should also be assessed under the headings of low, medium and high.This will aid
to prioritise remedial action for removal or reduction of risk. Make notes in the end column to also
assist with this process.
C. The results from your assessment in section B will give you a focus for taking action, i.e. those
activities with the medium – high score must take priority over action required to minimise risk
of a low type.
D. Details of remedial action required and/or outcome of the assessment should be identified in
this box.

3. Record Keeping
Record the name of the assessor and a signature to confirm the assessment is complete and any
subsequent action that has been agreed and/or taken.
File the completed form for your records.

County Health and Safety Team
County Hall Colliton Park
Dorchester DT1 1XJ
Telephone: 01305 224095
www.dorsetforyou.com

Produced by
County Health and Safety Team
and Dorset Design
County Hall Colliton Park
Dorchester Dorset DT1 1XJ
Printed by
Dorset County Council
Printing Services
Unit F3 Marabout Industrial Estate
Dorchester Dorset DT1 1YA
Dorset County Council March 2006
dd03597

