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This procedure guide has been produced in line with requirements specified in the Manual Handling Operations Regulations (1992), Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) and the RCN Guide to the Handling of Patients  (6th edition). It will help ensure that a standardised, practical and knowledge based approach is taken by employees on manual handling in line with current legislation and departmental standards.  This will facilitate a safe system of work.  
Manager’s Responsibilities
What are your responsibilities as a manager?

To ensure that: -

· Measures are in place to avoid, so far as is reasonably practicable, any manual handling that involves a risk of injury
· A suitable risk assessment of any manual handling that involves a risk of injury and that can’t reasonably be avoided is carried out
· The control measures resulting from any risk assessment are implemented
· Manual handling training needs of staff are identified and that staff are released for the relevant training

· Advice is sought from a member of the Manual Handling Team when necessary

· Ensure risk assessments and information on the control measures implemented are shared with all relevant staff, including people other than employees when necessary. 
· All lifting equipment is maintained and serviced and, where appropriate, the requirements of the LOLER regulations are fulfilled. 
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Background

Manual handling is carried out extensively throughout the Department and is one of the major causes of accidents and injury to staff.  By following the detailed guidance contained in this procedure managers will be able to demonstrate that they are complying with all relevant legislation concerning manual handling.

Aims

The procedure covers the following areas:-

· The objectives which the procedure is trying to achieve.

· The responsibilities and systems for assessing manual handling operations.

· When hoists and/or other manual handling equipment are required and how they will be provided, examined and maintained.   
· How manual handling accidents will be recorded and monitored.

· Policy towards people other than employees.

· How the implementation of the procedure will be monitored and reviewed.

· Employees who are under 18 years of age must have risk assessments in place in line with young persons legislation.

Procedure Objectives

This procedure document will ensure that:-
· All manual handling operations are considered to establish those which present a significant risk to health.

· All manual handling operations where there is a risk of avoidable injury are assessed using a standard format i.e. Service User Manual Handling Assessment Form (Appendix 1); Handling Plan for people handling (Appendix 2); and for object handling – Manual Handling (Loads) Health & Safety Guidance for Managers; Manual Handling Hazards & Controls Guidance; Manual Handling Risk Assessment Template (MHRA1) available on the Occupational Safety website.  
·  It is established who is responsible for carrying out the assessment.

· Assessors have adequate information, instruction and training to carry out the task.

· The appropriate hierarchy of control measures are applied to all manual handling operations where there is a risk of avoidable injury, i.e.:- 

1.
Avoid the need for hazardous manual handling, so far as is reasonably practicable.

  2.     Asses any manual handling task that cannot be avoided.  The assessment must be in writing.

3.     Reduce the risk of injury to the lowest level reasonably practicable
4.
Mechanise/automate the manual handling operation.

· All staff receive appropriate information, instruction and training to carry out manual handling operations safely.

· Responsibilities for provision, examination and maintenance of hoists and other manual handling equipment are established before use.
· Assessments and control / risk management measures are monitored for their effectiveness.

· Risk Assessments must be reviewed on a regular basis, and as a minimum, yearly.   
· Manual Handling procedures are reviewed by the Manual Handling Team every twelve to eighteen months.
· Assistant Director’s will establish an auditing system for the procedures.

Procedure for Assessment of Manual Handling Operations

Legislative Context

The Manual Handling Operations Regulations require that manual handling operations which involve a risk of injury should be avoided so far as is reasonably practicable.  Where it is not reasonably practicable to avoid the manual handling operation, a suitable and sufficient assessment must be undertaken. Such an assessment should consider the task, individual capability, load and environment (TILE). If it is not reasonably practicable for the manual handling operation to be avoided then appropriate measures must be introduced to reduce the risk of injury to the lowest level reasonably practicable.

This Section of the procedure aims to detail how the Department will comply with the above requirements of the Regulations.

Manual Handling of Objects
Refer to the Manual Handling (Loads) Health & Safety Guidance for Managers, available on the Occupational Safety website, for information on the risk assessment process and control measures.
Manual Handling of People
Manual Handling Needs Assessment Form

All relevant staff will incorporate identified manual handling problems on their initial needs assessment form to reduce the risk to the lowest level reasonably practicable.

All staff who are required to attend a manual handling course (see page 6) will be trained in the identification of manual handling operations which may be a risk to health. When such a manual handling operation has been identified, a Service User Manual Handling Assessment Form (See Appendix 1) should be completed by a competent person (see glossary) to assess how manual handling will be managed safely.
Service User Manual Handling Assessment Form

Once a competent person has completed a Service User Manual Handling Assessment Form (Appendix 1) advice will be given by a Manual Handling Advisor (see glossary) on what equipment will be needed to minimise risk.

If the manual handling operation is particularly difficult to assess then a detailed risk assessment will be performed by a member of the Manual Handling Team.  A Handling Plan (Appendix 2) will then be devised in conjunction with the appropriate Manager/ Enablement Coordinator.  
For Home Care service users, a copy of the Assessment Form should be kept at the service users home and one with their file. For residential and day care establishments a form should be completed for each service user where it is not reasonably practicable to avoid manual handling. The manager for that establishment is responsible for ensuring that protocols are in place which details the procedures for ensuring that the risk of injury from manual handling is reduced to the lowest level reasonably practicable.      
Review of Assessments
The manual handling assessments must be reviewed when necessary (eg. a change in the service users level of dependence), but as a minimum once a year. This must be undertaken by a ‘competent person’ (see glossary for definition). A flow chart (Appendix 3) has been provided to assist with the manual handling process.

Provision of Training

Introduction

All staff who are required to carry out Manual Handling Operations which may be a risk to their health will receive appropriate training.  

Training will be provided as part of a rolling programme with those who are at greatest risk being given priority.

Initial appraisal of risk and risk assessments will be supported by a training programme for each employee to ensure that workplace assessments are undertaken.  Appropriate training will then be given to meet a workplace need.
Training For Staff Who Manually Handle People As A Significant Part Of Their Jobs.
All Staff who perform manual handling operations as a significant part of their job will receive appropriate training.  

Those who manually handle as a significant part of their job, but do not supervise staff will attend one of the manual handling courses organised by the Workforce Development Unit The following job types are in this category:-
· Enablement Assistants

· Residential Carers

· Day and Resource Centre Carers

· Respite Carers
All employees will complete as a minimum:

· 1st year 1 day basic back care
· 2nd year ½ day refresher

· 3rd year ½ day refresher

· 4th year 1 full day update.

Managers must book staff onto a manual handling course through the Workforce Development (evolve).  Managers will be contacted should a member of staff not complete the course satisfactorily.  Managers must then address the issue appropriately i.e. re-train, close supervision etc.
Training For Managers Who Supervise People Who Manually Handle As A Significant Part Of Their Job.
The following job types are considered to be in the above category:-

· Home Care Managers

· Enablement Coordinators
· Residential  Home Managers / Assistant Managers
· Day and Resource Centre Managers / Assistant Managers
· Assistant managers in Time Out Service, Shared Lives

All the above staff must attend the 3 day Manual Handling - Operational Managers course. Following this a 1/2 day refresher course yearly. The course includes training on how to carry out manual handling risk assessments.

The Manager of the service must ensure that staff successfully completes this training.
Social Workers - to attend a 1 day practical Manual Handling course following completion of e-learning course for manual handling theory.  
Training For Staff & Managers Of Staff Who Manually Handle Objects

All staff and managers of staff who may have to manually handle objects as part of their work, will receive appropriate training.

All such staff should attend a basic course organised by the Workforce Development. Managers must ensure that staff book onto the course relevant to their job role through evolve/Workforce Development Unit.
Training for Volunteers
Any volunteer who works for Dept. of Health & Wellbeing, Operational Services will be instructed that they must not undertake manual handling tasks until they have received appropriate training. Managers will be responsible for ensuring that volunteers receive appropriate training before carrying out any manual handling operation that may be a risk to health (see guidance document Moving and Handling for Volunteers working in Care Services and Establishments on the Occ.Safety website)
Training for Informal Carers e.g. Family Members
Informal carers will be shown how to safely use any manual handling equipment provided.
 Refresher Training/Support
All staff who undertake manual handling tasks as a significant part of their job will receive appropriate refresher training and support. This will normally be provided by the Manual Handling Team.  All manual handling courses are accessed via the Workforce Development Unit.  
New Starters
No new member of staff will be required to carry out any manual handling operation which could risk their health until they have received appropriate training. The manager of the new starter will be responsible for ensuring the above.

Provision and Maintenance of Manual Handling Equipment
The Manual Handling Operations Regulations require organisations to avoid hazardous manual handling where there is a risk to health, if this is reasonably practicable. A risk assessment needs to be made before manual handling takes place as to the best way of reducing the risks to the staff involved.

If a transfer / assisted movement of a service user is required which would involve a risk of staff being injured, then a Service User Manual Handling Assessment form should be completed (appendix 1).  A Manual Handling plan must be completed for any service user who requires intervention to move / transfer, using equipment and / or help from staff.  This must be completed by a competent person and it must remain with the service user (appendix 2).
 When equipment is obtained to aid lifting/moving service users, suitable and sufficient risk assessments must be completed and the requirements of the Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) must be fulfilled. Managers should familiarise themselves with the following documents – 
the HSE information sheet How the lifting Operations and Lifting Equipment Regulations apply to Health and Social Care 

a new ACOP (approved code of practice) - Safe use of Lifting Equipment LOLER Regulations 1998 (http://www.hse.gov.uk/pubns/books/l113.htm)
and   Lifting Operations and Lifting Equipment (LOLER) Guidance for Managers on the Occ. Safety website, 

particularly the requirements for
· a register of lifting equipment on the premises

· suitable and sufficient risk assessment for the use of the equipment

· thorough examination of equipment by a competent person – every 6 months or less for equipment used to lift people (records to be kept on site, or if stored electronically), be accessible from site).
· schedule for routine maintenance and inspections between thorough examinations.

All hoists/lifting equipment supplied by the Occupational Therapy Section, BACES and Facilities Management will be placed on a servicing/repair schedule.  The LOLER ‘thorough examination’ will be arranged by the Councils Insurers.   
Unit Managers who arrange for the purchase of a hoist/lifting equipment must ensure that it is placed on a contract for servicing/repair. This is done by contacting the Lift Unit, telephone 433868. Where appropriate, also inform the Insurance Section for it to be added to the list for ‘thorough examination’.   
Unit Managers of residential or day care units where service users need to be hoisted can request advice from the manual handling advisors as to the most suitable type of hoist for their establishment. If the most appropriate solution is not to provide a hoist then consideration must be given to what other manual handling equipment should be used to reduce the risks.

Domestic Premises

Where lifting equipment is provided for clients in domestic premises, for their own use or for use by their family/friends, it is not supplied for work purposes and is not subject to the LOLER regulations.  

LOLER does apply when the lifting equipment in domestic premises is used by employees and it is the employer’s duty to ensure the employee’s safety and ensure that the equipment is safe to use, either by having it assessed (thoroughly examined) or by providing suitable equipment for their employees.  
People Other Than Employees

Introduction 
This section will cover manual handling tasks undertaken by people other than employees e.g. volunteers, contract cleaners and workers, carers, casual staff, students, people on work placements and visitors.

Volunteers
Volunteers will not normally be expected to undertake manual handling of people in their capacity as a volunteer. Where volunteers are used to assist people, eg conveying someone in a vehicle, they should be familiar with the risk assessment used by employees in relation to such occurrences and should be aware of their own responsibilities in relation to taking sensible action when assisting people in such ways. Volunteers should also be familiar with the object handling risk assessments undertaken in the workplace where they are volunteering (see guidance document Moving and Handling for Volunteers working in Care Services and Establishments).
Contract Workers/Agency Staff
Where contract workers/agency staff are engaged by the Health & Wellbeing Department, it is the responsibility of the manager to ensure appropriate risk assessments have been undertaken in relation to any work they are carrying out and that the risk assessments are shared with the contract workers/agency staff.

It is the responsibility of their employers to provide the necessary and appropriate manual handling training. Managers have a role in monitoring/checking that such training has been undertaken.
Agency Staff on Home Care Contracts

All contracts for home support will be constrained to organisations on the Departments accredited list. Accredited agencies are responsible for providing manual handling training for their own staff.  Equipment provision for use by their staff will be provided by Health & Wellbeing Department upon receipt of a suitable and sufficient risk assessment emailed OT Teams Cornerstones or work flowed to the OT & enablement team. 

Casual Staff
Casual staff should be treated in exactly the same way as employees of the Council.

People on Work Placements and Students
This will depend on the nature of the placement and who is arranging this.  However, it should be clear that the organising agency/college have taken appropriate steps to advise on the appropriate manual handling policies and procedures to be carried out whilst on placement. People on placement should be advised of the relevant risk assessments. It may be appropriate to undertake relevant training provided by the Department.

Visitors
Visitors must not be involved in any manual handling that has the potential to lead to avoidable harm.
The Role of Occupational Health Advisers 

Managers should encourage their staff to report any problems, aches and pains they are experiencing when they undertake manual handling activities 

Pre-Employment Assessment
The Occupational Health and Wellbeing advisers undertake pre-employment screening for high risk occupations within Health & Wellbeing Department 

Return to Work Assessment
Unfortunately employees do have time off work due to sickness or following accidents and when they return to work managers have to reassess the employee's capability (short term and long term) to undertake work, particularly their manual handling tasks. 
Following significant accident/sickness absence (more than 10 continuous working days), managers should refer an employee to the Employee Health and Wellbeing Unit as soon as possible before a return to work. Referral is to enable managers to access professional medical advice so managers can manage the situation effectively. This will enable an assessment of the employee's capability and to advise on a suitable supportive return to work programme, if appropriate. 

The Occupational Health Adviser can:

· advise managers as to the prognosis for an employee’s return to work

· help identify work issues which may impact on an employee’s ability to work

· suggest reasonable adjustments that may be required to enable an employee to remain at work/return to work.

Where manual handling is a significant part of the employees work, it may be advisable to involve the OT & Enablement team in the assessment of their capability in the workplace setting, to increase awareness and update their manual handling skills to ensure they do not place themselves, or others, at risk.

Staff Self Referrals
Any member of staff can refer themselves to the Employee Health and Wellbeing Unit at any time if they feel they have difficulties in performing their manual handling duties at work.  The Occupational Health Advisers will be supportive and understanding in dealing with any risks to health brought to their attention and the outcomes of the issues raised.  All matters will be dealt with confidentially.
Monitoring Progress

As specified in the Council’s Health and Safety at Work Policy, the Assistant Directors will monitor the effectiveness of this procedure.

Managers at all levels will be involved in monitoring manual handling activities within their area of responsibility. 

The following parameters could be used to monitor the success of procedures:-

Training
· Number of Managers who have received appropriate training.

· Number of staff who have received appropriate training.

· Analysis of the course content by the management of the O/T & Enablement team annually.
Risk Assessment
· Number of manual handling operations appropriately assessed.

· Number of appropriate manual handling assessments completed.

· Frequency of risk assessment reviews

Manual Handling Equipment

· Availability of appropriate manual handling equipment after assessment.

· Time taken to supply appropriate manual handling equipment.

· Amount of equipment on appropriate examination / servicing schedule.

Analysis of Accident Statistics
· Number of 'reportable' manual handling accidents.

· Number of non 'reportable' manual handling accidents.

· Time lost through manual handling accidents.

Analysis of Sickness Absence
· Time lost through musculoskeletal disorders for staff who undertake manual handling tasks.

Review of Procedure

The Assistant Directors of the Department will arrange for this procedure document to be reviewed in 2022, or sooner if there are significant changes. 
Glossary
Manual Handling:

Any transporting or supporting of a load, including lifting, putting down, pushing, pulling or moving by hand or bodily force.   

Hazard:

Anything that has the potential to cause harm.   

Risk:

The likelihood that the hazard would cause ill health or an accident resulting in injury or damage. The severity of the harm must also be considered. 
Competent Person:

A person who has successfully undertaken the 3 day Manual Handling - Operational Manager’s Course.
Manual Handling Equipment:

Includes; trolleys, sack carts, mobile hoists (electric and hydraulic), ceiling track hoists, gantry hoists, over bed hoists, stand aid hoists, slings, sliding boards, sliding sheets, rota stands, handling belts, turning discs and one way glides. 

Manual Handling Team:  based Cornerstones
Manual Handling Advisors

OT Team Manager Sue Haddock
Sandra Meehan Moving & Handling Advisor 
Lorraine Mamusi Moving & Handling Advisor
               Email: OT Teams Cornerstones
Appendix 1                                 BRADFORD METROPOLITAN DISTRICT COUNCIL
SERVICE USER MANUAL HANDLING ASSESSMENT FORM 
Please  indicate risk factors
	TASK
	INDIVIDUAL CAPABILITY
	LOAD
	ENVIRONMENT

	Does the Task involve:
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THIS RISK ASSESSMENT IS APPLICABLE IN THE FOLLOWING ENVIRONMENTS:

-

  

 

 

 

 

 

Dear …………………., this is a plan of care, for our staff to follow, to safely assist you with your mobility needs. If you have any questions 

about it, 

please ask your carer.

 

 

 

DATE

:

 

 

 

       

ROUTINE ASSESSMENT DUE

:

 

 

 

 

 

 

 

 

       ASSESSOR:

 

 

NAME:

 

 

 

 

 

 

     

SIGNATURE:

 

   

 

/

    

/

 

RISKS

 

MOBILITY:

 

                         BODY SHAPE: 

 

 

 

      PAIN:

 

 

 

 

 

 

      SKIN:

 

 

 

 

        FEAR:

 

       UNDERSTANDING:

 

 

  BEHAVI

OUR:

 

 

        HISTORY OF FALLS:

 

 

Please expand on all areas ticked in the box below marked other:

 

 

 

OTHER

 

 

 

 

 

 

 

 

 

 

EQUIPMENT &

 

eg.

 

Sensory impairment

 

 

 

 

 

 

 

 

ENVIRONMENT

 

      

continence

 

 

 

 

 

 

 

Space/furn    eg.  

Space, furniture

 

       cultural consideratio

ns

 

 

 

 

 

 

 

 

      Postural constraints

 

       On site / off site / 

 

       day care

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

/

     

/

 

NB. 

TO BE KEPT WITH CARE PLAN

 

 

THIS FORM MUST BE 

SIGNED BY ALL INVOLVED 

CARERS

 

 

Ability to self help:

-

 

 

                                                        Needs assistance:

 

 

      Dependent:

 

 

Re assessment due to change in 

circumstances:  Date

 

 

 

 

 

 

    

 

 

     

/

     

/

 

NB. 

TO BE KEPT WITH CARE PLAN

 

SS35

 

Pushing
 
Pulling
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Method of Manual Handling (Community Care)

 

MOVEMENT IN BED

 

 

No. of staff 

………

……

 

 

Equipment

…………………………

 

……………………………………….

 

……………………………………

 

WALKING

 

 

No. of staff 

……………

 

 

Equipment

………………………….

 

……………………………………….

 

……………………………………..

 

SITTING & STANDING

 

 

No. of staff 

……………

 

 

Equipment

…………………………

 

……………………………………….

 

……………………………………..

 

TRANSFERS

 

 

No. of staff 

……………

 

 

Equipment

…………………………

 

……………………………………….

 

……………………………………..

 

ON AND OFF BED

 

 

No. of staff 

……………

 

 

Equipment

………………………….

 

……………………………………….

 

……………………………………..

 

WASHING

 

 

No. of staff 

……………

 

 

Comments & Equipment

…….……………….

 

…………………………………………………….

 

………………………………………

………….

 

TOILETING

 

 

No. of staff 

……………

 

 

Comments & Equipment

……………………

 

………………………………………………….

 

…………………………………………………

 

DRESSING

 

 

No. of staff 

……………

 

 

Comments & Equipment

…….…

…………..

 

…………………………………………………..

 

…………………………………………………..

 

METHOD

 

METHOD

 

METHOD

 

METHOD

 

METHOD

 

METHOD

 

METHOD

 

PERSONAL CARE

 

Stooping
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TRANSPORT TO & FROM 

DAY CENTRE & HOME

 

 

No. of staff 

……………

 

 

Equipment

…………………………

 

……………………………………….

 

   …………………………………..

 

WALKING

 

 

No. of staff 

……………

 

 

Equipment

………………………….

 

……………………………………….

 

………………………………………

 

SITTING & STANDING

 

 

No. of staff 

……………

 

 

Equipment

…………………………

 

……………………………………….

 

……………………………………..

 

TRANSFERS

 

 

No. of staff 

……………

 

 

Equipment

………………

…………

 

……………………………………….

 

………………………………………

 

ACCESS TO & FROM 

TRANSPORT

 

 

No. of staff 

……………

 

 

Equipment

………………………….

 

……………………………………….

 

  …………………………………..

 

METHOD

 

METHOD

 

METHOD

 

METHOD

 

METHOD

 

METHOD

 

METHOD

 

TOILETING

 

 

No. of staf

f 

……………

 

 

Comments & Equipment…………………………………………………

 

………………………………………………………………………………

 

…………………………………………………………………………….

 

THERAPEUTIC HANDLING

 

 

No. of staff 

……………

 

 

Comments & Equipment

…….……………………………………….

 

…………………………………………………………………………….

 

…………………………………………………………………………….

 

 

Stretching                         
 
Reaching
 
Bending
 
Twisting
 
Kneeling
 
Crawling
 
Straight /

Crossed legs
 
Postural 

constraints
 
Frequency /

repetition
 
Carrying

long distances
 
Other………………
	Are any of the following an issue:

Age
      

Gender
      

Existing Health 

Problems
      

Pregnancy
      

Return to work
      

Shift pattern
      

Training
      

Unusual height
      

or strength

Weight
      

Height/difference
      

Ability
      

Education
      

Culture
      

Time
      

Fatigue
      

Other……………….
	Is the Load:

Large
      

Small
      

Hot
      

Cold
      

Wide
      

Bulky
      

Long
      

Delicate
      

Frail
      

Unstable
      

Is the person:

Confused
      

In pain
      

Unco-operative
      

Slippery
      

Mal-odorous
      

Other………………..
	Is the Environment:

Too hot
      

Too cold
    

Dark
      

Badly ventilated 
      

Cluttered 
      

Infested
      

Has the environment:

Uneven surfaces
      

Badly fitted 

carpets
        

Worn carpets
 
Heavily patterned
  

Slippery floor 

covering 
 
Steps/stairs
 
Pavements
      

Other………………….


Are the Hazards highlighted controlled by the Handling Plan?
Yes
No further action


No
Identify issues and control measures overleaf
Signature………………………………………………….          Print Name…………………………………………………..
SERVICE USER MANUAL HANDLING  ASSESSMENT FORM


Appendix 2  HANDLING PLAN
Appendix 2

Appendix 2 

Appendix 3
MANUAL HANDLING RISK ASSESSMENT FLOW CHART
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Identify Hazards




















Issues Arising from Hazards identified

















Control Measures taken to reduce the risk of injury to staff/service user





Swift Number ………………………………


Service User Name ……………………....


Service User Address …………………..


………………………………………………...


………………………………………………...


Post Code …………………………………..


Telephone number ………………………..


D.O.B ………………………………………...


G.P. …………………………………………..


Surgery ……………………………………...


Telephone number ………………………..


Date of Assessment ………………………


Date of Re-assessment …………………..


Signature ……………………………………


Print Name ………………………………….





Do activities involve manual handling of loads or people or is there a risk that the situation could be unpredictable or hazardous and require unforeseen manual handling intervention





YES





NO





YES





NO





Regulations do not apply





End of initial exercise





Review if conditions change significantly





Is the Handling Plan suitable and sufficient to avoid the risk of injury?





Is the assessment adequate to control hazardous manual handling?





YES





NO





Carry out a Manual Handling Risk Assessment


(appendix 1 or  Object Handling risk assmt.)





Review risk assessment and/or seek specialist advice from Manual Handling Team





Write a Handling Plan


(appendix 2)








Ensure handling plan available to all care staff





Set review date or review if situation changes
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