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Manual Handling Operations Policy 
 
In the development of this local policy, Langney Primary School has adopted the guidance 
and model policy provided by East Sussex County Council (June 2013 version). 

 

Date: 24th May 2014 
 

Document summary 
 

It is the County Council’s policy to ensure that all necessary steps are taken to prevent 
reasonably foreseeable injury to employees from hazardous lifting or handling. This policy is 
not intended to create a blanket prohibition on direct manual lifting, but to set out the controls 
and assessments to be undertaken to ensure safe manual handling operations. 
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About this document: 
 

Enquiries:  Health & Safety 

Author: Health & Safety 

Telephone:  01273 481227/481938 

Email: paths@eastsussex.gov.uk 

Download this document 
From: 
http://intranet.escc.gov.uk/personnel/workin 
g/payconditions/Pages/az.aspx?startswith=  
m 

Version number: 01 

Accessibility help 

Zoom in or out by holding down the Control key and turning the mouse wheel. 

CTRL and click on the table of contents to navigate. 

Press CTRL and Home key to return to the top of the document 

Press Alt-left arrow to return to your previous location. 
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Manual Handling Operations Policy 

 
Key Points: 

 

• This policy outlines the arrangements for complying with the requirements of the 
Manual Handling Operations (MHO) Regulations 1992 

• Hazardous manual handling operations should be avoided if possible. However, the 
County Council recognises that for many work activities, including the provision of 
personal care to service users, pupils, etc., the avoidance of hazardous lifting or handling 
tasks may not be feasible 

• If hazardous lifting or handling tasks cannot be avoided a risk assessment must be 
undertaken by a competent person 

• Where it is appropriate as part of service provision to manually handle people, this must 
be carried out commensurate with their best interests, their dignity, the promotion of their 
independence and their rights under the Human Rights Act 1998 

• All employees required to carry out hazardous manual handling operations will be trained 
in best manual handling practices appropriate to their work 

• Copies of all the Health and Safety Policies can be found via the Intranet on the Health 
and Safety Policies page. 

 
 
1. Introduction 

 
1.1 This policy aims to ensure that all necessary steps are taken to prevent reasonably 
foreseeable injury to employees from hazardous lifting. Definitions of the terms used in this 
policy are as follows: 

 

• “Load" includes any person, animal or inanimate object 

• “Manual Handling" means the transporting or supporting of an inanimate load 
or a person, including the lifting, transferring, putting down, pushing, pulling, 
carrying or moving, by hand or bodily force 

• “Manual Lifting” means taking all or most of the full weight of a person or 
object 

• "Hazardous Lifting or Handling" means handling or lifting which involves the 
risk of injury. 

 
1.2 This policy reflects the guidance in the HSE publication “Manual Handling Guidance 
on Regulations (L23)” and highlights the requirement to investigate all manual handling 
incidents. 

 
1.3 The principles of the HSE publication “Handling Home Care” HSG225 are reflected 
in this policy in respect of the manually handling of people which will be particularly 
relevant in social care settings. 

 
1.4 Risks of injury from hazardous lifting or handling must be assessed to establish safe 
systems of work to eliminate or manage them. 

 
1.5 Manual handling can be a major cause of injury, resulting in time away from work and 
potential litigation. Although many injuries are to the back, other parts of the body can suffer 
strains, sprains, cuts and fractures as a result of handling activities. 
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1.6 Employees may assist people and help support or hold them, but should avoid 
hazardous lifting or handling unless there is no reasonable alternative and then only as 
specified in their individual manual handling risk assessment. This requirement does not 
apply in an emergency when the overriding intention is to save life or prevent an accident. 

 
2. Responsibilities 

 
2.1 Chief Officers will: 
2.1.1 ensure that arrangements are in place for implementing this policy, where 
necessary by applying department-specific guidance 

 
2.1.2 have systems in place for the periodic monitoring of the implementation of this 
policy. 

 
2.2 LMG and other Line Managers will: 

 
2.2.1 implement and monitor this policy and associated documentation within their area of 
responsibility 

 
2.2.2 ensure that if hazardous lifting or handling tasks cannot be avoided a risk 
assessment is undertaken by a competent person to reduce the risk of injury to the lowest 
level reasonably practicable. Consideration will be given to the use of appropriate 
mechanical equipment so as to reduce the risk of injury 

 
2.2.3 designate, and arrange training for, suitably competent employees to undertake risk 
assessments of manual handling activities and make recommendations for their 
elimination or control 

 
2.2.4 ensure all risk assessments are recorded, kept and made available to staff and their 
representatives (Appendix 1) 

 
2.2.5 ensure employees are trained in best manual handling practice.  The extent and 
frequency of the training will be dependent on the type of manual handling required 

 
2.2.6 ensure that work is planned to enable employees to take suitable and sufficient 
breaks from manual handling 

 
2.2.7 ensure that when an employee reports a medical condition which could affect their 
manual handling capability, advice is obtained an Occupational Health Adviser with regard 
to future manual handling activities and a risk assessment undertaken.  A record should be 
kept of any investigation and of action taken 

 
2.2.8 report and investigate all manual handling incidents and ensure relevant risk 
assessments are reviewed after any incidents 

 
2.2.9 ensure that appropriate mechanical lifting equipment is available and maintained in 
good working order in accordance, if relevant, with the Lifting Operations and Lifting 
Equipment Regulations 1998 

 
2.2.10 ensure employees are not required to perform manual handling tasks that put them, 
or those they may be caring for, at risk unreasonably 
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2.2.11 ensure employees have safe systems of work which are monitored and reviewed 
 
2.2.12 ensure that orders for supplies and goods state a suitable weight, configuration and 
point of delivery and ensure that employees are not required to unload or move deliveries 
or furniture unless specifically designated to do so. 

 
2.3 PAT Safety Advisers will: 

 
2.3.1 promote and monitor the application of this safety policy 

 
2.3.2 provide guidance as requested. 

 
2.4 Employees will: 

 
2.4.1 use any lifting equipment provided in the manner intended 

 
2.4.2 attend training/instructional sessions on manual handling as required and carry out 
the techniques in which they have been trained 

 
2.4.3 report all manual handling incidents and any condition or illness which could affect 
their manual handling capability to ensure they are put at no additional risk 

 
2.4.4 inform their manager if they feel that any task is too hazardous for them or is likely to 
pose a risk of injury 

 
2.4.5 use any protective clothing or equipment provided 

 
2.4.6 take care of their own safety and that of others. 

 
3. Training 

 
3.1 Information and training on the basic issues around manual handling must be given 
to all employees. Specific training for those employees required to carry out hazardous 
manual handling tasks should include practical manual handling skills; reference to the 
MHO Regulations and professional best practice; manual handling risk assessment; and 
the various measures, policies and procedures taken by departments to comply with this 
Policy. The content of manual handling training should be tailored to the particular manual 
handling operations likely to be undertaken. 

 
3.2 Records of manual handling training, including typical course programmes, trainers, 
venues and signed attendance lists may be disclosable in the event of any civil or criminal 
action therefore, they must be kept for at least 5 years. 

 
4. Health Factors 

 
4.1 Advice on health matters can be obtained from an Occupational Health Advisor. 

 
4.2 Managers must be aware and take account of any of their staff who are new and 
expectant mothers, have disabilities or other health conditions, and those with concerns 
about their lifting capability; and seek advice as 4.1 above. 
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Appendix 1: Manual Handling Risk Assessments 

 
1.  The aim of the risk assessment (blank form at Appendix 2) is to quantify the 

likelihood of any risks of injuries or conditions, both immediate and cumulative, from 
the way in which the tasks are undertaken, and to prescribe the appropriate safe 
systems of work. 

 
2 Persons designated as departmental risk assessors or manual handling advisers 

must be competent, with sufficient knowledge of safe manual handling principles 
and a practical understanding of the manual handling tasks being undertaken and 
loads handled. They must also have a thorough understanding of relevant HSE 
and other professional guidance and of this policy. 

 
3 Reference should be made to the HSE publication “Manual Handling Guidance on 

Regulations (L23)” for details of the “risk assessment filter”, whereby some 
straightforward manual handling cases might be screened out of the requirement for 
a detailed risk assessment.  Such cases should be monitored periodically to ensure 
they remain within the scope of the “filter”. 

 
4 Risks to staff working away from departmental premises must also be assessed to 

ensure that they are made aware of and are trained in safe systems of work. 
 
5 Risk assessments must be reviewed if there are substantial changes to the working 

environment, the task, the load/person or the individual indicates there is a health 
problem or condition might affect their lifting capability or following a manual 
handling incident. 

 
6 Manual handling procedures, advice, training and risk assessments are arranged 

departmentally, with specific advice on health–related issues available from the 
Occupational Health Advisers. 
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Appendix 2: Moving and Handling of Objects and Loads 
 

RISK ASSESSMENT FORM 
 

 
Workplace 

 
Department 

 

 
Risk Assessor 

 

 
Room/Area 

 

 
Task 

 

 
Date 

 
Review Date 

 

 

Task: 
 

Does it involve? No Yes Score 

1. Repetitiv e handling 0 1 

2 

3 

4 

= monthly/weekly 

= once per day 

= 2 -5 times per day 

= more than 5 times per day 

2. Holding object away from body 0 1  

3. Twisting 0 1  

4. Stooping 0 1  

5. Reaching stretching upwards 0 1  

6. Lifting between high and low levels 0 1  

7. Long carrying distance 0 1  

8. Strenuous pushing/pulling 0 1  

9. Unpredictable movement of object 0 1  

Section Total = 

 

Load/Object: 
 

Is it? No Yes Score 

1. Heavy 0 1  

2. Bu lky 0 1  

3. Dif ficult to grasp 0 1  

4. Intrinsically harmful 0 1  

Section Total = 
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Working Environment: 
 

Is there? No Yes Score 

1. Limit ed space for manoeuvring 0 1  

2. Slipp ery or uneven floors 0 1  

3 Hot/cold humid conditions 0 1  

4 Poor lightning conditions 0 1  

Section Total = 

 

Other Factors: 
 

 
Does the task? No Yes Score 

1. Require unusual capability (eg height/strength)? 0 1  

2. Present a hazard to those who are pregnant? 0 1  

3. At risk workers with disabilities or health problems? 0 1  

4. Present transport problems? 0 1  

5. Had pre vious accidents/incidents been reported? 0 1  

Section Total = 

 
 

Total Score = High (16 – 25) Medium (9 – 15) Low (1 – 8) 

 
Consequence of Hazard 

 
 

Minor injury Injury Over three-day absence Major injury Disability or Death 

 
Persons at Risk 

Current Control Measures in Place 

Please mark appropriate number (1 = very low, 5 = very high) and Risk Priority Rating 

Likelihood : 1 2 3 4 5 Severity : 1 2 3 4 5 

Risk (Likelihood x Severity)  

Risk Priority Rating 
 

High (16 – 25) Medium (9 – 15) Low (1 – 8) 
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Control Measures to be Implemented 

Revised Risk Priority Rating 

(L) x (S) = 
High (16 – 25) Medium (9 – 15) Low (1 – 8) 

Management Action Taken and Implementation Date(s) 

Signature of Manager  

Name of Manager  

Date  

 


