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Definition of Manual Handling
Movement or support of any load by physical effort, including:

· lifting

· putting down

· pushing

· pulling

· carrying

· moving

Includes using mechanical aids such as trucks, trolleys etc.

(HSE, 1998, Manual Handling  - Guidance on Regulations, HMSO)
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Legislation
Manual Handling Operations Regulations 1992
Employer has responsibility to:
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Identify manual handling operations

· Avoid manual handling where practicable

· Reduce manual handling risks

· Assess remaining manual handling risks
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Provide information and training to staff
Employee has responsibility to:
· Take care of self and others
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Follow instructions and procedures as given
Health & Safety at Work Act 1974 (HASAWA) 
(See your health and safety at work poster in the home)
Employer has responsibility to: 
· Ensure the health, safety and welfare at work of its employees
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Provide training and equipment (inc free PPE) to all staff

Employer has responsibility to: 
· Take care of self and others

· Follow instructions and procedures as given
· Not to use anything for the purpose of health and safety for any other purpose
· Report any incident , accident , hazaerd and near miss
Management of Health & Safety at Work  Regulations 1999

Employer has a duty to: 
· Undertake risk assessments

Provision and Use of Work Equipment Regulations 1998 (PUWER)

Employer has a duty to: 

· Ensure equipment for work is maintained and in safe working order

Employee has a duty to:

· Use the equipment provided in the correct manner according to the manufacturer’s instructions

· Co-operate with and attend training

Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)

Employer has a duty to: 
· Make detailed risk assessments when undertaking lifting operations using equipment at work
· Maintain all equipment on a 6 monthly basis 

Employee has a duty to:

· Use the equipment provided in the correct manner according to the manufacturer’s instructions
· Check that 6 monthly checks have been completed on equipment prior to use and visually check all equipment for any obvious signs of wear or damage and report.
Human Rights Act 1998

In relation to manual handling it is important to find a balance between the rights of employees and individuals receiving care.  Decisions made regarding care provision and manual handling activities must consider this Act

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)

RIDDOR 1995 requires the reporting of work-related accidents, diseases and dangerous occurrences.  It applies to all work activities, but not to all incidents.  
The employee has a duty to: 
· Inform employer as soon as possible after any accident/incident at work

· Record the accident/incident in the accident book
Within an organisation all employees must comply with moving and handling policies 
Spinal Awareness
The Basic Structure of the Spine

The spine is the central component of the skeleton and is the body’s principle scaffolding; it supports the skull, and anchors the ribs, pelvis and shoulder bones.  When viewed from behind, the spine should be straight and from the side it should form a gentle ‘S’ shape – the spinal curve allows for greater flexibility and an ability to absorb compression forces.  The spinal column has five regions: cervical, which is the most flexible part of the spine, thoracic, lumbar, sacrum and coccyx.  
The lumbar region of the spine bears the majority of the body’s weight plus any weight that is being lifted; it also twists and bends more than the upper part of the spine, so it is more susceptible to injury, damage and pain.
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The Three Components of the Spine

	The Vertebrae

The vertebrae are small bony units that form the spine and provide broad areas for the attachment of muscles, tendons and ligaments that allow the body to move

	
	The Intervertebral Discs

The vertebrae are divided by discs that are made of a tough, fibrous outer layer and a soft fluid-filled centre and have four main functions:

· Absorb shock

· Act as a spacer between vertebrae

· Reduce friction during movement

· Limit excessive movement
As discs have very few nerve endings and no blood supply they do not have a way to repair themselves, therefore pain caused by damage to the discs can last for years



	
	Muscles and Ligaments

Muscles allow for movement and have a very good blood supply and therefore can heal from injury relatively quickly.  Stooping and sudden movements can lead to overstretching and damage (strain)

Ligaments hold bones together to prevent excessive movement and have a poor blood supply, so inflammation after injury can take a number of hours to present.  However, once inflamed, healing takes a long time



	
	


The Effects of a Musculo-Skeletal Injury
	Personal

· Lifestyle

· Sleep disturbance

· Job prospects

· Leisure activity
	
	Financial

· Reduced income

· Home life

· Pension



	
	
	

	Employer 

· Wage and overtime

· Re-training costs

· Loss of reputation

· Civil liability costs
	
	Society

· Fewer skilled workers

· Less spending power

· Increase in incapacity benefit payments


Factors which can contribute to Musculo-Skeletal Injury
	Ageing

· Wear and tear

· Arthritis

· Osteoporosis


	Psychological/Attitudes

· Stress

· Anger

· Fatigue



	Direct Trauma

· Slip/Fall

· Direct blow

· Sudden movement

	RSI/Cumulative strain 

· Repetitive work

· Continuous low- grade stresses and strains



	Congenital Defects

· A birth defect

· Hereditary


	Chemical/Biological Factors

· Smoking

· Alcohol/Drugs 

· PMT/Menopause



Types of Back Pain

Primary back pain: 

· results from damage to the soft tissue around the spine, these tissues register pain due to mechanical or chemical irritation  

· is usually widespread with no specific trigger point. However, if severe enough it can be felt in the buttocks and thighs
Secondary back pain: 

· results from interference with the spinal nerves, affecting their blood supply or ability to transmit impulses, more commonly this interference will be from a disc pressing onto the nerve or very occasionally from a bony outgrowth on the vertebrae  

· usually occurs in the lower back region and can cause pain to radiate down into the leg, known as sciatica, this is also associated with muscle weakness and loss of sensation.

Referred back pain: 

· does not originate from the spine or surrounding tissues, but from a completely different region. Although the site of the pain may be felt in the spinal area, it may originate in the pelvis or abdomen whereby it shares the same segmental nerve supply.

Prevention of a Musculo-Skeletal Injury

Employers have a responsibility to ensure their employees do not suffer back problems as a result of working practices and can face prosecution if they fail to identify and assess risks to staff and/or fail to take preventative measures to overcome those identified.  Employers should:
· perform  risk assessments

· install procedures or equipment to eliminate or reduce the risks that cause back pain
· review working practices within the workplace to ensure they are effective
· involve employees and safety representatives in discussions to improve health and safety
When performing risk assessments it is helpful to consider ergonomics.   Ergonomics is about ‘fit’ – the fit between humans, the things they do, the objects they use and the environments they work and relates to using the right tools for the task and making working practices simpler and safer by taking into account human characteristics.
Risk Assessment

The Manual Handling Operations Regulations 1992 require that tasks involving risk should be eliminated. When this is not possible a risk assessment must be carried out to reduce the risks associated with the task to the lowest level that is reasonably practicable.

· A hazard is a source of potential harm or damage, or a situation with potential for harm or damage.
· A risk is a combination of the likelihood and severity of a specific hazard occurring.
For example 

                      Likelihood                            X                             Severity

                     1 Unlikely                                                             1 Minor

                     2 Possible                                                            2 major

                     3 Probable                                                           3 Critical

    By multiplying
 the scores of a risk together the resuting score can identify:

1-3 Low risk - no immediate action        4- Medium risk -action within a certain time                                  

                                 6-9 High- immediate action
We come across potential and recognised hazards throughout our daily working life e.g. a wet floor or boxes obstructing a doorway.   If a risk is present we should act to reduce or eliminate the harm, this normally involves mentally assessing the situation and the environment to examine the risk to yourself and others who may be affected by the action.  This type of risk assessment is called INFORMAL or PERSONAL assessment
Before undertaking any manual handling you must undertake an informal/personal risk assessment.

If you have concerns, you must inform your line manager who will arrange for a FORMAL/ DOCUMENTED risk assessment to be undertaken. These formal assessments must be carried out by specifically trained assessors who will look at the situation or procedure in relation to:

· Task – what is involved in performing the task

· Individual – what are the capabilities of the individuals involved

· Load – what are the characteristics of the load

· Environment – what are the characteristics of the environment
Task

· How often is the task performed?

· How long does it last?
· Does the task have to be performed quickly?

· Does the task involve: stooping, reaching, twisting or holding the load away from the body?

· Does the task require prolonged physical effort?

· Is there risk of sudden movement?

· Does the task involve insufficient rest period and/or repetitive handling?

Individual Capability

· Who is doing the task?

· Are they physically capable of carrying out the task safely?

· Does the task require unusual strength, capability or height?

· Is the task dependant on specialist knowledge, training or information?

· Is the task hazardous to those who are pregnant?

· Does the task create hazards for people with health problems?

Load

· Weight?

· Ability to move themselves?

· Difficult to hold or grasp?

· Unpredictable?

· Is personal protective equipment required?

· Inanimate (hot, sharp, handles, uneven, unstable)?

Environment

· Where is the task being carried out?

· Are there space constraints?

· Is good posture possible?

· Poor flooring (uneven, slippery, wet, hazards)?

· Lighting and ventilation?

· Clothing and footwear (appropriate, protective)?

· Extreme temperatures (hot, cold, air movement)?

The completed risk assessment must be accessible to relevant staff at all times.  
If the task involves movement of a client the risk assessment should stay with the client to assist with communication between different departments and agencies. 
The risk assessment must be undertaken annually or whenever the condition/situation changes.

Employees also have a responsibility to look after their own backs but they should receive training in manual handling and moving and handling, as appropriate. 
You only have one back so look after it!
Reducing the risk

Some of the most common causes of stress and strain on the spine are:
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	Standing badly

· Try to avoid rounding your back, imagine you are being lifted by a string fixed to the top of your head
· Try to avoid hunching your shoulders
· Wear comfortable, low-heeled shoes; high heels put pressure on your lower back


	

	Sitting incorrectly

· Use an upright chair which supports your lower back

· Get up and stretch every 20-30 minutes

· Avoid a slouching, hunched position



	
	Moving and handling

· Always look at alternatives to lifting. Can you push or pull it?

· Lift only what you can manage safely, get help if you need it

· Bend your knees, keep your back straight, feet shoulder-width apart and one foot in front of the other

· Avoid lifting and twisting at the same time
· Always lift and carry close to your body
· Bend your knees, rather than your back, when picking up and putting down a load 


During manual handling activities the back, especially the interverterbral discs, can be easily damaged by a combination of compression and bending

Increasing the distance of the load from the body and bending causes increased leverage and greater loading on the spine (especially in the lumbar region)

The diagram illustrates the maximum weight of loads to be carried, at different levels of the body, with arms outstreched and close to the body.

Reducing Spinal Loading

Some methods of moving and handling may feel ‘perfectly normal’, that does not necessarily mean they are correct or safe.  Incorrect moving and handling methods become a habit that may be extremely harmful, these habits have to be ‘unlearned’ and new and safer methods should replace them.

· Work should be organised to prevent extremes of joint movements, extreme movements cause muscles to work harder 

· It may be possible to re-organise the workplace to eliminate the need to turn around, especially with heavy loads

· Where possible work at floor level should be avoided

· Ensure control of movement and balance 
· Reduce twisting movements and asymmetrical postures 
· If ‘brute force’ is used, we may be outside our handling ability

· Move the feet instead of twisting the back
· Apply force in the direction of the movement
· Reduce friction between the load and working surface to facilitate movement

· Muscles work more efficiently in the middle of joint ranges, e.g. the bicep works more efficiently when the elbow is bent at right angles

Ergonomics

  Ergonomics is the interaction between three things :

· The enviroment

· The equipment

· The individual/s carrying out the task

Consideration should be given to where each of these elements are as safe as reasonable practicalable before any manual handling task is carried out or indeed any work is conducted that might involve twisting stretching stooping or bending
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In the diagram above, where the individual has to stretch or reach to work at a station, the ergonomics would be considered inappropriate, an ergonomic assessment would look to change the equipment (in this case) to provide a safer working postion. The same principles should be applied to driving.
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Ergonomics (cont)
So when considering ergonomics, think about matching the task to the person and consider
Enviroment – 

· is there enough space to carry out out the task safely and as trained 

· is the tempature at a comfortable level , is there approiret lighting etc

Equipment- 

· Is it approriate for each individual staff member , height, weight , shape 

· Is it fit for purpose and maintained

Individual

· Are they trained to carry out the task safely and competently 

· Do they have any individual susceptibilities
Unsafe practice

Unsafe practice would be anything that an individual has not been trained to do or does not have the right environment or equipment to do safely (see ergonomics and risk assessment) 

An example of this would be drag lifting a client, no training or risk assessment at this time should advocate this practice and unless it was in a life threatening situation ie someone choking , then this practice would, not only be considered unsafe, but could be considered abusive
 It you do not have the appropriate training or equipment to carry out a task or the environment is inappropriate, report the mater immediately, likewise if you have I situation that you consider a ‘near miss’ such as, almost hitting a client or yourself with a piece of equipment, then this should be reported/recorded as soon a possivle so that the task, equipment or environment can be looked at to ensure that an accident does not result in future (see accident traingle on page two!)  
Principles of Safer Handling
In order to minimise risk of manual handling injury we need to think about the individual capability and ensure the activity is as safe as possible by changing the work environment, load or the task itself. To gain the most benefit from these changes it is important we adopt a good handling technique. The points below are aimed at achieving good handling techniques for all handling situations.

Planning and Preparation

Think about the task to be performed and plan the lift:

· Consider what you will be lifting, where you will put it and how you are going to get there

· Assess the weight and centre of gravity of the load

· Assess the size of the load to make sure that you can grip it safely, maintain the grip and be able to see where you are going

· Assess whether you can lift the load safely without help.  If not, get help.  Bear in mind that it may be too dangerous to attempt to lift some loads, such as an office safe, even with a team

· If more than one person is involved, plan the lift first and agree who will lead and give instructions

· Plan your route, remove any obstructions and check for any hazards such as uneven flooring

· Avoid lifting unsafe loads, such as damaged glass or badly packed chemicals

· Check whether you need any personal protective equipment and obtain the necessary items, if appropriate.  Check the equipment before use and check that it fits you

· Ensure you will be able to maintain a firm grip on the load

· Avoid tight clothing and unsuitable footwear

· Remove any unnecessary packaging if this will make the task safer

· Consider a resting stage before moving a heavy load or carrying something any distance

Position

· Stand with feet apart and your leading leg forward 

· Weight should be evenly distributed over both feet

· Position yourself (or turn the load around) so that the heaviest part is next to you.  
· If the load is too far away, move towards it or bring it nearer before starting the lift.

Lift the Load
Always lift using correct posture: 

· Bend knees slowly, keeping the back straight

· Tuck your chin in as you lower yourself down

· Lean slightly forward if necessary and get a good grip on the load
· Keep your shoulders level, without twisting or turning your hips

· Try to grip the load with your hands around the base of the load

· Bring the load to waist height, keeping the lift as smooth as possible

Moving the Load

· Once you have picked up the load keep it close to your body

· Proceed carefully, making sure that you can see where you are going

Lowering the Load

· Lower the load, reversing the procedure for lifting

· Avoid crushing fingers or toes as you put the load down

· Position and secure the load after putting it down

Team handling and communication

· Establish a team leader for the task

· Ensure the number of people needed for the task are available; this should be clearly stated in the risk assessment and manual handling action plan

· Ensure each member of the team has control of the load, that it is lifted smoothly and that all members lift together – an uncoordinated team lift may leave one member of the team bearing the entire weight

· Establish an agreed signal to lift, e.g. ‘Ready, steady, lift’
Moving a Person

Factors to be considered when moving a person:

The capabilities of the person

· Can the person weight-bear?

· Will the person weight-bear?

· Are there any medical problems that could influence the transfer?

· Can the person understand what is being asked of them?

The size and weight of the person

· Is the person of large build?

· Is the person of small build?

Impairments and attachments

· Does the person have any physical impairments?

· Does the person have any mental impairments?

· Are there any attachments such as drips or catheter bags?

· Does the person have any false limbs?

Co-operation

· Will the person co-operate in the transfer?

· Can the person co-operate in the transfer?

· Does the person want to be moved?

Safety

· Ensure your own safety as well as the person being transferred

· Ensure that the area is clear

· Ensure that you prepare well before attempting any transfer

Environmental factors to be considered:

· Space constraints – where possible clear a space 

· Do not attempt manual handling activities in an area where you have to bend or twist which may cause injury

· Fixed hazards – take into account fixtures like furniture or wall-mounted fixtures or floor coverings

· Moveable hazards – take into account factors like rugs on floor, bed tables or coffee tables

· Temperature – take into account room temperature as a room that is too hot or cold can influence how your body and muscles operate 

· Hygiene – ensure good housekeeping and clear the area before attempting transfer

Factors to be considered when using equipment:

· What equipment is required?

· What equipment is available?

· Is equipment suitable for the task?

· Is equipment working and maintained?

Factors to be considered before undertaking the task:

· What is the task? Make a clear assessment of what you are going to do

· Is the task necessary?

· Is there a risk assessment?

· How many people are required to undertake the task?

· Are the people involved trained and competent to undertake the task?

Factors to be considered when using slings or hoists:

· Is the hoist fully charged?

· Is the hoist in working order and maintained?

· Is the sling in good condition?

· Is the sling compatible with the hoist?

· Is the sling right for the task?

Ensure that all checks have been made and that a risk assessment has been carried out before attempting to move a person.

Remember!

 It is not only your employer that has a duty to ensure that all manual handling tasks are carried out safely – you as an employee are also responsible.
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