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	MANUAL HANDLING
	SWMS #
	1

	
	
	Version:
	November 2010

	SWMS Prepared by:
	Matrix Systems 
	SWMS Approved by:
	
	Date:
	
	ABN
	

	Subcontractor Details:
	
	
	

	
	Name
	Address
	Email and Phone

	Project Details
	
	
	

	
	Principal Contractor
	Project Name
	Address

	Person responsible for implementation of this SWMS
	
	
	

	
	Name
	Position
	Signature



	Personnel Qualifications & Experience Required
	Competency in manual handling 

	Training to be provided
	Site Induction Training; OHS Induction card training; Inducted into this SWMS

	Safety Equipment Required
	PPE - Mandatory
	PPE - Task Specific
	Signage & Barriers

	
	Hard Hat, Hi Vis, Safety Boots, Gloves
	Other PPE as per SWMS, MSDS or site displayed signage
	

	Plant and Equipment to be used
	Levers, Sliding Rails, Skates, Lift/pallet Jacks, Forklifts, Trolleys etc – refer plant and equipment register

	Plant and Equipment Maintenance and Inspections Required


	Maintenance
	Inspections

	
	Operator start up check

Routine maintenance check 

Specific Plant safety check
	

	Engineering Details/Certificates/Regulator approvals


	N/A

	Emergency planning


	Refer to PC Project Safety Plan, Section on Emergency Planning and Procedures.    

Site Induction

First Aid Kits to be available on site and in vehicles

Qualified First Aiders on site.  

Spill kit available

Participate in trial evacuation as required


	Legislation

√  Tick Applicable


	□  ACT

Work Safety Act 2008 

Work Safety Regulation  2009,

Occupational Health and Safety (Certification of Plant and Operators) Regulations 2000 Repealed by Work Safety Regulation 2009 Pt 13

Occupational Health and Safety (Manual Handling) Regulation 1997, repealed by Work Safety Act 2008 section 6,
Machinery Act 1949 
Machinery Regulation 1950 

Workers Compensation Act 1951

Workers Compensation Regulation 2002
	□   NSW

NSW Occupational Health and Safety Act 2000

NSW Occupational Health and Safety Regulation 2001

	Codes of Practices relevant to this work process


	National Code of Practice for Manual Handling [NOHSC:2005(1990)]

National Code of Practice for the Prevention of Occupational Overuse Syndrome [NOHSC:2013(1994)]

National Code of Practice for the Prevention of Musculoskeletal Disorders Caused from Performing Manual Tasks
	□   ACT 
Manual Handling CoP (revised edition)
□   NSW
Risk Assessment CoP

	Standards applicable to this work process


	National Standard for Construction Work [NOHSC:1016 (2005)]  
National Standard for Plant [NOHSC:1010(1994)]
National Standard for Manual Tasks 2007
AS/NZS 4360 / ISO 31000 Risk Management

	Guidance material applicable to this work process


	National Guidelines for OHS Competency ACT 

Building and Construction Industry Safety Handbook
A Guide to Manual Tasks


	SITE SPECIFIC CONSIDERATIONS

	Special Tools or Equipment Required 


	        Hazardous Materials   (Attach MSDS)
	         Other Potential Site Specific Hazards considered  (Tick Box below)

	· Task Lighting
	· Electrical Test & Tag tester
	· Diesel
	· Degreaser
	· Electrical
	· Heat
	· Ground condition

	· Access Scaffold 
	· Temporary Scaffold 
	· Unleaded Petrol 


	· Sun Screen 
	· Confined Spaces
	· Frost / Ice 
	· Compressed air

	· Compressor 
	· Laser Level
	· Leaded Petrol
	· _____________
	· Mechanical (Crushing)


	· Site Traffic 
	· Light / Dark

	· Generator 


	· ________________
	· Oils
	· _____________
	· Risks from other trade activities 


	· Dust
	· Excavations/ Pits 

	· Lead Stands 
	· ________________
	· Greases 
	· _____________
	· Scaffold Access 


	· Height Work 
	· Public proximity to site, site security 

	· RCD
	· ________________
	· Sealants 
	· _____________
	· Moving plant/ equipment


	· Remote work
	· Others _______________

	As a result of the above are additional controls required :  (circle)         YES     |       NO    |       UNSURE        (if unsure consult with senior site management prior to work commencing)



	Details of control method: (Tick) 

	· Company SWMS #___ already provides controls
	· Company SWMS #____ amended to include site specific hazards
	· Job Safety Analysis or other Risk Assessment tool completed.
	· Signed into Principals/ other SWMS or Risk Assessment tool that provides controls


	This Safe Work Method Statement is based on the following critical assumptions being valid, and remaining valid throughout the job.  If any of these assumptions are violated, or are found to be threatened, the risk is to be re-assessed and suitable controls implemented, communicated to the at risk workers and recorded.

	Serial
	Assumption    

	1.
	Supervisors are qualified and sufficiently experienced to communicate and implement the risk controls in this SMWS.

	2.
	Supervisors will develop their own Tool Box Talk briefings to articulate the risk controls applicable to them and their team.

	3.
	New workers who join the group / team /work site will receive the full suite of induction training and safety briefings on relevant site risk controls

	4.
	Individuals are not fatigued or under the influence of alcohol or drugs during the working day / shift.

	OHS Incidents

	Common Root Causes
	Pre Conditions for Accidents

	Workers taking their eyes off the job
	Rushing – eyes off Job, mind off job, moving into a dangerous location

	Workers taking their mind off the job
	Fatigue – impaired decision making / judgement

	Workers putting themselves in the dangerous situations
	Frustration – mind not on the job

	Workers losing Balance, Grip or Traction
	Complacency – repetitious work, arrogance

	It is everyone’s responsibility to self trigger safe behaviours if any of the above conditions are experienced.
	Management and Supervisors need to be aware of the Pre Conditions for accidents, and where possible and practicable, guard their workforce from them.


RISK MATRIX

All hazards must be ranked using the following risk matrix.   All hazards are classified as High, Medium or Low.  When assessing hazards ask yourself; does the hazard have the potential to;

	How severely could it hurt someone?

or 

How ill could it make someone?
	 How likely is it to be that bad? 

	
	 1 - Very likely

Could happen at any time
	2 -  Likely

Could happen Sometime
	3 - Unlikely 

Could happen but very rarely
	4 - Very Unlikely

Could happen but probably never will

	A - Kill or cause permanent disability or ill health
	H1
	H2
	H4
	M7

	B - Long Term illness or serious injury
	H3
	H5
	M8
	M11

	C - Medical Attention and several days off work
	H6
	M9
	M12
	L14

	D - First Aid needed
	M10
	M13
	L15
	L16

	The numbers show you how important it is to do something
	Residual Risk Action Required

Rating 1-6        High Risk                        Immediate Action Required –Redesign / Review Controls to Reduce Risk

Rating 7-13     Medium Risk
                 Monitoring Required

Rating 14-16   Low Risk

If Risk Increases Establish Monitoring


You are asked to consider two potential outcomes of an incident when using this risk matrix.   You must first consider a risk without any controls in place.  This is called the initial risk (before risk).  You must then apply controls within the control section of the SWMS.  Once this is done reassess the risk rating and write it in the residual risk (after risk) column.  The initial risk should be greater than the residual risk.  This demonstrates the controls you have put in place are working and have reduced the risk.  An example has been provided below; 

	ACTIVITY

What are you doing?  
	HAZARDS AND RISKS

Identify what can go wrong and what injuries or damage can this cause.   
	BEFORE RISK
	CONTROLS

Risk is to be controlled using hierarchy of control measures: 


	AFTER RISK
	Person responsible for implementation of the controls 
	SWMS on site reviews.   Comment, date and initial

	Unloading materials 

	Carrying material onto site


	Manual Handling injuries 


	H2
	Mechanical aids, team lifting, manual handling training  
	M7 
	Contractor management 
	

	
	Trip hazards 
	M9 
	Make sure access is clear of obstructions 
	M12
	Contractor management
	

	
	 Traffic management – traffic accidents 


	H2
	Unload only in areas set aside by principal contractor
	M7 
	PC and SC management 
	


	ACTIVITY

What are you doing?
	POTENTIAL HAZARDS
	BEFORE CONTROLS
	CONTROLS

Risk is to be controlled using hierarchy of control measures: 

1. Elimination (completely remove from hazard);  

2. Substitution (replace the hazard with a lesser hazard); 

3. Isolation/ Engineering controls (make a structural change to the work environment or work process) 

4. Administration controls (procedures); 

5. Personal protective equipment.
	AFTER CONTROLS
	SWMS on site reviews.   Comment, date and initial

	
	
	LIKELIHOOD
	CONSEQUENCE
	RISK RATING
	
	LIKELIHOOD
	CONSEQUENCE
	RISK RATING
	

	Responsibilities for Manual Handling
	· Musculoskeletal Disorder (MSD) may include;

· Sprains / Strains

· Back Injuries

· Knee Injuries

· Elbow injuries

· Shoulder Injuries
	1
	C
	H6
	· Employers and persons in control must take all reasonably practicable steps to ensure that; 

· Plant, equipment and containers that may be manually handled are safe when manually handled;

· That work practices involving manual handling are designed to be safe; and

· The working environment is designed to be consistent with safe manual handling activities (ACT COP for Manual Handling cl 2.6).

· If not possible employers and persons in control must;
· Assess and control the risks involved in carrying out manual handling tasks in consultation with workers who are required to carry out the work (ACT COP for Manual Handling cl 2.1)

· Individual task for manual handling are to be risk assessed and specific controls included in specific SWMS used to train individuals – refer trade based SWMS
	4
	C
	L14
	

	Planning for manual tasks
	· Musculoskeletal Disorder (MSD) may include;

· Sprains / Strains

· Back Injuries

· Knee Injuries

· Elbow injuries

· Shoulder Injuries
	1
	C
	H6
	· Where the work activities are constantly changing, the risk assessment and controls process and training provided is to be ongoing (ACT COP for Manual Handling cl 2.6).

· Provide training in manual handling techniques with the approach based on a hazard identification, risk assessment and control through job and task design, and on-site supervision. (ACT COP for Manual Handling cl 5.54).

· Materials to be delivered as near to the work location as possible to eliminate manual double handling 
· Provide mechanical aids to lift and move materials where possible (Lifting equipment may include cranes, forklifts and electric pallet trucks) [ACT COP for Manual Handling cl 2.6].

· The rotation of work duties to be considered so employees are not subjected to the same task for the whole shift

· Arrange for team lifting where it is impractical to use mechanical assistance
	4
	C
	L14
	

	Lifting weights between 

16-20 kg
	· Musculoskeletal Disorder (MSD) may include 
· Sprains / Strains

· Back Injuries

· Knee Injuries

· Elbow injuries

· Shoulder Injuries
	1
	C
	H6
	· Assess weight

· Assess personal and characteristics of the load

· Ensure clear access

· Use mechanical aid or team lifting for frequent lifting

· All personnel are to be instructed how lift properly to avoid the following:

· Too far from the body - Jerking the lift - Heavy lifting – Bending the back - Twisting when lifting - Lifting with one hand -Frequent lifting

· Where manual handling involves repetitive bending, twisting, over reaching, work overhead or where persons have pre-existing injuries, these loads to be further decreased..
	4
	C
	L14
	

	Lifting weights between

20-55kg
	· Musculoskeletal Disorder (MSD) may include 
· Sprains / Strains

· Back Injuries

· Knee Injuries

· Elbow injuries

· Shoulder Injuries
	1
	C
	H6
	· Mechanical assistance and or team lifting arrangements are to be provided to reduce the risk of injury associated with these heavier weights.

· Generally, no single person should be required to lift, lower or carry loads between 20-55kg – team or mechanical lifting only are to be provided to lower the risk of injury.
	4
	C
	L14
	

	Team Lifting

The regular need for team lifting usually signals the need for redesign.  

Team lifting should not be used as a first option in risk control
	· Musculoskeletal Disorder (MSD) may include 
· Sprains / Strains

· Back Injuries

· Knee Injuries

· Elbow injuries

· Shoulder Injuries
	1
	C
	H6
	· All parties are to work in co-ordination with each other, ensuring knees are bent when lifting the weight and the load is evenly distributed between each party.  Both parties are to walk forwards and in a manner that it is easy to walk.  The front person is to control the lift and movement.

· Generally, no person is to lift, lower or carry loads above 55 kg, unless mechanical assistance or team lifting arrangements are provided to lower the risk of injury. (ACT COP for Manual Handling cl 5.44).
	4
	C
	L14
	

	Mechanical Handling Equipment

Levers, Sliding rails, Skates

Conveyors, Cranes, Hoist, Lift Jacks, Forklifts, Trolleys


	· Serious Personal Injury from:

· Crushing Injuries

· Equipment Failure
	1
	B
	H2
	· Assess the weight of the object ensuring that a safety factor of x 3 is included in your assessment.

· Plan how you are going to move the object

· Ensure mechanical aid has a Safe Working Load capacity available for assessing suitability for  task

· Ensure mechanical aid is designed to suit the load including shape and physical properties

· Ensure that only trained operators use equipment such as cranes, forklifts etc

· Examine site layout to ensure clear paths are available for movement. 

· Ensure maintenance for mechanical aid has been regularly maintained 

· Provide clear warning to other employees; and

· Wear the appropriate protective equipment such as, safety glasses, footwear, gloves and hard hats
	4
	B
	M7
	


Helpful Information and examples
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INDUCTION RECORD – MANUAL HANDLING 

I, the undersigned confirm that the (1) SWMS has been explained to me (2) its contents are clearly understood by me (3) my qualifications are current to undertake this activity (4) I have been consulted in the preparation of the SWMS and (5) I will comply with the SWMS otherwise work will stop immediately.

	Names of Persons who have assisted in the development and have been inducted into SWMS



	Workers Name
	Qualifications
	Workers Signature
	Person inducting worker (print name)
	Signature of person inducting worker
	Date of induction
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Start in a good posture.





Adopt a stable position





Think before lifting / handling





Keep the load close to the body
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Keep the head up while handling





Avoid twisting the back or leaning sideways, especially while the back is bent.





Put down, then adjust








Eco Block Distribution Pty Ltd
The Site Supervisor is to monitor the implementation of the control measures on a daily basis
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