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Governmemt 0[[ Jersey palicles

5[' LU/(B’S SCAGOl WOF/(S WiH‘lin Hze framewor/( Of Hze Gavemmemt Of JGFSGH POIiCiGS and COdGS Of

prach'ce. Please access Hle lattesf ,Dublis/led ca,oies of Hlese via f/le ﬁn/( belaw:
C/u'/dren, Young Peo,ple, Educah’on and S/d//s Po/icies (gov.d/'e)

Success Indicalors
The Head leacher & Heallth & SafeLH Team will use the follow'mg indicalors o
demonskro}e H1e effechveness and level of compliance wiH'm Hwis policg and its

Pf‘OCGdUJ‘GSZ

. Manual handling risk assessmenls carried oul and kepl up bo dale.

a
l). Staﬂ.‘ carrﬂing OU,L ris|< assessments are competent tO dO SO.

o

Equipment Provision as recommended bU the risk assessmenls.

o

Training records show altendance ot apPropriate inkervals.

e Staff have access fo manual handling lrainers in People handling areas.

f Staff idenhped with musculoskeletal disorders (MSDs) are re;erred bo the Occupaﬁonal Heallh
Unit and individual risk assessmenks comp[eted.

. Managers use management (J,O,LO, (sickness absence, accident records GLC) LO

9
h. monitor MSDs.

Inlroduclion
Work related Musculoskeletal Disorders (MSDS), including manual hancﬂing 'mjuries are the most common

E}jpe of occupahonal ill-health in the UK.

The Manual Handling Operahons Regulahons (as amended) establish a clear hierarchﬂ Of measures for
dealing with risks from manual handling.

These are:
L4 AVOid hGZGFdOUS manual handling IDSI(S SO fO/r as reasonablg PFGCHCOHQ’
L4 ASSéSS GnH hCLZCLFdOUS manua[ handling |?QS|( H‘LG'? canno|: be o,voided; anl

® Reduce the risk of injurg so for as reasonabl\Lj Pracﬁcable.

The school recognises that it is not Prachcable bo complelel\Lj eliminate the direct mov'mg and handling of
objecks, animals and peoPle. However, the school is commilted to the minimisalion of the risk of 'mjurH

during manual handlmg achivilies by achvelg promoﬁng the use of 9ood back care Principles.

The Head leacher 8( HeOlH\ 8( Safelg Team are responsible ]:0[‘1

® Supporhng the development of manual handling sHSLems based on risk assessment which will

reduce the risk of 'mjurﬂ as for as is reasonablﬂ Prachco,ble;


https://www.gov.je/government/departments/education/pages/policies.aspx
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L4 Promohng a sHslem of conlinual assessmenk and ensure thal the best working Pro,cl'ices are being
adhered lo;

L4 Review'mg 'mcidenks rePorked to monitor Lrends in MSDS to o,llow for cleo,r courses of aclion which
manage the risks and reduce incidents to be ideth:ied.

L4 Ensur'mg where ik is QPProPriaLe as Park of o service Provision ko mo,nu,o,llﬂ handle People, Hlis
wi” be carried ouk commensuro}e wiH1 Hleir besk 'mterests, Hleir dignil‘ﬂ o,nd Hw Promohon of Hleir
independence.

L4 Taking reasonable steps lo ensure that services commissioned from oulside agencies/contractors
use safe, eHeche and best working Prachces in relation to manual handling.

Definilions

Load includes any person, anima[ or inanimate object,

Manual Handl’mg means the transporhng or supporhng of @ [oad, includmg the lifhng, Pu}ﬁng down,
Pushing, Pu“ing, carrHing or moving bH hand or bodilg force.

People include service user, clienL young person, residenl, child or learner who requires assislance.

Compelenl Person someone with the appropriate lraining, experience and knowledge bo underlake a

parhcular bask eg. risk assessmenls.

Ergonomics is the means bﬂ which the working environment and working Prachces are allered to more

suitablﬂ match the individual thus reducing a risk of injurH.

Arrongemenls for APPlging the Policg
Where the risk assessment process for an area/service iclenhpes hazardous manual handling tasks then

the manager must ensure the follow'mg Procedure is carried ouk:
® Consider whether the hazardous manual handling task can be avoided;

L IJI 0017, a manual handling ris|< assessmenr should be co,rriecl 0LLI7 bH a comperenl PGFSOH;

The risk assessmenk should consider the:
o Task — the job/operahon be'mg carried oub with reference bo working Poslures, mov'mg distance,
frequency, number of sla;f ekc.
o Individual(s) - carrHing oul the task with reference bo the need for 'mformahon, lraining and
supervision, health status, uniform/clolhing, J:oo[wear and other Personal effecls.
® |oad/ person — with reference bo weighL size, shaPe, handholds and external Properhes of the
load. For person other consideralions include: Phgsicol faclors, behavioural fo,ctors, hislorg of

fa”s, medico,hon elc.
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L4 Environmenb - wiHn reference lo space, floor surfaces, worl(mg heighls, equipmenh kemperokure,
lighbng, arrangemenb of J:urni|;ure efc. and
L4 Equipment used - wiH1 reference to what is available, what is suikable for Hle environmenh what

would reduce Hw risl(s, any lroining issues and mo,inkeno,nces.
The assessment must be recorded on the aPProPriaLe form.

The assessment must be reviewed if there are substantial changes to the working environment, the Lask, the

load/Person, Hme individual or fouow'mg a mo,nuo,l handling incidenk, complamk or change in besb Pro,chce.
All manual handling risk assessmenks must be communicated to relevant slaH: and Parlners/agencies.

SGJ:C sHstems Of WOFI( should IZ)C recorcled an H‘Le QPPI"OPFiOI?e anUQl hqndling I"iSI( o,ssessmenL J_'Of‘m ar

hand[ing P[Qn o,nd communicated ITO Qu relevank SITQFF and Partners/agencies.

All handling must be carried oul in accordance with the recommendalions of the assessment excepk in a
lij:e leea}enmg or emergency sifualion. If an emergency sifualion can be foreseen e.g. person idenhped

as ol risk from faus or J:ire then a Plo,n must be in Plo,ce.

Managers must be aware of and lake account of any of their squ who are new and/or expeckarﬂ:
moners, have disabilihes or oHler healHl condihons, and ste wiH1 concerns about Hleir abilika to corry

oul manual handlmg

Manual Handling Assessmenk Charts (MAC)

The Manual Handling Assessment Charts(MAC) is a tool designed bg the Health and So,felg Execulive to
help assess the most common risk fackors in lifhng (and lower'mg), cqrrHing and leam handling
oPerahons‘ Managers may J:ind the MAC use;ul bo ideth:H htgh risk manual hqndling basks and help them

compleke Hleir risk qssessmenl:s.

The lool and furHler informahon aboul the MAC can be found using the follow'mg link:
hHIp://www.hse.9ov.u|</msd/mo,c/mdex.htm

Load Handl‘mg

When H’le manual hand[ing IDSI(S have been assessed H’Le comPleled GSSGSSI’T\GDIT musl be used ITO Priorihse

the most urgent aclions o minimise liﬁmg. Mechanical aids should be used whenever possible.

For comPlex or very high risk manual handling kasks, the Skrokegic Health and Sa;etg Service will suppork
the manager/assessor to reduce the risk fo an accepkable level. This could include Provid‘mg ergonomic
advice and assessment of the task Where risks cannol be reduced to an accepkable level this will be

diSCUSSGd W'lH'L H1e relevank senior manager.


http://www.hse.gov.uk/msd/mac/index.htm
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Good Planning and design of the workplace will o;ken eliminale hazards ot an earlg skage.

SGJIB sHslems Of kransporkahon musk be available for H1e movemenk Of gOOdS,

SUPPlieS and equipmenf

Collaborative WOrking
The Headleacher & Health & Safekg Team will be responsible for communicahng effechvelg in relalion lo
mov'mg and handling issues in order fo achieve a consistent approach and lo reduce the health and

SGJIeITH ris|<s OI.‘ GH H’IOSG invo[ved.

Manual Handling Equipmenl
Equipment idenhfied by the risk assessment fo be used o reduce the risk must be:

L4 APProPriake for iks 'mtendecl use;
L4 Skored ina convenient and easilg accessible Plo,ce;
® Serviced and maintained to meek manuchkurers‘ sbo,ndo,rds;

o Where aPProPriate comply with the Lifhng Operahons ond Lifhng Equipment Regulaﬁons (Refer
to HRIOS The Safe Use of Lifhng Equipment).

Staff idenhped as needing to use the equipmenl must be brained/instructed in iks use.
Dress Code for Mov'mg and Hondling
The follow'mg dress code must be implemen}ed when carrg'mg oul manual handling achivilies for staff who
are involved in regular hazardous moving and handling basks:
o Flat or low heeled, supporhve fooh/vear with non-slip sole (open-loed foohNear should not be
worn);
® Trousers or culoltes instead of dresses or skirks;
® C(lothes should be non-restriclive and allow ease of movement;
° Staff should not wearjewe”erlj, bodl:j Piercing or have long nails/nail extensions which may

cause harm fo themselves or the Person/ load being moved.
® Long hair should be lied back.

L Persona[ PFOITGCITWE‘ equipmenk 6.9. 9[0VGS and Prokechve fooMear should QlSO be worn in

GCCOFdGﬂCé WiH’L lOCG[ ris|< assessmenks.

Troining

All new members of skaff will receive informahon aboul this PolicH as Parl of their induclion programme.

Manual handling training, including h‘aining in ony associated equipmenk will be provicled bo all skaff as

idenhfied by line managers.
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There is a range of iraining programmes that have been cieveiopeci to meet the needs of specific
occuPaiional groups based on assessment of current iraining status and the skills requirecl to establish

and mainlain good Pro,ciice.

ReJ:resher iraining should iake Place in accordance WiH’i H’ie iraining Progro,mme.

Incidents/Ill health
Managers must ensure that HieH record every work related manual handiing incident and reporiecl ill

health.

Where Personal injurH resulls from any manual handling aciiviiy an CYPES Accident Invesiigaiion Repori

Form.

Managers musk review incidents reporied to monitor irends, to allow for the manager to ideniiflj clear

courses of action which manage the risks and reduce incidents and lost lime.

Moniloring and Review

The Head leacher and Health & Safeig Team must ensure that local risk assessments and conlrol
measures are reviewed af least annua“g to ensure H'ieH are up lo dale, refleci current best Praciice and
are working eﬁeciivelg. AnH changes to local assessments and conbrol measures must be incorporaied inko
siaff instruckion and iraining arrangemenis and effeciiveiy communicaked to siaff and other relevant

pariies.

Manogemenl of Conlract Aclivilies
When commissioning oulside agencies/conirociars bo carry out o service on behaif of the council that
involves hazardous manual handiing iasks, it is essential thal the Head teacher & Health & SafeiH Co-

ordinafor ensure thal the commissioning process includes the foliowing:-

® An assessment to delermine the compeiencH of the agencg/conimcior;

® A review of their health and sa;eig performance and access to compeieni advice;

° Ensuring evidence thal suilable risk assessmenks and conlrol measures are in Place;

o The agencg/coniro,ciors working Praciices are in line with the councils manual handiing PoiicH;

® Suilable iro,ining is in Piace where need ideniijtied and this iraining is documented;

L Agencg/conimciar has suitable Public and emPloHer liabilii\Lj insurance cover in line with council
9uidelines (furHier advice and guiciance available from Insurance Services);

° Agencies/coniraciors are audited and monitored bH the service to ensure standards are
mainfained.

Ld Agencies/coniraciors repori all manual handling accidents/incidents to the commissioning oHicer

where aPPlicable.
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Keg Accounlabililies
The Head teacher and Health & Safelg Team musk:

Be aware of manual handling ris|<s WiHliﬂ Hleir area of resPonsibiliLH;

AVOid H‘LC need J:Or Sl?(lff 170 CCH‘I"H 0Ul7 OHH hOZOFdOUS manual handling LGSI(S SO fGr as is

reasonabla PI"GCHCOB[C;

Carrg out a manual handling assessment of any hazardous manual handling task thal cannot be
avoided in order to reduce Hw ris|< of 'mjurH, H’Lis wi“ include any PTFA members whilsl‘ carrﬂing

ouk Hleir J:uncl raising ancl suPPork aclivihes;

KeeP a record of the manual handling assessment (using forms in appendices |, 2 and 3 as
appropriate) and communicale o oll staff involved. In Peop[e handling tasks an individual

handling Plan should be comp[eted;

Inbroduce aPProPrio}e risk reduclion measures o avoid or reduce risk bH eliminalion of the Lask,

redesign'mg the operahon or the use of mechanical aids;

Monitor and review manual handlmg assessments regularlg and when there is reason lo suppose
that Hleg are no longer valid due lo o change in working condihons, People, task or the load. A
review should also fake Place fol[ow'mg an incident or accidenk. This review should consider the
qualika of the assessmenk and ensure conlrol measures are adequalelg managing the risks
idenhfied;

KeeP records of all manual handling risk assessmenks along with up lo dale records of kro,in'mg

rece'wed I:)H staﬁ;

Provide informohon bo staﬁ on the risks associaled with manual handling lasks and the safe
sgstems of work thal are in Place bo Protec} Hmem, SlTO,H and PTFA members are to read and sign
this Policg for understanding.

Ensure that slaﬁ receive aPPropriaLe Lrain'mg in manual handlmg relevant o their job ensuring

new staﬁ have received appropriate Lro,ining before any manual handling tasks are carried oul;

Ensure thal mechanical aids Provided are easilH accessible and Properly maintained in line with

HR|O4 The Safe Use of Work Equipmenk and HR|05 The Safe Use of Lifhng Equipmenk Policies;

Ensure slaﬁ wear suitable clolhing and fooMear when carrying oul manual handling tasks and
if H’LGH are Provided with Prolechve equipmenl it does not interfere with handling achivilies, this
will include any PTFA members whilsk carrying ouk their funcl raising and suppork achivilies;
Ensure that manual handling requirements are clearlg idenhped when recruihng sto,ff so that
CYPES can assess the Phgsical suilabililﬂ of any Potenhal emPlOHee H‘»rough the Pre—emplogment

health screening;
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o Make allowance for any known health Problems or pregnancy that migH have a bearing on an
exisling emplogee's abilitg ko carry out manual handling oPero,Hons in so,J:eLg;

L4 Re]:er to CYPES if there is any 9ood reason bo suspecb that an individual's stake of health might
significanHH increase Hw ris|< of injur&j from manual handling oPerahons;

® Record and inveshgake any injuries or incidents relahng to manual handling and lake remedial
aclion where aPProPrial'e.

® FEnsure their skaff has access to manual handling trainers (People handling areas oan).

Ld Supervise and monifor working Prachces of their slaﬁ bo ensure compliance with safe worl(mg
Prachce.

All Emplogees musk:

® Ensure that HmeH wear aPProPriale cloning, J:oolwear and Personal ef;ecks that are not likell:] bo
cause harm lo them or the load/Person dur'mg a handling achvilg;

L4 Co—oPero}e with their managers in mo,l(mg assessments of hazardous manual handling basks;

° Complﬂ with safe sgstems of work and use of safetﬂ equipmenL reporhng any defects in
mechanical aids and handling equipmenl to their manager;

L4 Parhcipate in any Lra'm'mg given in manual handling including regular refresher lro,'ming;

L4 Inj:orm H‘»eir manager iJI Hmeg J:eel H‘LCH require fuerer Lraining;

L4 RePor} pregnancy or any medical condilions which mighk aJ:J:eck their qbilikﬁ to handle loads
safelg;

L4 Repor} any changes in working conditions, Personnel involved in handling ora significant change
in the nalure of the task or load which may necessitale a review of the assessmenl, this includes
moving equipmenl/ furnilure and arranging areas for work such as Infervenlion groups,

® FEnsure H’uey have read all relevant manual handling risk assessments so H’Leﬂ are aware of the
safe sHslems of work;

L d Report any incidents, accidents or ill health due fo manual handling aclivikies to their manager.

°

When involved in People hanc“ing, be aware of the dignilg of the service user, recognise persono,l

preferences, be aware OJI diVGrSiITH Gﬂd JIOHOW agreed guidelines.



