Coventry City Council
Moving and Handling Guidelines
This Guidance Documentation, has been developed to reflect the Council’s commitment to ensuring health and safety at work. The Guidance Documentation applies to all Council employees, volunteers, agency staff and to those who may be affected by their work. 
Legislation

Specific legislation with reference to these Guidelines:

· Manual Handling Operations Regulations 1992 (MHOR) http://www.hse.gov.uk/pubns/books/l23.htm
· Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) 
http://www.hse.gov.uk/work-equipment-machinery/loler.htm
· Provision and Use of Work Equipment Regulations 1998 (PUWER) http://www.hse.gov.uk/work-equipment-machinery/puwer.htm
What is moving and handling? 

This includes any moving and handling of a load (including lifting, putting down, pushing, pulling, carrying or moving) by hand or by bodily force. The load can be inanimate or animate. 

What is a load?

This includes any moveable object or material supported manually, by tools or equipment. This definition also includes people and animals.

Responsibilities of the employer: 

· Put in place systems that encourage adherence to health and safety legislation.
· Provide appropriate manual handling training.
· Conduct risk assessments and reduce risk to an acceptable level, by having the appropriate controls in place.
· Keep records of the training and risk assessments. 

· Continually monitor moving and handling practice of employees.
· An audit of moving and handling equipment is undertaken, recorded and regularly updated.

· Ensure lifting equipment is serviced annually and inspected/ tested on a six monthly basis.
· Ensure all moving and handling accidents/ incidents are reported using the appropriate systems (SHE) and are appropriately investigated.
· Contractors working with the Council can demonstrate adequate arrangements to comply with current and relevant health and safety legislation.
Responsibilities of the employee: 
· Take reasonable care for their own health and safety and for that of others who may be affected by what they do. 
· Use appropriate equipment in the way in which they have been instructed and trained.

· Undertake safety checks on all equipment before using it (including slings and lift straps of hoists).
· Bring to the attention of line managers any training need they may have.

· Ensure that clothing/uniforms, accessories (e.g. jewellery and belts) and foot wear are appropriate to perform the task in hand.
· Know the current moving and handling guidance and report any incidents/accidents. 
· Update their manager with any medical conditions that may affect their ability to perform manual handling.
Risk Assessments 

· Consider wherever possible how to avoid moving and handling operations.

· Assessments must be under taken by a competent person who has been trained and has sufficient knowledge and experience to be able to make appropriate decisions.

All risk assessments for moving and handling will cover and record the following areas as a minimum:

· Task: This describes the nature of the task and what it involves.

· Individual: This takes into account the handler's capacity and any limitations they might have. 

· Load: This describes the object and its weight. When moving and handling a person additional considerations include;  their ability to assist and any conditions they may have. 

· Environment: Flooring, lighting, space constraints, etc. 

These can be remembered using the acronym TILE

It is useful to make a checklist when carrying out an assessment. The council's corporate moving and handling assessment checklist can be found on Beacon http://beacon.coventry.gov.uk/downloads/download/557/moving_and_manual_handling
Risk assessments must be reviewed at least annually, or when there is a change of circumstances, work activity or if an incident occurs. 
Further notes on the moving and handling assessment can be found in Beacon: http://beacon.coventry.gov.uk/downloads/download/557/moving_and_manual_handling
Service user or pupil risk assessment 

· In respect of moving and handling service users including pupils, lifting or carrying must be avoided unless it is clearly detailed in an individual’s care plan and a risk assessment is in place

· The service user moving and handling guidance notes, assessment form and traffic light system can be found on Beacon http://beacon.coventry.gov.uk/downloads/download/557/moving_and_manual_handling. This will help guide your through the process of service user or pupil risk assessment.
· The risk assessment must be carried prior to any moving and handling taking place.

· The Occupational Health and Counselling Service can be contacted if further advice or guidance is needed. 

Equipment 

· All moving and handling equipment should be subject to risk assessment to ensure that it is appropriate and fit for purpose. 

· All mechanical equipment must be maintained in accordance with the Lifting Equipment Lifting Operations Regulations 1998 and the Provision and Use of Work Equipment Regulations 1998.

· Equipments must be thoroughly inspected every 6 months and records kept on site. 
· An inventory of the equipment must be kept by the manager of the team who is responsible for each piece of equipment.

· Before each use of equipment, it is the responsibility of the user to inspect and report any faults with the equipment.

Training 

· Managers must ensure employees are fully trained before carrying out moving and handling tasks. 

· Managers must ensure that new, or inexperienced staff receive guidance and supervision when undertaking moving and handling tasks until they are competent. 

· Training and instruction in awareness and safe handling principles must occur in conjunction with other risk control options. Training alone is not effective in the controlling of risks, organisational and ergonomic factors must also be considered, with safe systems of work developed. 

· Training will be tailored to service requirements and be linked directly to risk assessment. 

· Please note that a Pre-Moving and Handling Training Health Statement located on the following http://beacon.coventry.gov.uk/downloads/download/557/moving_and_manual_handling needs to be signed by employees prior to undergoing Moving and Handling Training.

Refresher training 
Frequency for refresher training is listed below:

· Inanimate load handling tasks- at least every three years.

· Service user or pupil handling- annually. 

· On review of a risk assessment as a result of an incident. Change of work procedures, new equipment or any other appropriate circumstance. 

Training records 

Records of all training undertaken must be kept by the manager with a copy of the individual training record being forwarded to the employee. The records will include:

· Participant list of each session, referring to relevant session plan, teaching notes and equipment used.

· Pre ​moving and handling training health statement located on the following http://beacon.coventry.gov.uk/downloads/download/557/moving_and_manual_handling.
· Records kept for a minimum of seven years.

Accident/ incident reporting 

· It is the responsibility of all staff to report accidents, incidents and near miss situations, no matter how minor.

· Accident and incident reporting guidance can be found on the intranet following the link below: http://beacon.coventry.gov.uk/directory_record/503/accident_and_incident_reporting
· Employees who have sustained a musculoskeletal injury through manual handling may need to be referred to the Occupational Health and Counselling Service for a health assessment. Information on referrals to the OH&C Service can be found on the following: http://beacon.coventry.gov.uk/directory_record/863/health_assessment
Monitoring and Audit

· Managers and supervisors are required to monitor and correct employees practice in the work place to ensure safer manual handling. Where managers/ supervisors lack experience in this, advice can be sought from the Health and Safety Service or from the Occupational Health and Counselling Service.

· Managers are required to investigate all accidents and incidents.

· It is the responsibility of managers to monitor the completion and review of risk assessments and safe systems of work.

· All training sessions will be evaluated by participants. These evaluations will be monitored by managers. If significant problems are indicated, this will be bought to the attention of the Occupational Health and Counselling Service.
Useful contact numbers
Occupational Health, Safety and Wellbeing Services:  024 7683 3285
If you need this information in another format or language please contact:

Telephone: 02476833285

e​mail:angela.white@coventry.gov.uk
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