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Health and safety corporate procedure
Moving and handling


This procedure replaces all previous policies and procedures relating to moving and handling.
When you are reading a printed procedure offline, please refer to the online version to make sure that you are using the most accurate and up to date issue.
Purpose
Hampshire County Council (HCC) is committed to reducing and controlling the risks to its staff who carry out moving and handling in the course of their work.  This procedure sets out a consistent way to assess and manage these risks and protect people.  The aim is to secure compliance with the Manual Handling Operations Regulations 1992.
[bookmark: scope]Scope
For the purposes of this procedure, the term “moving and handling” covers both “manual handling” and “moving and positioning”.  This procedure covers moving and handling people, objects and animals.
This procedure does not require you to repeat suitable and sufficient moving and handling risk assessments which are not due for review.
[bookmark: terminology]Terminology
Moving and handling – any transporting or supporting of a load (including lifting, putting down, pushing, pulling, carrying or moving) by hand or by bodily force.
Moving and handling risk assessment – an assessment of the risk of injury, taking into account the task, load, working environment, individual capability and, where appropriate, the equipment to be used to help minimise risks.
Simple filter tools – filters to help identify low-risk manual handling and whether a more detailed risk assessment should be carried out.  The filters are broad assumptions or generalisations where, if met, the risk of injury is considered to be low.
The MAC tool – used to assess the risks posed by lifting, lowering, carrying and team moving and handling activities.  It is designed to help assessors understand, interpret and categorise the level of risk from various known risk factors associated with moving and handling activities.
The RAPP tool – used to assess the risks posed by pushing and pulling.  It is designed to take assessors through the issues that should be considered when pushing and pulling loads.  Push-pull tasks are often seen as solutions for moving and handling activities, e.g. putting a load onto a trolley and pushing it, but there are still issues such as distance, uneven surfaces, obstructions and slopes/stairs that need to be assessed.
[bookmark: guides]

Guides
Manual handling at work – A brief guide
Manual Handling Operations Regulations 1992 – L23 – Guidance on Regulations
Manual handling assessment charts (the MAC tool)
[bookmark: procedure]Risk assessment of pushing and pulling (RAPP) tool
Procedure
Overview
Moving and handling forms part of most work activities undertaken by Hampshire County Council staff.  As an employer, HCC is legally required to:
· avoid the need for hazardous moving and handling, so far as is reasonably practicable.
· assess the risk of injury from any hazardous moving and handling that cannot be avoided, and 
· reduce the risk of injury from hazardous moving and handling, so far as is reasonably practicable.
Many moving and handling tasks pose minimal risk and require no action.  However, those moving and handling tasks that pose a foreseeable risk of injury, and which cannot be avoided, need to be risk assessed.
Managers should therefore ensure that:
· all hazardous moving and handling operations are identified.
· the need for any hazardous moving and handling operations is avoided so far as is reasonably practicable.
· sufficient numbers of suitable individuals are trained and competent to undertake moving and handling risk assessments.
· risk assessments are completed for any unavoidable hazardous moving and handling operations, which are not of a low-risk nature and appropriate control measures are implemented.
· staff are trained in correct moving and handling techniques and in the use of any equipment provided to reduce the risks, before starting such work.
· equipment provided for moving and handling is maintained in accordance with manufacturer’s instructions and, where necessary, subjected to regular inspections and tests.
· staff are informed and provided with relevant information to enable them to undertake hazardous moving and handling operations safely.
· staff do not carry out any tasks that they are not trained to do.
· temporary staff are assessed to ensure they have received adequate training and have been provided with relevant information.


All staff who undertake moving and handling should:
Co-operate with their employer and fellow employees to help everyone meet their legal requirements.  Specifically, to:
· follow appropriate systems of work laid down for their safety.
· make proper use of equipment provided for their safety.
· inform their managers if they identify hazardous moving and handling activities.
· take care to ensure that their activities do not put others at risk.
Moving and handling of people
HCC’s approach to the moving and handling of people is “minimal lift”, meaning that handling aids must be used by appropriately trained staff unless there are exceptional unforeseeable circumstances, such as unforeseen life-threatening emergency situations.
HCC has appointed specialist trainers for staff who, as part of their job, are involved in the moving and handling of people who use HCC services.  The training and assessment arrangements in place in Adults’ Health and Care are set out in the document [image: ​pdf icon] LD - PROV - Moving and Handling - Moving and Handling Training Strategy - March 2023 (002).pdf.
The training and assessment arrangements in place in Children’s Services are set out in the document Moving & Handling of Children & Young People Guidance.
Specific forms have been developed for recording moving and handling risk assessments in these directorates.
All HCC staff involved in the moving and handling of people who use their services must have received the appropriate training, as set out in the above documents.  Where temporary staff are employed, checks must be made to ensure that they have been trained to at least an equivalent standard, and that they are fully familiar with HCC’s moving and handling procedures and the equipment used.
Moving and handling of objects and animals
Staff should use the corporate forms for recording the findings of moving and handling risk assessments relating to objects or animals unless they have their own directorate forms.
Moving and handling of objects risk assessment process
HCC has split the moving and handling risk assessment process into in three stages. A flowchart summarising the process can be found in Appendix 1.
Stage 1 – Simple filter tool
The simple filter tool (Appendix 3) should be applied to the task being assessed (apply all relevant factors, e.g., lifting and lowering, carrying loads & objects, pushing and pulling, seated activities).  This will help distinguish low-risk tasks from the higher-risk tasks which need a more detailed assessment.
If the task is within the limits of the filters, there is no need for further risk assessment except where there are individual employee/s that are at greater risk, in which case a more detailed assessment will be needed (stages 2 and 3). For further information on employees at greater risk see Appendix 2.
Where there are control measures in place to manage the tasks which meet the simple filter criteria, such as M&H training, M&H equipment, housekeeping procedures and PPE, these need to be recorded. This could be in the M&H section of the H&S policy/Local Arrangements or in an activity risk assessment.
Stage 2 – MAC and RAPP tool and employees at greater risk
Using the HSE MAC/RAPP tool and scoresheet (link to scoresheet in Guides section), assessors should spend time observing the task to make sure the task is representative of normal working procedures.
The appropriate type of assessment process should be selected i.e. for lifting, carrying or team handling use the MAC Tool. If a task involves lifting and carrying, both should be considered.  For pushing or pulling loads with or without wheels, use the RAPP Tool.   Individual characteristics such as age, sex, physical fitness, strength, and psychosocial factors should be considered when completing the score sheets.
For each factor, the colour band and corresponding numerical score should be entered on the correct score sheet.  The colour bands help determine which elements of the task require attention.
Purple (unacceptable risk), red (high risk) and amber (medium risk) scores will need control measures implemented to reduce the score to green (lower risk) by completing stage 3 using the HCC Full moving and handling assessment (Appendix 4).
If there are individual employees who may be at greater risk (see Appendix 2), then the more detailed moving and handling risk assessment must be carried out for all colour bands, using HCC Full moving and handling assessment form (Appendix 4).
If the scores are green and there are no other risk factors, stage 3 does not need to be completed.
Stage 3 – Full moving and handling risk assessment
The assessor should consider the nature of the task, load, individual capabilities, and the environment by working through the list of factors on the HCC Full moving and handling assessment form (Appendix 4) to identify where tasks need further controls. The findings/colour bands from any MAC or RAPP assessment can help identify the areas or factors which need further risk reduction.
The assessment form covers both lifting and carrying and pushing and pulling activities.  Ensure the correct type of task being assessed is identified.  If the activity includes both types of assessment tasks, tick both assessment boxes.  For all assessments, work through the three sections as appropriate, referring to the guidance on their completion.
The assessment will identify higher risk areas and where further control measures will be required, together with an action plan detailing any remedial actions, who is responsible for carrying out the actions and the date by which they should be completed.
Where necessary, assessors using these assessment tools should seek advice from their directorate health and safety advisers.
Reviewing moving and handling assessments
Moving and handling risk assessments should be reviewed:
· on a regular basis, (normally at three-year intervals, or as stipulated by directorate guidance)
· in response to a change of working practice, for example a new member of staff, new process, new load, new work rate, etc.
· following an injury or potentially serious incident
· if any person reports a concern
· if there is any change in technology or new moving and handling equipment becomes available
· when the assessment no longer adequately reflects the work hazards or the risks from them.
Moving and handling training
Please refer to Appendix 5 to review the different types of moving and handling training available through the Learning Zone.
Appendices
Appendix 1 – How detailed should the risk assessment be
Appendix 2 – Employees at a greater risk
Appendix 3 – Simple filter tool
Appendix 4 – Hampshire County Council full moving and handling assessment form
Appendix 5 – Link to Corporate Training Procedure


Appendix 1 – How detailed should the risk assessment be
Finished Assessment
Using the Simple filters (Stage 1)
Does the task meet all the assumptions of the correct simple filter and is it within the filter values?
Yes




No


Using MAC and/or RAPP Tools (Stage 2)
Are all the MAC or RAPP scores green?
Yes
Are there any risk factors that are not in MAC or RAPP?
Finished Assessment
Reduce the risk to as low as reasonably practicable
Finished Assessment
No
Yes
No
Assess additional risk factors and do a full risk assessment (Stage 3)









Appendix 2 – Workers at greater risk
Where further controls are still required or there are individual employees who may be at greater risk, a more detailed moving and handling risk assessment should be carried out using HCC Full moving and handling assessment form (Appendix 4).
Below are examples of types of employees that could be at greater risk. Support is available from Occupational Health or a trained assessor if further advice or guidance is needed.
· new and expectant mothers – during and post pregnancy, the body goes through lots of changes which can put the employee at greater risk of injury when moving and handling tasks are carried out. 
· disabled workers – it should be considered how the disability may affect the employee’s ability to carry out a moving and handling task and reasonable adjustments need to be made where possible. 
· return to work - those returning to work after a recent manual handling or other type of injury, who may be on a phased return to work. 
· new, young, temporary, or workers who may not have English as their first language – they may be less aware of good moving and handling techniques. Young workers have the additional factor that their bodies are not fully developed. Alternative procedures for communicating to workers who may not have English as their first language could be considered so that they understand good moving and handling techniques.
· older workers – the task or activity should be considered for older workers and whether any changes are needed. 
· workers with health problems - it should be considered how the health condition may affect the employee’s ability to carry out a moving and handling task and reasonable adjustments made where possible.


Appendix 3 – Simple filter tool
When determining if an activity is low risk, consider all factors for each area below that may be undertaken for the activity when making the assessment.
If these factors are not met, then the activity would be deemed as high risk and stages 2 and 3 of the risk assessment process should be completed.
The HSE guidance – Manual handling at work - A brief guide can assist you in understanding the filters and making decisions about the activities you undertake.
Lifting and Lowering – The activity requires the load to be lifted and lowered
· The load is easy to grasp with both hands.
· The operation taking place in reasonable working conditions.
· The handler is in a stable body position.
· The weights should be within the load ranges for the position held as shown in the diagram below.  The filter values are reduced if handling is done with the arms extended, or at high or low levels, as this is where injuries are most likely to occur.
[image: Diagram
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Carrying loads/objects – The task requires the load to be carried up to 10m without resting
· Load can be held against the body
· The load/object does not obstruct the view of person carrying it
· The load/object does not prevent the person from walking normally, or obstruct the view of the person carrying it 
· Carrying the load/object does not require the hands to be held below knuckle height, or above elbow height
[image: Manekins in upright posture pushing a wheeled cage, flat trolley and tip up trolley]
Pushing and/or pulling –The activity requires the load to be pushed or pulled less than 20m without resting (The load may be slid, rolled or moved on wheels).  
· Force is applied to push/pull the load with the hands
· Torso largely upright and not twisted
· Hands are between hip and shoulder level

Handling the load whilst seated
· The weights should be within the load ranges for the position held as shown in the diagram below 
[image: Image result for handling loads while seated free images]










More detailed assessment
A more detailed assessment (Stages 2 & 3) will be needed if there are individual workers who may be at a greater risk (see Appendix 2).
If you conclude that your tasks meet all these filters above, staff have been trained and are following all the control measures correctly then those tasks or group of tasks can be considered lower risk. Even if the task is considered low risk staff can still be injured.
Any control measures that are in place, or that need to be implemented, must be recorded. This can be recorded in either a risk assessment or in the moving and handling arrangements section in the H&S Policy/Local Arrangements.
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GUIDANCE ON COMPLETING THE FULL MOVING & HANDLING RISK ASSESSMENT
1.  Detail the Directorate/team the assessment refers to, and work through the appropriate sections of the assessment checklist.
	Section A:  Preliminary
· Identify the type of task being assessed – either lifting and carrying or pushing and pulling – by ticking the appropriate box.  If the task involves both lifting and carrying and pushing and pulling, tick both boxes.
· Describe the task being assessed for either lifting or carrying or pushing and pulling activities.  It can be helpful to include diagrams or photographs to illustrate these.
	Section B:  More Detailed Assessment
· Paying attention to the type of activities being assessed, work through the list of factors and circle whether these are Green (safe to go) or Red (stop and think).
· If you believe there is a risk associated with any of the factors, detail the nature of the problem and include any further action that may be taken.  It can be helpful to include the names of those you may need to consult in implementing the remedial action, e.g. managers, trainers, maintenance staff, employees or their representatives.
· If you are assessing a lifting, carrying or team handling activity, you can use the HSE’s MAC tool to help you decide whether there is a risk and to prioritise actions.  For pushing and pulling activities you can use the RAPP tool to help you.
· Some activities may involve more than one member of staff, each with a different level of risk, depending on what they do.  Note the differences on the one full moving and handling risk assessment.
· Return to the end of Section A and decide whether the overall risk of injury is Low, Medium or High.  This will help to prioritise remedial action if you have a number of risk assessments to carry out.  Circle the appropriate level at the bottom of Section A after you have completed Section B.
	Section C:  Action Plan
· Record the number of the hazard which is not fully controlled in column 1.  Include all hazard numbers, even if the remedial action covers more than one hazard.
· Summarise the remedial action that should be taken, and assign a priority rating (imminent – very low).
· Record the name of the person responsible for implementing the controls and the date by which action should be completed.  Only complete the final column once the action has been taken.
· Record the assessor’s name and signature.
· Enter the target date for reviewing the assessment.  It may be useful to enter this into a brought-forward system so it is not forgotten.



	2. When all the tasks have been assessed, the completed assessments can be compared to help prioritise the most urgent actions.  As there may be a number of ways to reduce the risks identified with some being more effective than others, do not delay taking action on those that can be implemented quickly and easily just because they may be less effective than others.
3. Check at a later date to make sure that the remedial action to remove or reduce the risk of injury has been effective.





	Directorate/Team:
	

	Section A:  Preliminary

	Lifting & Carrying Task Assessment
(Tick relevant assessment box)
	
	Pushing & Pulling Task Assessment
	 

	
	

	Task name:   

	Is an assessment needed? 
(An assessment will be needed if there is a potential risk of injury, e.g. if the task falls outside the simple filter guidelines)


         YES  /  NO *                            

If ‘Yes’ continue.  If ‘No’ the assessment need go no further






*Circle as appropriate

	Task description:

  


	

	Load weight: 

	 
	

	Frequency of operation:

	 
	

	Push/pull distance:

	 
	

	Are other push/pull tasks carried out by these operators?

	 
	

	Assessment discussed with employees/safety Representatives?

	 
	

	

	Detailed description of operations covered by this assessment:

 
Locations:  


How many personnel are involved?    

	Diagrams and other information (including existing control measures):

	
	

	Assessment carried out by:        

	Assessment date:   

	

	Overall assessment of the risk of injury?   *Circle as appropriate 

Make your overall assessment after you have completed Section B
	LOW
	MEDIUM
	HIGH*



	Key 

Circle each as appropriate :  Green - Safe to continue 
                                                    Red – Stop and Think
	Green
Safe
Go
	Red Stop   Think?
	Problems identified

	Further Action Required if Red 
(This should be included in the action plan at the end of the assessment)

	Section B:  The Task – Pushing and Pulling    

	1a.
	 Is the route as short as possible
	Yes
	No
	
	 

	1b.
	 Is the task known to be demanding for employees? That is, do they dislike a particular job or task?
	No
	Yes
	
	

	1c.
	 Is the route clear of obstacles?
	Yes

	No
	 
	

	1d.
	Are the hands below the waist or above shoulder height?
	No
	Yes
	
	

	1e.
	Is there twisting or manoeuvring of the load into position?
	No
	Yes
	 
	 

	1f.
	Does the task need a lot of effort to get the load moving and kept moving?
	No

	Yes
	 
	  

	1g.
	Are there sudden movements to start or stop the load?
	No
	Yes
	
	

	1h.
	Are there any one-handed operations?
	No
	Yes
	
	

	1i.
	Is there movement at high speed or over long distances?
	No
	Yes
	
	

	1j.
	Is there repetitive pushing/pulling?
	No
	Yes
	  
	    

	Section B:  The Task – Lifting and Carrying

	2a.
	Do the tasks involve:

	
	Holding away from the trunk?
	No
	Yes
	
	

	
	Twisting?
	No
	Yes
	
	

	
	Stooping?
	No
	Yes
	
	

	
	Reaching Upwards?
	No
	Yes
	
	

	
	Large vertical movements?
	No
	Yes
	
	

	
	Long carrying distances?
	No
	Yes
	
	

	
	Frequent or prolonged physical effort?
	No
	Yes
	
	

	
	Repetitive handling?
	No
	Yes
	
	

	
	Insufficient rest or recovery?
	No
	Yes
	
	

	
	A work rate imposed by a process?
	No
	Yes
	
	

	2b.
	Is movement or posture hindered by clothing or personal protective equipment?
	No
	Yes
	
	

	2c.
	Is there an absence of the correct/suitable personal protective equipment being worn>
	No
	Yes
	
	

	Section B:  The Load- Pushing and Pulling

	3a.
	Is the laden trolley/moving equipment heavy and requires force to be exerted?  
	No
	Yes
	 
	 

	3b.
	Is the load stable and secure?
	Yes
	No
	 
	 

	3c.
	Is the load too bulky for the route or trolley?
	No
	Yes
	
	

	3d.
	Can you see over/around the load?
	Yes
	No
	 
	 

	3e.
	Are there good handholds?
	Yes
	No
	
	

	Section B:  The Load- Lifting and Carrying

	4a.
	Are the loads:

	
	Heavy?
	No
	Yes
	 
	

	
	Bulky/unwieldy?
	No
	Yes
	
	

	
	Difficult to grasp?
	No
	Yes
	
	

	
	Unstable/unpredictable? 
	No
	Yes
	
	

	
	Intrinsically harmful? (sharp/hot)
	No
	Yes
	
	

	Section B:  The Environment – Pushing and Pulling

	5a.
	Does the task take place in a very hot or cold environment? (Repetitive pushing and pulling activities within hot and humid temperatures can lead to the early onset of fatigue).
	No
	Yes
	
	

	5b.
	Does the task take place in windy locations where the load may become unstable?
	No
	Yes
	
	

	5c.
	Is the lighting adequate – not too dim and not too bright?
	Yes
	No
	
	

	5d.
	Are there constraints on body posture/positioning?
	No
	Yes
	 
	 

	5e.
	Are there confined spaces/narrow doorways?
	No
	Yes
	 
	 

	5f.
	Are there surfaces or edges to cause cuts/abrasions/burns to hands or body?
	No
	Yes
	  
	 

	5g.
	Any rutted/damaged/slippery floors?
	No
	Yes
	
	

	5h.
	Any trapping or tripping hazards?
	No
	Yes
	
	

	5i.
	Any ramps/slopes/kerbs/uneven surfaces?
	No
	Yes
	
	

	Section B:  The Environment – Lifting and Carrying

	6a.
	Does the working environment provide:

	
	Constraints on posture?
	No
	Yes
	
	

	
	Poor floors?
	No
	Yes
	
	

	
	Variations in levels?
	No
	Yes
	
	

	
	Hot/cold/humid conditions?
	No
	Yes
	
	

	
	Strong air movements?
	No
	Yes
	
	

	
	Poor lighting conditions?
	No
	Yes
	
	

	Section B:  Individual Capabilities – Pushing and Pulling/Lifting and Carrying

	7a.
	Have staff reported a musculoskeletal injury (ache or pain), which might be aggravated?
	No
	Yes
	
	

	7b.
	Have staff been advised not to wear any loose clothing that may get entangled in the device?
	Yes
	No
	
	

	7c.
	Are staff able to adopt the correct upright posture for the operation?
	Yes
	No
	
	

	7d.
	Does the task require unusual capabilities?
	No
	Yes
	
	

	7e.
	Does the task pose a risk to those with a health problem, physical or learning difficulty or those who are pregnant?
	No
	Yes
	
	

	7f.
	Does the task pose a risk to new workers/young people?
	No
	Yes
	
	

	7g.
	Is there a need for special information/training?
	No
	Yes
	
	

	Section B:  Equipment – Pushing and Pulling

	8a.
	Is your device fit for purpose – is the device the correct type for the operation?
	Yes
	No
	
	

	8b.
	Is it well maintained with regular maintenance procedures in place, including checks on wheels/castors at an appropriate frequency?
	Yes
	No
	
	

	8c.
	Are the wheels on the device suited to the floor surface? E.g. are the wheels large enough to minimise rolling resistance?
	Yes
	No
	
	

	8d.
	Is the handle height on your device between your waist and your shoulder height?
	Yes
	No
	
	

	8e.
	Are the handle grips in good order and comfortable?
	Yes
	No
	
	

	8f.
	Is movement or posture hindered by clothing or personal protective equipment?
	No
	Yes
	
	

	8g.
	Is there an absence of the correct/suitable PPE being worn?
	No
	Yes
	
	

	8h.
	If equipment is on wheels/castors – are they:

	
	· Unsuitable for the type of load?
	No
	Yes
	
	

	
	· Unsuitable for the floor surface/work environment?
	No
	Yes
	
	

	
	· Unable to rotate freely?
	No
	Yes
	
	

	
	· Difficult to steer?
	No
	Yes
	
	

	
	· Easily damaged or defective?
	No
	Yes
	
	

	
	· Without brakes or difficult to stop?
	No
	Yes
	
	

	
	· With brakes but they are poor/ineffective?
	No
	Yes
	
	

	Section B:  Work Organisation and Psychosocial factors – Pushing and Pulling/Lifting and Carrying

	9a.
	Have staff expressed concern over a lack of consideration being given to the planning and scheduling of tasks/rest breaks?
	No
	Yes
	
	

	9b.
	Have staff expressed concern over poor communication between management and employees (e.g. they are not involved in risk assessments, decisions on changes or when purchasing equipment)?
	No
	Yes
	
	

	9c.
	Are there sudden changes in workload, or seasonal changes in volume without mechanisms for dealing with the change?
	No
	Yes
	
	

	9d.
	Do workers feel they have been given sufficient training and information in order to carry out the task successfully?
· Staff undertaking low risk activities should complete the moving and handling e-learning package
· Staff undertaking medium and higher risk activities should receive practical moving and handling training
	Yes
	No
	
	




Section C:  Action Plan for Risk Assessment
Please complete the Action Plan for your risk assessment if you are required to take further action to remove or reduce the risk of injury.
	No. of Hazard not fully controlled

	Priority Rating
	Remedial Action required
	Person Responsible for Implementing Controls
	Target Date 
for Implementation 
	Date of Completion 

	
	Imminent
	
	
	
	

	
	High
	
	
	
	

	
	Medium
	
	
	
	

	
	Low
	
	
	
	

	
	Very low
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Priority Rating

	Imminent
	Immediate Completion

	High
	Completed in 3 months

	Medium
	Completed in 6 months

	Low
	Completed in 12 months

	 Very low
	Part of long-term plan



	
Assessor’s Name:
	
Signature:



	Date for review of assessment:
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Appendix 5 – Corporate H&S Training Procedure and Training Matrix
	
HCC Teams and Sites (excluding schools) - Health and Safety training
Schools - School’s Health & Safety Website 
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