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RIVERSIDE SCHOOL

MANUAL HANDLING POLICY

INTRODUCTION

Manual handling operations means any transporting or supporting of a load (including
the lifting, putting down, pushing, pulling, carrying or moving thereof) by hand or bodily

force.

LEGAL BACKGROUND

Manual handling Operations Regulations 1992 place a duty on every employer to reduce
the risk of injury from all manual handling operations which cannot be avoided, and

avoid hazardous manual handling as far as possible.

MANUAL HANDLING COORDINATOR

A member of the school’s MDT (Multi-Disciplinary Team) is the trained and accredited
Manual Handling Coordinator. She has responsibility for this area of the school’s work,

including training, assessing, record-keeping and risk assessments.

TRAINING

All staff complete online training in Manual Handling through the school’s SafeSmart
system. In addition, staff working in Team 4 classes, or any other class in which there are
wheelchair users, receive bespoke training from the Coordinator with the students in the

classes.

RISK ASSESSMENTS

The key to the regulations is the identification of hazardous handling operations and their
assessments. Managers must address manual handling issues when performing risk
assessments. The regulations require a suitable and sufficient assessment of all manual
handling operations to reduce the risk of injury.

This can be done by increasing awareness, providing information and training, and by
providing mechanical aids (hoists), or by redesigning the task to avoid manual handling.
Lifting and handling of students at Riverside School has been identified as a priority area.

It is important to eliminate as many risks both to students and staff as possible.
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The Manual Handling Coordinator holds the responsibility for carrying out and updating

profiles, for monitoring and coordinating the maintenance of equipment, and for
running training sessions for staff in classes in which there are wheelchair users.

The training includes the theory of lifting and back care, risk assessment, practical lifting
techniques, and the safe use of equipment. Staff will receive accredited certification for
manual handling training.

All equipment must be handled by trained staff, especially the use of the hoists. If you
see any member of staff using unsafe lifting techniques, please warn them, it is
dangerous to both staff and students. If you are in any doubt, seek advice from the
Manual Handling Coordinator.

The following checklist provides examples of the type of actions which may cause injury
during manual handling. These relate to the lifting task, the individuals capability, the

load and the working environment.

» the distance between the load and the lifter’s trunk.

This has a direct impact on the level of stress on the lower back. If the load is not
kept close to the trunk, then regardless of the lifting technique used, there will
be stress on the lower back.

» twisting the trunk
If the lift involves twisting the trunk, this will increase stress on the lower back.
= stooping

If the lift involves stooping, this can also cause stress to the lower back.
When the lifter stoops, the trunk is thrown forward and its weight is added
to the load being lifted.

» reachingupwards

Reaching upwards puts additional stress on the arms and the back and the
load becomes more difficult to control. This is a relevant safety consideration.
The distance of the lift adds to the level of effort needed. It may also mean
that the lifters grip has to be changed or adjusted during the lift. This could
lead to an accident or injury.

» the carrying distance

In general, if it is safe to lift and lower the load, then the distance of the

carry is not a risk factor unless it is an excessive distance.
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pushing and pulling
Excessive pushing and pulling adds to the physical stress of the lift. It also
creates the risk of a slipping accident.

sudden movement

The combination of sudden movement and an unstable lift can be very
dangerous. The unpredictability of some of our pupils can be the greatest risk
during the lift.

frequency of lifts and rest periods

A relatively small lift carried out frequently can create as large a risk of injury
as a one off large lift. The more lifts that are carried out without rests and
recovery periods, the more likely it is that there will be an accident or injury
caused by fatigue.

weight

This is one factor, but not the sole factor, in the risk assessment
shape

The shape of a load affects the way it is held, if it is bulky or unwieldy this
will often add to the difficulty of the lift.

grip

Extra grip strength is often needed to lift SEN students. They are often
unpredictable during a lift, and in this respect the lift can be more
dangerous.

capability

The individuals capability must be considered. Does the job require unusual
strength or ? Does it create a hazard for pregnant staff or staff with a health
problem? Is special information or training required to do the job safely? As a
general rule, the risk of injury should be regarded as unacceptable if the lifting
operations cannot be performed satisfactorily by most reasonably fit, healthy
employees.

working environment

The working environment is another important safety consideration.
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space constraints

The working environment may restrict staff from adopting a good posture
when lifting. This means that risk of injury will be increased. Restricted
headroom forces a stooping posture. Furniture, fixtures or other
obstructions may increase the need of twisting or leaning.

Constricted working areas and narrow gangways restrict movement and

maneuverability.

floors

Slippery or uneven floors increase the likelihood of slips, trips and falls, they
also hinder smooth movement and create additional unpredictability

floor levels

Steps and steep slopes can increase the risk of injury because they add to the
complexity of movement when lifting.

temperature

The risk of injury during lifting can also be increased by unsuitable
temperature at the workplace. A high temperature or too humid an
atmosphere can cause fatigue. If the temperature is too low, this may impair
dexterity.

lighting

Clear lighting is needed so that the lifter can see what he or she is doing and

make proper judgments about distance and space.
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Appendix 1: Rules for Safe Manual Handling

1. Stopandthink. Itisimportant to plan the lift. 'Where is the load being moved to? Are
hoists or other lifting aids needed? Is someone else needed to help? Is there any
obstructioninthe way?

2. Position the feet. A lift should be carried out with the feet apart. This gives a balanced
andstable baseforthelift. Theleadinglegshouldbeasfarforwardasiscomfortable.

3. Adoptagood posture. Whenliftingfromalow level, the knees should be bent. However,
thelift shouldnotbeginfromakneeling position. The lifter should avoid over flexingthe
knees. It is very important to keep the back straight. If necessary, the lifter can lean
forward a little overthe load, forabettergrip. The shoulders should be level and facing
thesame directionasthe hips.

4, Get a firm grip. The best position and the best type of grip depend on the
circumstancesofthe liftandtheindividual’s preference.Thereneedstobeafirmgrip.

S. Raiseyourheadasyoustarttolift, lift using your leg muscles, use smooth movements.
6. Tuckyourarmsintoavoidstrainingyourneckorshoulder muscles.
7. Holdtheloadorstudent, closetoyourbody.

8. Don'tblockyourviewbycarryingtoolargeaload.
9. Move the feet. The lifter should not twist his or her trunk when turning to the

side but shouldremembertomovehisorherfeetinstead.

Inordertoapplythe above principles you must:

»  Wear suitable clothing, loose comfortable garments and flat shoes. Inform the
senior managementteamifthereisanyreasonwhyyoushould notlift.

» Beawareofyourownfitnessandcapabilitytofollowsafeliftingprocedures.

Please remember staff should have regard to the school’s Intimate Care Policy when
handling/lifting pupils in preparation for intimate care. They should ensure that every

student istreatedwithdignityandrespectandprivacyisensured.

Safe Moving and Handling of Students

(a copy of this in kept in the front of every class’s Manual Handling Folder)
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Riverside recognises its responsibility to ensure the health, safety and welfare of its
employees as far as reasonably practical.
It is the policy of Riverside to conform to the requirements of the Manual Handling
Operations Regulations 1992.
To this end Riverside aims:
I. To avoid manual handling operations which are a risk to its employees as
far as reasonably practical
2. Assess all operations involving manual handling procedures judged to be
potentially hazardous, and reduce the risk to the lowest level which is
reasonably practical
3. To provide all employees involved in manual handling of clients with thorough

training covering all the key elements for safe handling processes

The First 3 Principles of Good Manual Handling

Remember to follow the first three principles of good manual handling to avoid placing
unnecessary pressure on your spine.

I. Keep your spinein line
2. Create a stable base

3. Keep any load close to your body

Clothing

Wear comfortable clothes and flat heels

Individual Capabilities

If you feel you are being put at risk you must speak to someone about it before you
injure yourself. It may be possible to reorganise the task to suit you. It is your

responsibility to look after your back

Equipment
All equipment must be handled by trained staff, especially the use of the hoist
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Time
Remember it is important to take your time and think before any handling task to
ensure the safest way to do it. If you are in any doubt, stop and seek advice from

trained staff.

Intimate care
Please remember staff should have regard to the Intimate Care Policy when handling
students in preparation for intimate care. You should ensure that every student is

treated with dignity and respect and that privacy is ensured
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Attachment 2: Manual Handling Coordinator Job Description

RIVERSIDE SCHOOL JOB DESCRIPTION

POST: Special Needs Assistant

SCALE: 6, Level 4
(Responsibilities additional fo the generic
responsibilities in the Riverside School Scale 5, Level 3
SNA job description)

RESPONSIBILITY TO: Headteacher or designated Teacher Coordinator

JOB PURPOSE: Responsible for the management and development
of a specidalist area within the school

OBJECTIVES OF POST:

To carry out regular duties and tasks within the above area of additional
responsibilities, under the general direction of the Teacher Coordinator and

appropriate members of the Multidisciplinary Team.

(Time will be allocated to the scale 6 TA's post to enable duties and tasks to be
effectively carried out; arrangements may vary according to the requirements of
the post. When necessary, training will also be arranged to develop expertise in

the area of additional responsibility).

Specialist Areas

1. Manual Handling Lead

Main duties and responsibilities:

e Developing policies and procedures for manual handling throughout the
school
e Advising on health and safety of equipment for students in relation to

manual handling
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e Providing regular manual handling training for staff and awareness raising

around manual handling issues.

e Acting in an advisory/training capacity for other colleagues, both
teaching and support staff

e Writing, delivering and monitoring manual handling/lifting profiles for
particular students based on a detailed knowledge of manual handling
and the disabilities of each student and instructing staff how to carry out
those programmes.

e Ensuring appropriate manual handling resources are available for
students and staff

e lidising with outside companies re maintenance and servicing of
equipment such as hoists

e Keeping up to date with all areas related to manual handling e.g.

regulations; new equipment.

. Physiotherapy / Occupational Therapy Assistant

Main duties and responsibilities:

* Assisting the physiotherapist/OT/ Class staff in the treatment of students
with physio needs

* Supervising/continuing treatment programmes as delegated by the
physiotherapist/OT

* Providing individual freatment programmes in addition to those provided
by the class staff under the guidance of the physiotherapist/OT

* Carrying out minor adjustments to physio/OT equipment

* Assisting with the preparation of equipment/aids to help students with
physio/OT needs to access the curriculum

* Cleaning physio/OT equipment as required

* Maintaining tidiness of physio/OT therapy areas

* Assisting with hydrotherapy sessions as and when required, and sharing
good practice with colleagues

*  Working closely with professional staff especially the class teams and the
Multidisciplinary Team regarding students with physio/OT needs

* Assisting  staff  with  documentation/completing  documentation
appropriately regarding students with physio/OT needs

10
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Undertaking general clerical and administration duties e.g. filing, finding

reports, telephoning

Being aware of basic medical background/disability of all students with
physio/OT needs

Respecting and maintaining student confidentiality at all times
Contributing to discussions about the student, for example in class
meetings or the annual review, and contributing to record keeping and
reports as necessary

Providing and undertaking fraining to equip staff to address the
educational needs of the students with physio/OT needs

. Health and Safety

Main duties and responsibilities:

At all fimes to be aware of and fulfil responsibilities under the Health &
Safety at Work Act

To be responsible with other staff to ensure that the physiotherapy/OT/and
school Health & Safety policies are followed

To ensure that the school Manual Handling Policies and procedures are
followed

To be familiar with the school Fire and Evacuation Arrangements

To report any incidents in accordance with the school Accident/Incident

Reporting Procedures

. In All Areas

Main duties and responsibilities:

Attending and contributing to the school’s fortnightly ‘Student Wellbeing
Multi-Agency Team’ meetings

Making home visits as required, working in partnership with the Therapy
Lead, other therapists and teachers

Seftting up and monitoring PMLD classroom equipment and hoists,
checklists and store records

Commissioning works from suitable companies in a timely fashion in

response to equipment servicing and repairs
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