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Leaflet 15 - Manual Handling

Introduction

1. A manual handling operation is defined as “any transporting or supporting of a load by hand or other bodily force”. This includes lifting, lowering, pushing, pulling, carrying, and moving or static supports of loads where bodily force is involved. Lifting or moving heavy objects is common in the military environment and often results in injury. MOD advises that half of all of all musculoskeletal disorders are caused by the poor management and practices of manual handling. 
2. MOD Policy, Reference A,  conforms with Reference B which itself is based on European Directive 90/269/EEC. This directive is also the basis for German regulations on this subject at Reference C. This leaflet of the BFG Manual is therefore compliant with both UK and Host Nation standards.
Duties 

Commanding officers

3. Commanding officers are to ensure that their unit has adequate arrangements for the management of risk associated with manual handling operations and that the arrangements are monitored and reviewed as necessary.
Line managers

4.  Line managers are to ensure that where the manual handling operations/activities cannot be avoided a suitable and sufficient risk assessment is carried out by a competent person, and controls implemented to minimise the risk of harm.
Employees

5. In accordance with the references every employee is to comply with any safe systems of work provided by their line manager. Employees selected or tasked to carry out manual handling operations/activities must firstly inform their line manager of any physical or medical pre-condition that could affect their ability or condition when undertaking the task.

Guidance for line managers  

6. In order to reduce the risk of harm to employees, the line manager must try to avoid manual handling in the first instance or if that is not possible automate or mechanise the operation. If some residual risk still remains then a manual handling assessment should be undertaken and appropriate control measures put in place.  The flowchart at Annex A to Reference A is a useful tool to help the decision making process
Application of best working practice

7. Where possible, line managers should, in the first instance, consider changing the working practices where reasonably practicable with a view to avoiding the need to undertake manual handling operations. If this is not considered feasible then consideration needs to be given to automating the process or providing appropriate mechanical handling devices such as lift trucks, sack trolleys, conveyor rollers etc. If careful consideration is given to these measures and the risk has been reduced to the lowest level reasonably practicable, they may prevent the need to conduct a full manual handling risk assessment. Line managers are advised to contact their USA or GHSWE for assistance in identifying the correct methodology or equipment to reduce the potential risk. 

Risk assessment

8. Where the risk cannot be avoided then employers are to carry out a suitable and sufficient risk assessment of the manual handling operation/activity. The correct form to be used for Manual Handling risk assessments is MOD Form 5012 which is at Annex D to Reference A and also on the MOD SSDC Website under Forms. This form is copy protected and for that reason cannot be included in the BFG SHEF Manual. Where units have problem obtaining this form on line then they are to refer the issue to their garrison H&S Staff for assistance.   

Monitoring and review

9. The LM is responsible for ensuring that all control measures identified in the assessment are continually monitored for effectiveness and are being adhered to.  An initial review of the risk assessment and control measures should take place shortly after implementation, in order to check the effectiveness of control measures. This review would also look at medium and long-term measures that may have resource implications, which may have been raised upwards through the chain of command. Further guidance can be found at References A & C.

Competency

10. In the majority of cases no specific competency is required to carry out a basic manual handling assessment. However a meaningful assessment can only be based on practical knowledge, ability, training and experience of the manual handling operations/activities that take place in the workplace concerned. Where the assessment is complex then advice and guidance should be sought from the USA, GHSWE or other competent specialists. 

Training

11. Adequate information, instruction and training should be given in order to undertake the task safely. The type of training could comprise of a combination of the following: 

• The “Safe Manual Handling” course (Defence Electronic Learning Centre). 

• A video/DVD. Note that just showing this without additional competent practical training is not acceptable.
• Manual handling courses run internally and externally. 

• On the job training. 

• Task specific training. 

• Refresher training; this must be considered when risk assessments are reviewed. 

12. Manual handling training for unit trainers (train the trainer) may be arranged through garrison SHEF teams and HQ BFG J4 SHEF as set out in the annual BFG SHEF Training Programme. Units should bid for vacancies to their garrison SHEF staff in the first instance.
Records

13. Manual handling operations risk assessments should be retained for 5 years and are not to be destroyed on review but held in case of future potential claims as a result of an accident or incident. Training records should also be retained for a period of 5 years. 
14. In the event of a unit disbanding, amalgamating or moving, such records must be archived and not destroyed.
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