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SOP3007 – Manual Tasks and Ergonomics
Health & Safety


1. Purpose
Undertaking manual handling tasks safely and encourage recognition of ergonomic hazards.

2. Procedure
A ‘manual task’ is defined as any activity or activities requiring a person to use their physical body (musculoskeletal system) to perform work and includes:
· Manual handling - the use of force exerted by a person to lift, lower, push, pull, carry or otherwise  move, hold or restrain any person, animal or thing

· Performing repetitive movements or actions
· Adopting awkward or sustained postures and

· Using plant, tools or equipment that exposes employees to vibration.
Musculoskeletal disorders that occur from manual tasks may result from:

· Gradual wear and tear caused by frequent or prolonged periods of manual task activity (eg. Operating mobile plant for prolonged periods)
· Injury caused from strenuous manual tasks or awkward lifts (eg. a repeatedly lifting and handling sample bags) or

· Injury caused by unexpected events (eg. a getting on or off plant and machinery).
Research has shown that most musculoskeletal disorders associated with manual tasks in the workplace are a result of collective ‘wear and tear’ on the musculoskeletal system.
2.1 Manual Handling

Manual handling of materials is the largest single cause of occupational strain injuries.  Wherever possible re-engineer the task design to avoid manual handling. Where redesign is impracticable or until it is completed, provide and arrange, as appropriate, mechanical aids, personal protective equipment and team lifting. 
There are six basic principles to follow in manual handling:
· Position of feet - Position feet apart, about as wide as the hips with one foot forward.  This ensures balance
· Straight back – Bending at the knees and lift with the leg muscles, these are stronger, allowing more leverage
· Correct grip - Use the roots of the fingers and palms of the hand.  This reduces stress in the arms

· Tuck chin in - Avoid turning the head to the side.  This helps to lock the spine and reduces stress in shoulder and back muscles

· Elbows in to side - Reduces stress on shoulders
· Use body weight - To supplement or take the place of muscular effort.
The weight a person can safely lift varies considerably between person to person.

Consider:
· Personal factors including disabilities, age, physical fitness and pre-existing injuries

· The lifting position – lifting from below knee level and above shoulder height is not desirable for items greater than 10 kilograms
· The number of lifts to be conducted and distance to be moved

· Size, shape and stability of the item

· The environment you are lifting in

2.2 Repetitive Movements or Actions
Performing repetitive movement or actions over a prolonged period without adequate rest breaks can lead to injuries. 
Risks can be reduced by addressing the source of the risk in a number of ways, such as

redesigning, modifying, altering and substituting;
· Work area and layout – e.g. Select appropriate work areas to perform the manual task, change work flow to suit the task or change placement of items to suit the task
· Nature of items – e.g. Altering design or substituting an item or equipment for safe completion of the task
· Nature of the load – e.g. Change size, split up loads, use mechanical devices where possible
· Systems of work, work organisation and work practices – e.g. Redesigning the job to include different postures or techniques, or task rotation of employees
2.3 Awkward or Sustained Postures
An awkward posture is any posture that makes any body part feel uncomfortable or is in bent and twisted position. Awkward postures include bending, twisting or reaching.
Sustained postures are those positions where the body or parts of the body is held for extended
periods of time. Muscular fatigue, blood flow problems, strain and discomfort can occur from sustained postures. Sustained postures included sitting and standing for long periods. 
2.4 Vibration
Hand-arm vibration can occur when operating hand held power tools, holding material processed by machinery or hand guided equipment. Hand-arm vibration can result in oxygen depletion and reduced blood circulation in the hand and forearm, damage to nerves, tendons, muscles and joints may occur.
Whole-body vibration can occur when an employee has contact with a vibrating surface such as a seat in

heavy vehicles or machinery. Prolonged exposure increases the risk of lower back pain or pro-lapse of the lumbar vertebrae.
Elimination or reducing hand-arm vibration can consist of controlling the following;
• 
Vibration at the source. e.g. Using vibration dampening devices
• 
Vibration paths e.g. Modification of equipment and

• 
Vibration at receiver e.g. Wearing anti vibration gloves
2.5 Take 5
The Take 5 is a personal observation and awareness tool designed to provide employees with an understanding of the risks and hazards associated with a particular task. A Take 5 should be used to assess each manual tasks before they are performed.
An example of how a Take 5 can be used for a manual task activity and the questions an employee may pose is shown below:
STOP

· Do I need a JSA for this task – if in doubt, do one anyway. 
THINK 

· Do I really need to move this item? Can the work be changed, to eliminate or reduce the risk of  injury?
· Do we have a lifting/moving device that can do the work for me? Am I passed out to use it?  Don’t lift items if you don’t need to, let equipment do the work

· Do I have the correct posture when undertaking tasks? 
· Is there someone who can help me lift/move the item?

· Where am I lifting/moving this item to?

· Plan to lift only once
· Can I rotate my tasks with others to reduce the amount of repetition involved with the task?

ASSESS

· What is the weight of the item? Can I reduce it?
· Does it have handles?

· Is it hot, sharp, have splinters – what PPE might I need?

· Is my path of travel clear? Is there sufficient space to do the lift?
RESPOND

· Clear the path of travel

· Discuss the team lift and agree on a communication/lift strategy

· Obtain the correct PPE for the task
· Check the lifting/moving devices are in good working order

·  “Test” weight items before lifting
Always STOP and ASSESS every manual task you perform. Every day and every task is different.
2.6 Ergonomics
Ergonomics is defined as the science of making things fit people instead of asking people to fit things. Something that is said to be ergonomic is designed for safe, comfortable, and efficient use.
When establishing work areas, purchasing equipment or implementing modifications and innovations ergonomics must be considered to minimise the risk of such hazards.
The risk assessments need to take into consideration:

Task factors:

· The job being done and the demands on the employee
· The equipment used (its size, shape, and how appropriate it is for the task)
· The information used (how it is presented, accessed, and changed)
· The physical environment (temperature, humidity, lighting, noise, vibration) and
· The social environment (such as teamwork and supportive management).
Human factors, both physical and psychological:
· Body size and shape
· Fitness and strength
· Posture
· The senses, especially vision, hearing and touch
· The stresses and strains on muscles, joints, nerves
· Mental abilities
· Personality
· Knowledge

· Experience.

Health and Safety

There are a number of manual handling and ergonomic task assessment templates in use throughout industry. Most manual handling assessment tools are straight forward; ergonomic assessments are best conducted by a person experienced in conducting such assessments. Should a comprehensive manual handling assessment be required or an ergonomic assessment required for a work area or task contact the HSEQ Manager who will arrange a site visit to complete the assessments.
3. References
The standards referenced in the document include:
· Occupational Safety and Health Act & Regulations
· Mines Safety and Inspection Act & Regulations
· AS/NZS4801: Occupational health and safety management systems

· Code of Practice – Manual Tasks (WorkSafe, WA)
· National Code of Practice for the Prevention of Musculoskeletal Disorders from Performing Manual Tasks at Work (Safe Work Australia)
· Manual handling assessment chart (MAC) tool (Health & Safety Executive, UK)
For information on the reference material to support this procedure please refer to FO1430 – Legislation and Other Requirements.
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