Nuffield Department of Medicine Research Building, Old Road Campus OX3 7FZ

NDMRB – University of Oxford NDMRB-SOP-026 Issue 001 –April 2016 (AKK)
NDM Research Building
Manual Handling guidance
1.0 Introduction
At present, over a quarter of all accidents reported nationally each year are associated with injuries
caused during lifting and handling operations at work. The Regulations, which came into force on 1
January 1993, are designed to reduce this total. The University Policy has been amended to take
account of newly issued Health and Safety Executive guidance – please see UPS S7/99
University employees are involved in manual handling and lifting operations too numerous to
list. Those in libraries lift kilos of books each day and transport them, very often manually, to the
readers. Laboratory workers lift and handle dangerous substances and heavy and awkward items
like gas cylinders. Anyone involved in taking in deliveries into their department is likely to handle
boxes, parcels and packages of different shapes, sizes and weights. Secretarial and administrative
staff are likely to do similar work. Loads likely to cause injuries do not always cause musculo-skeletal
injuries. During manual handling and lifting operations accidents can easily happen which cause
injuries to the head, hands or feet.
Manual handling courses are offered by the university and it is strongly recommended that, if
manual handling is an integral part of your job, you attend.

2.0 Assessing manual handling risks
One way to assess manual handling activities is to look at four specific areas – Task, Individual, Load
and Environment (easily remembered by the acronym TILE). As with any assessment, the workforce
should be involved in the process, and use should be made of any relevant guidance available for
particular industries.
Key factors to consider in each element are:
1. The Task Does the activity involve twisting, stooping, bending, excessive travel, pushing, pulling or
precise positioning of the load, sudden movement, inadequate rest or recovery periods, team
handling or seated work?
2. The Individual Does the individual require unusual strength or height for the activity, are they
pregnant, disabled or suffering from a health problem. Is specialist knowledge or training required?
3. The Load Is the load heavy, unwieldy, difficult to grasp, sharp, hot, cold, difficult to grip, are the
contents likely to move or shift?
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4. The Environment Are there space constraints, uneven, slippery or unstable floors, variations in
floor levels, extremely hot, cold or humid conditions, poor lighting, poor ventilation, gusty winds,
clothing or Personal Protective Equipment that restricts movement?

3.0 Guideline weights for lifting and lowering
The chart below gives guideline weights for lifting and lowering, which assumes that the handling is
taking place in reasonable working conditions with a load that is easily grasped with both hands by a
reasonably fit, well-trained individual.
No manual handling activity is completely safe. However, using these guidelines as part of a well
thought out risk assessment will reduce the risks from manual handling activities.
Weights to be lifted may need to be reduced below the guideline values if there are environmental
or other factors that could have an adverse effect on the activity or if it involves twisting or bending.
Similarly, if the task is being carried out frequently then weights should be reduced
Figure 1

4.0 Controlling risks from manual handling
As with any other risk, if you can eliminate or avoid the risks from manual handling, this is by far the
best option. You should try to remove as many of the constraints as possible to reduce the risks to as
low a level as reasonably practicable.
An ergonomic approach is recommended – look at how the task can be fitted to the individual.
Consider whether mechanical handling aids could be used, this could range from a simple trolley or
sack truck to more sophisticated aids such as conveyors or fork lift trucks.
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If you cannot eliminate or mechanise the manual handling tasks, you must carry out a risk
assessment where the task could present a risk of injury. You need to look at ways to reduce the
risks to as low a level as reasonably practicable.

5.0 Basic principles of manual handling
There are some basic principles that everyone should observe prior to carrying out a manual
handling operation:











ensure that the object is light enough to lift, is stable and unlikely to shift or move
heavy or awkward loads should be moved using a handling aid
make sure the route is clear of obstructions
make sure there is somewhere to put the load down wherever it is to be moved to
(fig 2) stand as close to the load as possible, and spread your feet to shoulder width
bend your knees and try and keep the back's natural, upright posture
grasp the load firmly as close to the body as you can
use the legs to lift the load in a smooth motion as this offers more leverage reducing the strain
on your back
carry the load close to the body with the elbows tucked into the body, head up and back straight
(fig 3)
Avoid twisting the body as much as possible by turning your feet to position yourself with the
load.
Figure 2
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Figure 3

6.0 Lifting and handling in teams
Team lifting needs to be coordinated properly. Try and make sure that those lifting are around the
same height and build, make sure one person is responsible for giving instructions, etc. Make sure
that everyone lifts, moves off, stops and places the load down at the same time.
Lifting in teams does not mean that the weight of the load can be doubled for each extra person in
the team.
For example, for a lifting team of two people the load should only be increased by two thirds the
sums of their individual capabilities.
This means that if the risk assessment decided that it was okay for one person to lift a load of 20kg,
using two people would mean that the load should not exceed around 26.6kg - not that it’s okay to
lift a load of 40kg.
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7.0 Handling aids
Mechanical handling aids can reduce the risk of injury when used correctly. Even simple aids such as
trolleys, sack trucks and pallet trucks can be used to move items and reduce the likelihood of injury.
There are a variety of handling aids available to use in the NDMRB, the facilities team should be
consulted before the use of these aids.
It is better to push rather than pull, and to use body weight and leg muscles to do the work. Make
sure the load is kept under control, particularly on slopes. In some cases more sophisticated manual
handling aids may be required. If this is the case it is advised that professional movers are employed
who can often provide the equipment required to move heavy objects.
It should be remembered that, although the handling aids will eliminate many of the manual
handling risks, their use will introduce others and these risks must be assessed.
Another consideration is that regulations require that many of these items require a periodic
statutory inspection on safety critical components – this is managed by the buildings and facilities
team.
8.0 Risk assessment
NDMRB-RA-048 Manual Handling
9.0 References





Manual handling at work, a brief guide. HSE version 3
University safety policy UPS S7/99
Manual handling. Manual Handling Operations Regulations 1992 (as amended). Guidance on
Regulations L23 (Third edition) HSE Books 2004
http://www.healthyworkinglives.com

10.0 Review
This document should be reviewed by the relevant person every three years
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