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SAFE WORKING GUIDELINES 
MANUAL HANDLING 

 
 
1. Introduction 
 
The objective of this procedure is to prevent the occurrence of injury and reduce the severity of 
injuries resulting from Manual Handling tasks performed by employees and subcontractors of 
Proline Building Commercial Pty Ltd. 
 
2. Purpose 
 
The purpose of this document is to provide suitable information for the identification, assessment 
and control of hazards associated with Manual Handling. 
 
3. Definitions 
 
‘Manual Handling’  means any activity requiring the use of force exerted by a person to lift, 

lower, push, pull, carry or otherwise move, hold restrain any animate or 
inanimate object. 

 
4. Roles & Responsibilities 
 
Project Managers/Supervisors are to ensure the following requirements are carried out in 
reference manual handling: 
 
- Ensure employees / subcontractors are aware of their responsibilities and are provided with 

adequate information, instruction and training in reference to safe manual handling 
techniques 

- Ensure employees / subcontractors use safety equipment and aids provided for manual 
handling 

- Ensure all hazards are identified where possible and corrective action taken to controls those 
risks. 

 
All persons must adhere and ensure that: 
 
- A safe and healthy work environment is provided and maintained for employees, sub-

contractors and visitors; 
- Compliance with all manual handling safety instructions of their supervisors; 
- Reporting any potential manual handling hazards; 
- Use of all manual handling aids, personal protective equipment and any safety devices 

properly; 
- Not put themselves or others at risk by their actions or omissions. 
 
 
5. Procedure 
 
Employees and subcontractors are responsible for developing an understanding of an becoming 
competent in the implementation of risk management principles and practices on site/s.  
 
This is a four phase process:- 
1. Risk Identification 
2. Risk Assessment 
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3. Risk Control 
4. Risk Evaluation 
 
5.1  Risk Identification 
 
Identification of risks associated with manual handling should be undertaken by the following 
means: 
 
- Consultation with employees / subcontractors 
- Observation of work practices 
- Inspections of the task and associated work areas 
- Examine workplace injury records to assess what manual handling injuries have occurred to 

what jobs being carried out. 
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Characteristics of Hazardous Manual Tasks  
 
(Obtained from the Hazardous Manual Tasks Code of Practice) 
 

 
 



Proline Building Commercial Pty Ltd 
 

  
   Page 4 of 13 

SWG – Manual Handling  V7                                                                        Version Date: 01/12/23   Doc No: SWG02 
  
  

 
 
 
 



Proline Building Commercial Pty Ltd 
 

  
   Page 5 of 13 

SWG – Manual Handling  V7                                                                        Version Date: 01/12/23   Doc No: SWG02 
  
  

 
 



Proline Building Commercial Pty Ltd 
 

  
   Page 6 of 13 

SWG – Manual Handling  V7                                                                        Version Date: 01/12/23   Doc No: SWG02 
  
  

 
 
 
5.2 Risk Assessment 
 
Identified hazards should then be prioritized according to the severity of injury, frequency of task 
and probability whilst performing the task. When assessing the risk, consideration will be given 
to: 
 
- Movements, Posture and Layout 
- Task and Object 
- Work environment 
- Duration and frequency 
- Characteristics of Loads - weights 
- Skills and Experience 
- Age, health and fitness 
 
Use of Doc OHS018 Manual Handling Checklist is the best method of assessing risks 
associated with manual handling hazards. 
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HIERARCHY OF CONTROLS 

 
5.3 Risk Control  
 
It is the responsibility of all employees and subcontractors involved in the Manual Handling 
hazard management process to ensure that they co-operate with control measures that are put 
in place by Proline. Risk Control is the means for minimizing or eliminates the identified risk and 
is carried out using the following hierarchy of control: 

 
 

- Eliminate the risk by ceasing the hazardous component or activity 
- Substitute a less harmful alternative hazard substance or process 
- Isolate the hazard at source using engineering means 
- Introduce administrative controls to minimize exposure 
- Use of Personal Protective Equipment 
 
Control options should include the following: 

 
- Remove the need for manual handling 
- Modify the object  
- Modify the workplace layout 
- Rearrange materials flow 
- Use mechanical equipment 
- Use special tools or other devices 
- Use team lifting arrangements 
- Use particular training or instruction 
 

Various Risk Controls could include:  
 
(obtained from the Hazardous Manual Tasks Code of Practice) 
 

 

1. Elimination / 
Substitution 

 
2. Engineering 

Controls 
 
3. Training and 

procedures 
 
4. Personal 

Protective 
Equipment 

Most 
Effective 

Least 
Effective 
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Administrative Controls: 
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5.4 Risk Evaluation 
 
It is important to evaluate the effectiveness of the control measures implemented, to ensure that 
they are effective and that they do not lead into the introduction of additional hazards within the 
work environment. An evaluation of control measures must be carried out by the Site Supervisor 
during the tasks Safe Work Method Statement Reviews. 
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6. Training 
 
The Systems Manager will train employees during WHS EMS QA Seminars to ensure that 
employees can identify risky activities and receive appropriate training. 
 
Project Manager/Supervisors should ensure Site Supervisor train employees / subcontractors in 
safe manual handling techniques during Safe Work Method Statement training for any manual 
handling type work activities. Site Supervisor should ensure the person/s being trained 
understand the reason for performing the task with the least amount of risk, can recongise the 
risks and decide the most appropriate method to complete the task and can perform the task in 
the correct way.  
 
7. Review & Evaluation 
 
In order to ensure this procedure remains effective, it will be reviewed by Senior Management on 
an annual basis or in the event of an injury or near miss resulting from manual handling, 
changes in legislation or if raised by an employee’s concern. 
 
8. References / Legislation 
 

o Work Health & Safety Act 2011 
o Work Health & Safety Regulation 2017 
o Hazardous Manual Tasks Code of Practice  
o National Occupational Health and Safety Commission: Standard for Manual 

Handling and National Code of Practice for Manual Handling 1990 
 

9. Version Control 
 

 
Date Version Owner Comments  

12.03.09 1 Michelle Noy For Issue 

11.11.11 2 Michelle Murphy Following External 3rd Party 
Audit 

18.04.12 3 Michelle Murphy Revisions following WHS Act 
2011 / Code of Practices 

05.06.15 4 Michelle Murphy Updates – following 
Management Review 

01.09.17 5 Michelle Murphy General Review 

01.06.18 6 Michelle Murphy Change Legislation 

01.12.23 7 Michelle Murphy General Review 
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