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Introduction 
 
This policy outlines Grange Academy’s commitment to promoting the best and safest practice in 
all manual handling operations. 
 
Manual Handling is defined as “any transporting or supporting of a load (including the lifting, 
putting down, pushing, pulling, carrying or moving thereof) by hand or bodily force” by the Manual 
Handling Operations Regulation (1992). 
 
Manual handling tasks at Grange Academy generally include but are not limited to; supporting 
pupils with intimate care, implementing postural care and physiotherapy programmes, managing 
behaviour, moving furniture, stretching to reach shelves/storage, changing wall displays, moving 
equipment and navigating workstation layouts. 
 
Aims 
 
Grange Academy aims to create an environment where:  
 

• Risks to pupils and staff are reduced as far as is reasonable and practicable 
• Pupils and staff are protected through promotion of best practice 
• All staff are aware of their responsibilities regarding Manual Handling 

 
Relevant Legislation 
 

• Health and Safety at Work Act (1974) 
• Manual Handling Operations Regulations (1992) 
• Lifting Operations and Lifting Equipment Regulations (1998) 
• The Provision and Use of Work Equipment Regulations (1998) 
• Health and Safety Legislations 
• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulation (2013) 

 
This policy should be read in conjunction with the Health and Safety Policy, Intimate Care Policy 
and the Safeguarding Policy. 
 
Implementation  
 
Grange Academy Site team are responsible for ensuring that equipment checks under LOLER 
(1998) are carried out. 
 
All employees are responsible for ensuring they follow appropriate systems of work designed for 
their safety, make proper use of equipment provided, co-operate with the school on health and 
safety matters and ensure that their activities do not put others at risk (MHOR 1992). 
 
Key Principles 
 
This policy seeks to outline the process for reducing the need for employees to perform moving 
and handing activities so far as is reasonably practicable.  
 
A system of Risk Assessment is in place to take account of: 
 

T – Task – the nature of the task 
I – Individual – the nature of the individual performing the task 
L – Load – the nature of the load 
E – Environment – the working environment in which the task takes place 
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Once Risk Assessments have been carried out, controls to manage the relevant risks must be put in 
place. These may include: 
 

• Redesign to eliminate or reduce the risk 
• Changes to the workplace, systems of work and/or the object. These may include: 

 
o Provision of mechanical aids to reduce the risk of injury, along with training for the use 

of these  
o Training and education, appropriate to the task. 

 
Where ‘Load’ equals a person 
 
All pupils who can safely do so, should be encouraged to move themselves wherever possible in 
order to promote independence. Where support is required it should be the minimum needed to 
safely complete the activity. 
 
Where the person is not able to move for themselves a moving and handling plan will be devised 
with the SENDCO in conjunction with the class teacher and relevant therapists. 
 
Employer Responsibilities 
 

• All senior managers must be aware of and understand the manual handling policy. 
• Ensure that all employees have had appropriate training.  
• Ensure that there are clearly identified systems and procedures in place to assess and 

record the risks associated with moving and handling.  
• Ensure that appropriate equipment identified in the M&H risk assessment is made available 

and training in its use is provided. 
• Ensure that appropriate systems are in place for maintaining M&H equipment in line with the 

manufacturers instruction and legislation and any unsafe equipment is withdrawn 
immediately. 

• All manual handling incidents and accidents will be fully investigated and followed up on. 
 
Employee responsibilities  
 

• Employees must make use of any system of work identified by the M&H leads including 
proper use of equipment for the purpose it was designed for and following any training and 
instruction they have received. 

• No employee should manually handle a person/load beyond their physical limitations. 
• Employees have a duty to inform their relevant SLT leader of any health concerns that may 

affect their ability to perform manual handling tasks. 
• Employees must report manual handling accidents and incidents to the Headteacher 

immediately. 
• Employees must take part in moving and handling training when requested to do so. 
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Appendix 1 
 

• 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.  
 
It is important to eliminate as many risks both to students and staff as possible.  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 SLT.   
 
The following checklist provides examples of the type of actions which may cause injury during 
manual handling. These relate to the lifting task, the individual’s 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.  

• Reaching upwards 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.  

• 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.  

• 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 staff member’s capability must be considered. Does the job require unusual 

strength? 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.  
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The working environment is another important safety consideration.  
 

• 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 
manoeuvrability.  

• 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 2: Rules for Safe Manual Handling  

  
1. Stop and think. It is important 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 obstruction in the 
way?  

2. Position the feet. A lift should be carried out with the feet apart. This gives a balanced and 
stable base for the lift. The leading leg should be as far forward as is comfortable.  

3. Adopt a good posture. When lifting from a low level, the knees should be bent. However, 
the lift should not begin from a kneeling position. The lifter should avoid over flexing the 
knees. It is very important to keep the back straight. If necessary, the lifter can lean forward 
a little over the load, for a better grip. The shoulders should be level and facing the same 
direction as the hips.  

4. Get a firm grip. The best position and the best type of grip depend on the circumstances of 
the lift and the individual’s preference. There needs to be a firm grip.  

5. S.    Raise your head as you start to lift, lift using your leg muscles, use smooth movements.  
6. Tuck your arms in to avoid straining your neck or shoulder muscles.  
7. Hold the load or student, close to your body.  
8. Don't block your view by carrying too large a load.  
9. Move the feet. The lifter should not twist his or her trunk when turning to the side but should 

remember to move his or her feet instead.  
  

In order to apply the above principles you must:  
 
• Wear suitable clothing, loose comfortable garments and flat shoes. Inform the SLT if there is 

any reason why you should not lift.  
• Be aware of your own fitness and capability to follow safe lifting procedures.  

 
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 
is treated with dignity and respect and privacy is ensured.  
 
Safe Moving and Handling  
 
Grange Academy recognises its responsibility to ensure the health, safety and welfare of its 
employees as far as reasonably practical.  
 
It is the policy of Grange Academy to conform to the requirements of the Manual Handling 
Operations Regulations 1992.  
 
To this end Grange Academy aims:  
 

• To avoid manual handling operations which are a risk to its employees as far as reasonably 
practical  

• Assess all operations involving manual handling procedures judged to be potentially 
hazardous, and reduce the risk to the lowest level which is reasonably practical  

 
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.  
 

• Keep your spine in line  
• Create a stable base  
• Keep any load close to your body  
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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  
  
If a situation arises where manual handling that is deemed to be greater risk than usual arises, that 
is not part of normal daily routines, the Risk Assessment below must be utilised to ensure safety. 
 
 

 
      


	The working environment is another important safety consideration.
	Individual Capabilities


