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AIT Policy and Procedures for Manual Handling  
 

 

Introduction  
Manual handling of loads means any transporting or supporting of a load by one or more 
employees and includes lifting, putting down, pushing, pulling, carrying or moving a load, which, 
by reason of its characteristics, are of unfavorable ergonomic conditions, involving risk, 
particularly of back injury, to employees. 
In compliance with the Manual Handling Regulations, Part 2, Chapter 4 of the SHWW (General 
Application) Regulations, 2007, where manual handling, manipulation and lifting of loads which 
involves a risk of injury (particularly to the back) is present, the Institute shall take measures to 
avoid the need for such manual handling where possible. Where this is not achievable, 
mechanical aids / or appropriate organisational methods will be used.  
Where manual handling is unavoidable the Institute will undertake a risk assessment of any 
manual handling operation which involves risk of injury or damage to health, particularly back 
injury. The Institute has prepared and implemented a manual handling policy which is 
presented in the following paragraphs.  
 

Manual Handling Policy  
It is the policy of the Institute to reduce, as far as is reasonably practicable, the risks associated 
with manual handling and people handling activities in line with legislative requirements and 
best practice.  Where the hazardous manual handling of loads cannot be avoided, the Institute 
will take appropriate organizational measures or employ appropriate means to satisfactorily 
reduce any associated risks through risk assessment. This is achieved through good planning, 
consultation and the systematic management of risks by providing a safe working environment, 
safe systems of work, training, suitable aids and equipment.  
This policy is applicable across all services within the Institute and covers all manual handling 
activities undertaken by staff during the course of their work. It applies to all employees of the 
Institute, including permanent, temporary, full-time, part-time workers. It also applies to agency 
workers, contractors or any other persons who carry out manual handling activities as part of 
their work for the Institute. 
 

Duties & Responsibilities 
Heads of Function/Heads of Faculty/Heads of Department and AIT Unit Managers  are 
responsible for ensuring that this policy is applied in their respective areas and shall:- 

1. Make arrangements for the organisation of all risk assessment of existing manual 

handling tasks undertaken by the staff that report to them.  

2. Ensure the risk assessments are carried out in consultation with staff, taking account of 

the working environment and systems of work. The duty of undertaking a MH risk 

assessment may be delegated by the manager to the relevant person or supervisor 

within the team/department who may have more knowledge and experience of the 

activity in question. For manual handling activities that cannot be avoided, it is 

important to ensure control measures are put in place to reduce the level of risk as far as 

is reasonably practicable. The AIT Health and Safety office will make Manual Handling 

Guidance documents available to Managers.  

3. Ensure the findings of the written risk assessment are recorded, implemented and 

communicated to staff undertaking the tasks in question. 

4. Take appropriate measures, in particular with mechanical equipment, to avoid the need 

for the manual handling of loads by employees. 
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5. In consultation with staff ensure sufficient suitable equipment is provided to facilitate 

safe handling. This equipment must be easily accessible and properly maintained. 

Service records must be retained.  

 
6. Ensure that employees under their control receive training on the correct use of manual 

handling (e.g. hoists, small handling aids, self-leveling trolleys).  

7. Identify training needs for all staff under their control in relation to the provision of 

Manual Handling training and refresher training. Facilitate the release of staff to attend 

training and maintain local/departmental training records including attendance sheets 

(see Appendix (to be numbered) for manual handling training record sheet). 

8. Maintain an up to date training register as a record of all Manual Handling training 

provided for staff under their control. The register should be reviewed at least annually 

as part of good operational management practice.  

 
Duties & Responsibilities of All Institute Employees:-  
 Adhere to this Policy & Co-operate with undertaking risk assessments, there review and the 
control measures to ensure that they are valid and are being effectively implemented and/or 
updated as required. 
 

1. Take reasonable care of their own safety, health and welfare and that of others when 

conducting manual handling activities.  

2. Attend mandatory manual handling/moving and handling training sessions & 

Implement the principles of good manual handling and other techniques as taught at 

training. 

3. Make themselves aware of the safe working loads of equipment/furniture within their 

area. 

4. Inform their line manager of any reason (e.g. musculo-skeletal injury, illness or 

pregnancy), which might affect their ability to perform manual handling and people 

handling tasks or increase the risk presented.  

5. Work within their capabilities and limitations and not carry out any activity or use any 

equipment for which they have not received training. 

6. Report any defects in equipment/machinery or the place of work and any unsafe 

systems of work to their line manager.  

7. Report accidents, incidents and any difficulties arising (e.g. significant pain) with regard 

to manual handling tasks immediately to their line manager.  

8. Ensure their clothing and footwear is appropriate for their work 

 
Responsibilities of the Manual Handling Trainer  

1. In collaboration with the Health and Safety Office and relevant line manager, provide 

manual handling training programmes for specific groups of staff.  

2. Have achieved a FETAC level 6 award in manual handling/people handling instruction.  
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Education & Training  
Training is only one component to reduce the risk of injury and in particular back injury within 
the workplace. Training programmes aim to change attitudes and behavior and facilitate safe 
handling activities in the workplace. 

1. The manager or his delegated team conducting the risk assessment must be properly 

trained in the performance of manual handling risk assessments, be familiar with key 

Ergonomic principles, understand the legislation, be able to recognize risk factors and 

be able to decide on appropriate control measures.  

2. Training for staff involved in manual handling should be arranged by the relevant line 

manager. The Institute Health and Safety Office will provide names of approved Manual 

Handling Training Instructor. 

3. Employees have a personal responsibility to ensure their skills are current and inform 

their manager of their training needs.  

4. Managers must make sure that staff receive refresher training to reinforce and evaluate 

skills in line with best practice (refresher training at 3 year intervals).  

 

 

 

 


