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PURPOSE 

In the delivery of direct care and support to people with disabilities it is not possible to eliminate hazardous 
manual handling however, it is the responsibility of all parties involved (staff, families, care givers and 
participants as applicable) to control any apparent risks, so far as is reasonably practicable. 

 
This policy provides for the: 

 
• Identification of potential risks to which employees may be exposed during their 

manual handling duties. 

• Implementation of appropriate procedures to minimise manual handling work related 
incidents, injuries, or illness. 

• The delivery of specific training programs to educate employees regarding best 
practice standards for manual handling for individual participants. 

• Investigation and documentation of work-related manual handling incidents and the 
associated impact to staff and participants to minimise future risks 

• Clarification of accountability and responsibility in relation to the provision of manual handling 
supports 

 
SCOPE 

 
Manual handling covers a wide range of physical activity. It includes lifting, pushing, pulling, carrying, 
lowering, holding or supporting a person or object. 

 
Hazardous manual handling is defined as tasks that involve: 

• repetitive or sustained application of force; 

• repetitive or sustained awkward posture; 

• repetitive or sustained movement; 

• application of high force; 

• handling of people or animals; 

• handling loads that are unstable, unbalanced, or difficult to hold. 
 

 
POLICY 

 
Headway Gippsland Inc, is committed to ensuring that all employees are properly educated and 
adequately resourced to minimise the risk of illness, incident or accidental injury related to manual 
handling at work. This commitment is an integral part of promoting good occupational health and safety 
practices which are consistent with legislative requirements. 
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PROCEDURE 

The following procedures are to be implemented to: 
 

• Ensure that the organisation meets its policy objective of ensuring that all employees 
are properly educated and adequately resourced to minimise the risk of illness, 
incident, accident, or injury related to manual handling at work. 

 
• Provide Headway Gippsland staff with information about, and training in, manual 

handling practices, appropriate to their duties. Training is aligned to Work-Safe 
guides provided for the Disability and Community Service Sector and training 
delivered by accredited trainers in Manual Handling and online training platforms. 

 
• Provide training, which assists employees to – 

➢ Learn how to identify hazardous manual handling; 

➢ Understand the risks involved in hazardous manual handling and the need to 
use control measures; 

➢ Use appropriate manual handling techniques; and 

➢ Use equipment correctly and safely. 

 
• Training may be provided through a range of mediums including face to face, on-

line, via correspondence, peer training (shadow shifts) or a combination of face to 
face and on-line. If you think you need further training, identify a potential hazard or 
require more support, please contact your manager. 

 
• Ensure Managers and staff - 

➢ Promote a culture of awareness aimed at identifying manual handling hazards, 
assessing the risks, developing solutions, or redesigning tasks to eliminate or 
reduce risk. 

 
➢ Encourage discussion amongst employees regarding manual handling tasks 

that they find difficult to do. 

 
➢ Report any hazard or manual handling risks, including unauthorised requests 

from families to undertake manual handling tasks to participants based on their 
preferences rather than to Worksafe standards 

 
➢ Respond promptly to address identified risks. Consult with employees, 

participants and carers and possibly other service providers, to develop effective 
and consistent manual handling risk controls. 

 
➢ Review injury records and incident reports to identify risks and ensure 

appropriate action has been taken to reduce/eliminate the risk. 
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• Take all reasonable steps to determine and document the appropriate manual 

handling method for all relevant participants with specific manual handling needs. 
 

• Ensure Headway Gippsland staff have access to the equipment necessary to provide 
safe manual handling practices. 

 
• Request participants/families to maintain and service their lifting equipment and 

mobility aids ensuring safe use of hoists, wheelchairs etc. 
 

• Promptly investigate, remedy, and document any Headway Gippsland employee 
incident or grievance regarding any manual handling issue. 

 
 

See appendix for specific manual handling procedures 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX 
Assisting people in Wheelchairs: A health and safety solution 
https://content.api.worksafe.vic.gov.au/sites/default/files/2018-06/ISBN-Assisting-people-in-
wheelchairs- 2010-01.pdf 

https://content.api.worksafe.vic.gov.au/sites/default/files/2018-06/ISBN-Assisting-people-in-wheelchairs-2010-01.pdf
https://content.api.worksafe.vic.gov.au/sites/default/files/2018-06/ISBN-Assisting-people-in-wheelchairs-2010-01.pdf
https://content.api.worksafe.vic.gov.au/sites/default/files/2018-06/ISBN-Assisting-people-in-wheelchairs-2010-01.pdf
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RELEVANT LEGISLATION AND POLICIES 

Workplace Injury Rehabilitation and Compensation Act 2013 
https://www.legislation.vic.gov.au/in-force/acts/workplace-injury-rehabilitation-and-
compensation-act- 2013/035 

 

Occupational Health and Safety Act 2004 
https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004/032 

 

Transferring People Safely Guide 2nd Edition Work Safe Victoria 2009 
https://www.worksafe.vic.gov.au/data/assets/pdf_file/0016/211273/ISBN-Transferring-
people-safely- handbook-2009-07.pdf 

 

Working Safely in Community Services Work Safe Publication 
2006 https://www.worksafe.vic.gov.au/resources/working-safely-
community-services 

 

Victorian Home Care Industry Occupational Health and Safety Guide 2005 
https://www.worksafe.vic.gov.au/resources/Victorian-home-care-industry-occupational-health-
and-safety- guide 

 

Compliance code: Hazardous manual handling Work Safe Dec 2019 
https://www.worksafe.vic.gov.au/resources/compliance-code-hazardous-
manual-handling 
 

https://www.legislation.vic.gov.au/in-force/acts/workplace-injury-rehabilitation-and-compensation-act-2013/035
https://www.legislation.vic.gov.au/in-force/acts/workplace-injury-rehabilitation-and-compensation-act-2013/035
https://www.legislation.vic.gov.au/in-force/acts/workplace-injury-rehabilitation-and-compensation-act-2013/035
https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004/032
https://www.worksafe.vic.gov.au/data/assets/pdf_file/0016/211273/ISBN-Transferring-people-safely-handbook-2009-07.pdf
https://www.worksafe.vic.gov.au/data/assets/pdf_file/0016/211273/ISBN-Transferring-people-safely-handbook-2009-07.pdf
https://www.worksafe.vic.gov.au/data/assets/pdf_file/0016/211273/ISBN-Transferring-people-safely-handbook-2009-07.pdf
https://www.worksafe.vic.gov.au/resources/working-safely-community-services
https://www.worksafe.vic.gov.au/resources/working-safely-community-services
https://www.worksafe.vic.gov.au/resources/Victorian-home-care-industry-occupational-health-and-safety-guide
https://www.worksafe.vic.gov.au/resources/Victorian-home-care-industry-occupational-health-and-safety-guide
https://www.worksafe.vic.gov.au/resources/Victorian-home-care-industry-occupational-health-and-safety-guide
https://www.worksafe.vic.gov.au/resources/compliance-code-hazardous-manual-handling
https://www.worksafe.vic.gov.au/resources/compliance-code-hazardous-manual-handling

