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Manual Handling Training 

Trainers Notes 



	
	Pre course

Prepare and take along:

· Attendance record 

· Certificates as appropriate

· Evaluation sheets

· Records as appropriate

· Pack of relevant publications e.g. MHORs, Employers M. H. policy

· Flipchart paper, pens, jumbo markers, blue tack, paper etc.

· Tutor notes + PPT presentation
· MAZE exercise (optional) 
· DVD – HME anatomy

· Plumbline, spine model, handling equipment, kneeling mat, spring balance (optional), opus stool/kneeling cushion/limb support(optional)

· Audio visual equipment if not supplied (laptop, data projector, speakers)
· Refreshments as appropriate
Please arrive early to set the room up, conduct risk assessment, display materials, MAZE and prepare the PPT presentation, T.I.L.E.O.  flipchart (divide sheet in half, put TILEO hazards heading on left possible solutions on right)
Welcome, introduction and registration

Welcome participants as they arrive (get refreshments/sign the attendance sheet give out workbooks if relevant) PPT -
 Introduction to the course

· Introduce self (name, own background – keep it brief and tailor to group)

· Explain arrangements within the venue (emergency procedures, toilets, refreshments, breaks, messages, smoking, car park, use of mobile phones) 

· Invite group to introduce themselves (names, job, previous training) 
· Refer to course handouts – explain that note taking should not be necessary, 

· Reference to health< and clothing/ footwear explain that these will be checked and where necessary individuals given specific advice.  
· Explain how to work safely 
Musculoskeletal injuries 
This is the ‘icebreaker session’ - encourage group discussion
· Explain term ‘Musculoskeletal injury’ and invite group to identify the main causes (especially back injury) use PPT- MSD’s – record on flipchart
· Invite group to identify how these injuries affect the individual, employer and society – record on flipchart 
· Summarise use PPT - Did you know/Pie chart 

1. Understand the key concepts of manual handling in relation to moving inanimate loads & individuals 
· Explain that we are going to consider manual handling.  Invite the group to define the term ‘manual handling’. Clarify using PPT - Manual handling …. 
· Invite group to list  3 hazardous manual handling activities they may perform at work that could cause injury – take feedback on flipchart. 
· Explain we are going to explore the process of risk assessment and that sometimes it is sufficient to conduct an informal (personal) risk assessment and at others necessary to use a formal (documented) assessment give e.g’s 
· Explain the T.I.L.E.O. approach with  flipchart + PPT - MHOR 1992 + TILEO.
· Invite participants to work in groups and select a hazardous activity from the flipchart then list, following T.I.L.E.O, approach hazards associated with the activity on left side 
· Take feedback, then invite groups to identify possible ways of eliminating or minimising the risk of injury on the other side of the sheet.
· Invite feedback.  Explain that during this risk assessment they have identified hazards (something with the potential to cause harm) and how to reduce risk of injury (the likelihood of harm resulting from the hazard) PPT – Hazard/Risk
· Explain this is known as an ergonomic approach and has proved much more successful than training people how to use lifting techniques.  Use PPT - Ergonomics to summarise. 
· Check participants know who undertakes risk assessments and their own role in risk assessment, how to access risk assessments and handling plans.  Emphasise these are the organisation’s agreed ways of working that relate to moving inanimate loads and must be followed. Example of risk assessment and handling procedures in workbooks may be referred to. 
Legislation and responsibilities - MAZE activity 
· Explain we are now going to explore the legislation that relates to moving loads.  Invite participants in 2’s or 3s to complete the MAZE activity 

· Invite feedback and identify questions that required more than one attempt, clarify as appropriate. Summarise with PPT – legislation slides  
· Refer to the employers’ manual handling policy, briefly explain, encourage group to read it since it explains agreed ways of working within the organisation and sets down employers & employees responsibilities
· Emphasise the need for employers and employees to work in partnership.

2. Understand the impact on workers and others of moving inanimate loads 
· Explain that the TASK and INDIVIDUAL CAPABILITY sections of T.I.L.E.O. will now be explored in more detail. This will involve looking at basic anatomy of the human body and the structure of the spine affected by moving and handling..

· Introduce and show HME DVD – Anatomy, use spine models to check understanding of structure and function (protection, support, movement–explain movement promotes healthy joints/discs/ muscles)
· Invite the group to recall the 5 risk factors highlighted in video: Loading/twisting/sustaining/repeating/jerky movement - record on flip chart 
· Describe potential injuries that may arise by failing to follow approved handling procedures Include kneeling/give brief safeguarding advice
· Refer to the flipchart listing hazardous activities and invite the group to identify what postures they use when performing these activities. Sketch on flipchart or use PPT - Potentially harmful movements to illustrate.
· Invite group to identify the dominant posture they use and explore the effects on the body use PPT -  Stooping or draw on flipchart
· Explain the reflex protective actions of muscles and the effects of sustained tension on muscles and other structures. 

· Use ‘fist’ exercise to explain physiological changes in muscles, stress that recovery is not instant use PPT -  Effects of muscle tension 

· Explain short and long term effects (stiffness, loss of elasticity, deterioration of tissues, predisposition to injury) use PPT -  Sustained muscle tension 
· Explore the other risk factors (repetition, loading, twisting, sudden movement).
· Remind group of the Individual Capability section of T.I.L.E.O. and that worker’s ability in relation to moving and handling will vary.  They should report to their manager and seek advice if they: 
· think the handling activity requires unusual capability
· have a health problem or disability
· are pregnant
· need special information or training (2.5)
3. Be able to safely handle and store inanimate loads Principles for safer moving & handling 
Explain this session explores commonly agreed principles for safer moving and handling.  Invite participants to turn to manual handling principles quiz in workbook ( if being used) and complete, then work through the answers as follows:
To plan and prepare 

Obvious answer but how often do staff just get on with the job rather than stopping and planning?  Explore team handling and need to take into account individual capability and clear leadership.  Consider the importance of good communication (written and verbal) the effects of commands such as 1, 2, 3 etc.

 keep close to the load
Invite group to hold an object e.g. bag/book close, then away from the body and feel the muscle effort required.  There is less force on the spine with loads close.

 Keep the heaviest side of a load close to your body

For the same reason as above

 Lower loads close to you then slide them into position

For the same reason as previously mentioned 
 Relax knees 

Invite group to lock, then relax their knees, explore how this affects mobility. Invite them to bend knees beyond 600, note how this restricts mobility & increases strain 

To keep feet slightly apart and offset. 

Invite group to explore the different foot positions and consider stances we adopt for good balance e.g. imagine standing on a surf board
Pick up a load by relaxing the hips, knees and back 

Invite group to explore the affects of stooping, start by lowering the head (explore muscle/balance reaction, add raising arms, then bend forward. Explain line of gravity with plumbline and benefits of moving up and down this. Explore how to lower and relax in balance.  Initially keep head upright.  Continue to lower allowing the back to relax, look down as the back moves. Explain that the spine is designed to move in this way. Do not bend knees excessively. 

 Use the whole of your hand to grip a load. 

This results in less stain and fatigue and greater security e.g. waiters holding trays 

 Avoid twisting when handling a load

Use spine model to explain the effects of twisting on the spine. i.e. discs, joints
 To keep your head up when handling
Invite group to move looking down & compare when looking forward, also explore how less effort is required when the head leads movement e.g. sit to stand

To move load smoothly without jerking it 

Explain about the increased force of jerky movements on the spine, a spring balance may be used to illustrate this e.g. when moving a hoist.

Use PPT -  Safer moving and handling principles to summarise

Fitness and self care 
· Acknowledge that many factors help to reduce risk of injury and that keeping fit and healthy are important to help prevent or neutralise damage.  Explore group’s understanding of fitness/health 
· Invite the group to explore everyday postures they use when sitting at a desk and driving.  Explain how to achieve a good sitting posture during these activities. PPTs - workstation ergonomics, driving 
· Explain importance of being able to recognise and address limitations of own fitness to keep safe when assisting and moving.  Invite group to  invite general feedback 
Understand the requirements for preparing the environment prior to moving inanimate loads  

Explain that it is necessary to combine ergonomic changes and safer moving and handling principles in order to move loads safely.  Firstly remind the group of the environmental factors considered in a risk assessment:
· constraints on posture

· poor floors

· variations in levels

· hot/cold/humid conditions

· poor lighting
· Explore what preparatory checks are necessary in relation to moving inanimate loads e.g. removing obstacles, tripping hazards 
· Explore how the environment can be a barrier to moving loads e.g. steps, stairs, poor floors 
· Invite group to identify ways to overcome environmental barriers e.g. equipment such as step climbing trolleys, different flooring 

· Use PPT to show a range of useful equipment
· Explain the need to also consider whether the load can be:
· divided or made smaller to reduce the weight

· slid, rolled or walked rather than lifted

· stored differently to make handling less hazardous e.g. not on the floor

· delivered in smaller quantities

· made more stable 
· Emphasis the need not to move anything that is likely to cause harm and that where a risk assessment has been conducted to check instructions. 
4.  Be able to safely handle and store inanimate loads

· Explain that movement patterns become habitual and we normally move subconsciously, to change involves considerable effort, illustrate by inviting group to cross their arms one way then the other way. 
· Explore how we subconsciously make choices in the way we move by passing a book around the group and then a ‘baby’.  

· Explain that we may be able to reduce the risk of injury if we become conscious of habitual patterns and make an effort to improve them and that we are going to explore the actions used for moving and handling anything. 
· Emphasis change takes practice – give warning change should be gradual and not to overexert 

· Use PPT - Manual Handling …… to remind group that manual handling involves: lifting, lowering, pushing, pulling, turning, supporting, carrying actions and that the principles can be applied to all of these. 
Explain & practise lifting & lowering at a variety of levels 
Avoid lifting/lowering at floor level if possible.  Do not lift loads that are too large to move between the knees.  Use intermediate levels if necessary. If safe to lift:

· Move as close as possible to the load and relax down to it.

· Reach beyond the object and take hold from as far below as possible with the palms of the hand, avoid gripping, manipulate so the heaviest side is closest.

· Hold close; lead the movement up with your head, adjust feet as necessary to maintain balance.

Explain & practise pushing 
Do not push down inclines where a load may get out of control.  Avoid jerky movements, do not overload trolleys, ensure good visibility, and check hands and fingers will not get trapped when passing through doors.  Check condition of castors/wheels etc, report defects. If you decide a load is safe to push:

· Move close and square on to the object.

· Relax your knees and offset your feet.

· Use the palms of your hands and transmit body weight through the arms.

· Initiate the movement with the upward movement of your head.

· Keep close to the object, take short, steady steps and avoid twisting.

Explain & practise pulling 
Pulling often involves twisting in order to see where you are going.  Since this is a high risk factor, avoid pulling loads long distances, take steps to avoid twisting e.g. ask a colleague to guide you. Do not pull down inclines where the load may get out of control.  Avoid jerky movements and pulling with one arm.  Do not overload trolleys and ensure hands and fingers will not be trapped when passing through doorways.  Check the condition of castors, wheels etc. and report defects. If you decide a load is safe to pull:

· Move in close and position yourself square on to the object.

· Relax your knees slightly and offset your feet.

· Use the palms of your hands and initiate the movement with an upward movement of your head, avoid ‘top heavy’ movement.

· Take steady, short steps backwards.

Explain & practise turning
Avoid turning an object by fixing the lower body and turning the upper body.  When moving larger objects e.g. beds, hoists keep close and move your feet. Do not to rely on arm and shoulder strength.  Check the condition of castors, wheels etc. and report defects. If you decide a load is safe to turn:
· Find a balanced position close to the object.

· Use the palms of your hands to move the load and lead the turning action with an upward movement of your head.

· If turning large objects e.g. beds, adopt a position where the force you apply will be most effective e.g. towards a corner

· Take short, steady steps, moving feet in direction of movement, avoid twisting.

Explain & practise reaching - explore reach and shoulder action
Avoid handling heavy or bulky loads above shoulder level.  Do not over reach. Do not climb on unsteady surfaces to reach an object, if necessary use a suitable step stool or stepladder.

· Stand close and square on to the load you are going to handle.

· Following safer moving and handling principles, position feet for balance.

· Gently raise your shoulders, bend the elbow/s and bring the hand towards the face, turn the hand in the direction you will be reaching and relax the shoulder.
· Extend the arm/s beyond the object and take hold from as far below as possible.  

· If necessary slide the load to you & manipulate so the heaviest side is closest.

· Raise or lower the load keeping it over your base area as much as possible

· Adjust your feet as the load moves to maintain balance.
Explain & practise carrying
Avoid carrying loads long distances; use resting points or preferably wheeled carriers.  If necessary make more than one journey.  Do not carry loads that are so large that they block visibility. 

· Keep the load close and hold the heaviest side nearest to you.

· Keep your elbows in to the side of the body. Use the palms of your hands, arms and upper body to support the load

Remind group of additional risk factors to consider when moving loads with one or more workers 
There is an increased need for coordination and space.  As far as possible handlers should be of similar height and physical capability. The most experienced should plan and give instructions to ensure good coordination.
Kneeling  - give tips on how to reduce damage to the knees 

Remind group that manual handling injury is usually associated with the back but that other parts of the body are also vulnerable e.g. hands, feet knees. Explain the risks of performing activities whilst kneeling or squatting, stress the importance of ergonomic solutions.  Advise group to:

· Avoid activities whilst kneeling or squatting where possible

· If unavoidable kneel on a mat/folded towel etc.  Demo how pillows may be used under and between the legs to give some protection for longer periods 

· Avoid stooping and twisting when moving down and up from kneeling

· When moving up lead with the head, if necessary use a stable chair or furniture

· If possible avoid standing from kneeling with a load, use an intermediate surface or another person to receive the load. 

Supporting loads 

· Consider effects of supporting loads and how this may be avoided or affects reduced  e.g. using equipment, redesigning storage, varying activities, frequent breaks 
Explain that the group may find it difficult to introduce changes needed but that it is important to persevere to stay fit and healthy and to keep up to date with training since there maybe changes to legislation and techniques and equipment 

Understand the key concepts of manual handling in relation to assisting and moving individuals 

Remind group about the legislation that was considered previously that covers the manual handling of loads, explain that there is more to take into account when assisting and moving individuals and that there is a legal duty to balance health and safety legislation with human rights and other legislation designed to safeguard individuals. 
Refer to course workbook and use PPT Legislation & Guidance for Individuals
· Explore balanced decision making – invite group to complete workbook p 34 then discuss.

Understand the role of workers and others in relation to assisting and moving 

· Explain that additional factors need to be considered for an individual’s risk assessment.  
· Remind group aim is to avoid hazardous manual handling and this can often be achieved by providing equipment invite group to identify equipment on 
Understand the impact of assisting and moving for workers and individuals 

High risk/controversial practices 

· Invite participants to explain any practices that they have been told to avoid when assisting people to move?  Record on flipchart
· Explore why these are high risk/controversial (i.e. injuries that may be causes to the individual and the carers) use demonstrations, PPT High risk/controversial practices, invite group to make notes (few words e.g. full weight/stooped posture). 
· Explain that these practices are not illegal or banned but carry a higher risk of injury.  It may be appropriate to use them in some situations following a careful risk assessment but where possible they should be avoided 
· Explain possible legal consequences of not following guidance, invite 
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