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	Last Review:

Next Review: July 2005

Issue No: 01

	
	Issue Date: July 2004

	National Safe Work Method Statement (Generic to the Activity)
	

	
	Document Number: SWMS-003

	MANUAL HANDLING



	JOB PURPOSE: Manual handling is “any activity requiring the use of force exerted by a person to lift, lower, push, pull, carry, or otherwise move, hold or restrain any animate or inanimate object.  
	Date: August 2004

Review Date: August 2005
	     (  New SWMS

         Revised SWMS

	Risk: HIGH RISK TASK
	Title/Positions - Who Does Job

Technicians
	Supervisor

Account Manager
	Analysis By
Trane Perth OHS Committee

	Company

Trane Australia Pty Limited
	Branch / Location

All Locations where Trane Technicians work
	Approved By

Branch Manager
	Reviewed By

National OHS Officer

	REQUIRED PPE
	PLANT and EQUIPMENT
	SAFETY PRECAUTIONS/SKILLS

	Safety Boots
	Danger Tags 
	Before any repair or alteration work is started the electrical circuits or equipment to be worked on must be disconnected from the electricity supply, unless other adequate precautions are taken to prevent electric shock.



	SEQUENCE OF BASIC JOB STEPS
	HAZARDS / RISKS
	RECOMMENDED SAFE WORKING STEPS 

	Manual Handling Activity 
	· Muscular Strain or Fracture

· Crushing

· Entrapment under a fallen object


	1. Heavy equipment /stores, when on Company premises, shall be stored in trolleys and/or pallets for subsequent handling by a hoist or forklift.  Where mechanical handling aids are not available, employees must seek assistance prior to moving the item concerned.

2. Particular care shall be taken when moving heavy equipment in and out of service vans.

3. Employees should only attempt to lift, on their own, weights that can be handled easily without the risk of incurring a strain injury.  If this cannot be done, seek assistance.

4. Consider the size, shape and weight of objects and forces required.  Where possible modify the load into smaller weights.  E.g. 2 @ 25kg weights in lieu of 1 @ 50kg.

5. Consider personal factors such as age, physical dimensions and any disabilities the person may have before lifting.

6. Proper lifting techniques must be used at all times, namely:

· Stop and think, plan the lift by checking the weight of the load

· Stand close to the load with feet apart so that you have a balanced stable base for lifting

· Do not bend your back.  Bend the knees and keep your back as straight as possible

· Get a firm grip and move the load close to your body

· Don’t jerk the load, lift it smoothly

· Always keep your arms and the load close to your body when turning, use your feet rather than twisting your body.

7. Avoid:

· Sudden unexpected or jarring of movements

· Awkward movements, such as twisting, bending, over-reaching

· Static postures, like holding your body or part of the body in a fixed position for a long timer



	Special Note
	
	NEVER try to catch a falling object where physical injury may result.

ALWAYS use mechanical aids, such as trolleys, hoists, forklifts, etc, wherever possible in lieu of manual lifting.

ALWAYS seek assistance where necessary.




I have read and understood the contents of the Safe Work Method Statement.  I have discussed this SWMS with the person supervising the task. 

	Employee / Contractor / Sub Contractor Signature
	Date
	Employee / Contractor / Sub Contractor Signature
	Date
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