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Manual Handling Policy 

Boske Road Transport (BRT) recognises its responsibility to provide a safe and healthy working 
environment for all employees, contractors and others who enter our various worksites and 
vehicles. 

Manual Handling refers to lifting, pushing, carrying or otherwise moving, holding or restraining an 
object. Manual handling can put people at risk of musculoskeletal disorders (MSD). 

Manual Handling tasks are not limited to just lifting boxes, there are a wide range of manual 
handling tasks at BRT and manual handling hazards are present in all working environments. 

At BRT, typical manual handling tasks can include: 

• Lifting, carrying and stacking products 

• Loading and unloading vehicles 

• Pushing and/ or pulling pallet jacks and trolleys 

• Tightening load restraints 

• Handling trailer gates 

• Opening and closing trailer curtains and doors 

• Moving awkward products 
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PURPOSE 

BRT is required under the Work Health & Safety Regulation 2011 to identify hazardous manual tasks 
and control the risks of workers being affected by musculoskeletal disorders. Musculoskeletal 
disorders are the most common workplace injuries across Australia. 

The purpose of this Policy is to provide guidelines and information to effectively manage manual 
handling risks within BRT. 

 

SCOPE 

This Policy applies to all Boske Road Transport workers regardless of their role (including paid staff, 
casual and fixed term employees, employees working after hours and employees on call), 
subcontractors, contractors (and their workers), contract carriers (including linehaul service 
providers), contractors and their employees, agency hire personnel, and visitors at Boske Road 
Transport workplaces.   

Responsibilities 

Boske Road Transport has identified the following roles without our organisation with obligations for 
manual handling: 

Directors, General Managers must ensure that: 

• they take all reasonable steps to ensure a worker complies with manual handling 
requirements 

• all workers are appropriately trained 

• all elements of the Policy are monitored on an ongoing basis and reviewed on a regular basis 
to ensure continued compliance  

Operations Managers will: 

• accept accountability for ensuring that the workplace under their control is safe and free 
from manual handling risks 

• accept accountability for ensuring that the behaviour of workers under their control is safe 
and free from manual handling risks 

• Identify tasks and situations where manual handling is undertaken and implement controls 
(with Human Resources support) 

• Conduct risk assessments and develop Standard Operating Procedures for manual handling 
(with Human Resources support) 

• Identify manual handling and other ergonomic hazards 

Loading Managers will: 

• ensure loading and unloading arrangements do not put drivers at manual handling risk 

• obtain all relevant BRT safety procedures and communicate them to people involved in 
manual handling tasks (with Human Resources support) 

• Record all risk assessments, SOP’s, working procedures, toolbox talks, etc. and send to 
Human Resources 

Drivers - Employees, Subcontractors, Contractors (and their employees), Contract Carriers (including 
linehaul service providers and their employees), Agency Hire Personnel and Contractors will: 

• always demonstrate safe and responsible manual handling behaviour  

• Comply with Standard Operating Procedures and Manual Handling Policy 

• Report manual handling risks or hazards immediately 

• Conduct risk assessments as a part of your everyday role 
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Human Resources will: 

• ensure this Manual Handling Policy & Standard Operating Procedures are effectively 
implemented within their area of control 

• consult with their team when implementing new systems of work (e.g. manual handling 
procedure) 

• Determine and implement training and competency assessment for BRT people who 
conduct manual handling tasks based on outcomes of risk assessment 

• Review risk assessments and SOP’s periodically and when there are any changes to the work 
or work environment 

• Ensure training is current for people engaged in manual handling tasks 

• Maintain records of all risk assessments, SOP’s, working procedures, toolbox talks, etc. 

Implementation and evaluation 

Boske Road Transport will ensure this Policy is reviewed and evaluated for its effectiveness in 
delivering policy objectives on an annual basis or earlier in the event of major changes to the 
legislation or our organisation structure and operations. 

 

ABBREVIATIONS & DEFINITIONS 

Ergonomics – Ergonomics focuses on the relationship between people and the work environment/ 
equipment. It can be defined as the applied science of equipment design for the workplace intended 
to maximise productivity by reducing operator fatigue and discomfort. 

Force – The amount of muscular effort required to perform a movement or task. Forceful muscular 
exertions overload muscles, tendons, joins and discs with most musculoskeletal disorders. 

MHE – Materials Handling Equipment – includes all mobile equipment that is primarily used to move 
material (e.g. forklifts, pallet jacks, trolley’s, rollers, etc.). 

Manual Handling – Lifting, pushing, pulling, carrying or otherwise moving, holding or restraining an 
object. 

MSD – Musculoskeletal Disorders. 

Hazard – A source or a situation with a potential for harm in terms of injury or illness, damage to 
property, damage to the environment or a combination of these. 

Hazardous Manual Task – A task that requires a person to lift, lower, push, pull, carry or otherwise 
move, hold or restrain any person, animal or thing that involves one or more of the following: 

• Repetitive or sustained force 

• High or sudden force 

• Repetitive movement 

• Sustained awkward posture 

• Exposure to vibration. 

Risk – The likelihood that a harmful consequence might result when exposed to a hazard. 

Risk Assessment – Understanding the likelihood of a hazard causing harm and how serious it could 
be. 

Risk Control – Taking actions to eliminate health and safety risks so far as is reasonably practicable, 
and if not possible, minimising the risks so far as is reasonably practicable. 
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IDENTIFYING HAZARDS & RISKS 

The attached Manual Handling Hazard Identification 
Guideline can be used to identify manual handling 
hazards. Consult with workers when identifying 
manual handling hazards and seek support from the 
Human Resources team. 
When identifying manual handling hazards and risks, 
manual handling tasks should be reviewed to 
determine if they involve any of the following: 

• Repetitive or sustained force 

• High or sudden force 

• Repetitive movement 

• Sustained or awkward posture 

• Exposure to vibration 
The Code of Practice – Hazardous Manual Tasks provides detailed information about the key 
factors in hazardous manual tasks. These include: 

Force 

Force is the amount of muscular effort required to perform a movement or task. Forceful 
muscular exertions overload muscles, tendons, joints and discs and are associated with 
most MSDs. 

• Repetitive force – using force repeatedly over a period to move or support an object 

• Sustained force – occurs when force is applied continually over a period of time 

• High force – may be exerted by the back, arm or leg muscles or by the hands and 
fingers. High force occurs in any tasks that: a worker describes as very physically 
demanding, a worker needs help to do because of the effort it requires calls for a 
stronger person or two persons to do the task 

• Sudden force – jerky or unexpected movements while handling an item or load are 
particularly hazardous because the body must suddenly adapt to the changing force. 
Tasks where force is applied suddenly and with speed also generates high force. 

Movement 

Repetitive movement – using the same parts of the body to repeat similar movements over 
a period. 

Posture 

An ideal posture is one where the trunk and head are upright and forward facing, the arms 
are by the side of the body, the forearms are either handing straight or at right angles to the 
upper arm, and the hand is in the handshake position. 
Postures that are both awkward and sustained are particularly hazardous: 

• Sustained posture – where part of or the whole body is kept in the same position for 
a prolonged period 

• Awkward posture – where any part of the body is in an uncomfortable or unnatural 
position, such as: postures that are unbalanced or asymmetrical, postures that 
require extreme joint angles or bending and twisting. 
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Vibration 

There are two common forms of vibration according to contact points between the body 
and the source: 

• Whole body vibration occurs when vibration is transmitted through the whole body, 
usually from a supporting surface, such as a seat or the floor in heavy vehicles or 
machinery 

• Hand-arm vibration occurs when vibration is transferred through a vibrating tool, 
steering wheel or controls in heavy machinery to the hand and arm. 

NOTE: Everyone’s manual handling capacity is different and depends on their individual 
ability to handle the load. 
 

REDUCING THE RISK 

Where manual handling hazards are identified, controls must be put in place to reduce the risk of 
MSD. 

When managing hazards and risks, we must apply the hierarchy of control. Controls reduce manual 
handling risks include: 

 

Effective manual handling risk management often involves a combination of the types of controls 
listed above. 

Always conduct a risk assessment before any controls are implemented and a risk assessment after 
the controls are implemented to ensure the risk has been reduced. 

 

  

Provide PPE – e.g. shock absorbent shoes for work on hard concrete 
floors. Gloves for hot or cold materials. 

Use administration systems – e.g. rotate workers between different 
tasks, arrange workflows to reduce physical demand the end of shift. 

Engineer/ Isolate the hazard – e.g. Use mechanical lifting or load 
moving aids. Provide work surfaces that are height adjustable. 

Substitute items for safer alternatives – e.g. Replace heavy items 
with lighter/ smaller ones. Use power tools as opposed to hand tools. 

Eliminate the task – e.g. use automated processes that do not require 
manual handling. Plan or design new sites without any hazardous 

handling. 



 

Manual Handling Page 6 

 

CONTROLLING COMMON MANUAL HANDLING RISKS AT BOSKE ROAD 
TRANSPORT 

Common controls for some of our manual handling hazards are outlined below.  
Note: These are just some examples, the list is not exhaustive. 

WORK TYPE COMMON CONTROLS 

Freight handling / 
freight sorting 

• Use mechanical aids (e.g. trolleys to move objects between locations) 

• Provide a pick face between waist and chest height (use spring loaded pallet/ scissor lifts) 

• Work with clients to reduce pack sizes/ weights 

• Pull out or rotate pallets to reduce reaching 

• Signpost/ highlight heavy or awkward items to raise awareness 

• Provide manual handling training for workers 

• Rotate workers through different tasks/ areas 

• Promote stretching before and after work 

Pushing/ Pulling 
Pallet Jacks/ 
Trolleys/ Roll Cages 

• Use motorised equipment (e.g. motorised pallet jacks) 

• Load & deliver products on flat surfaces (avoid pushing and pulling up/ down grades) 

• Limit load weights 

• Keep wheels and brakes well maintained 

• Train workers in the correct handling of pallet jacks/ trolleys/ roll cages etc. 

Receiving deliveries • Arrange delivery as close as possible to the point of use 

• Have mechanical lifting aids situated close to delivery point to encourage use for heavier items 

Restraining loads • Use webbing as opposed to chains (where possible) 

• Avoid using over-lever style chain tensioners 

• Use rope to pull chains over loads (to eliminate the need to throw chains) 

• Use for purpose extensions handles for ratchets 

• Regularly maintain (e.g. lubricate) tensioners to ensure ease of use 

Handling Trailer 
gates 

• Use trailers with suspended gates 

• Use gates made from light weight material (where possible) 

• Use two person lift for removing/ replacing non-suspended gates 

Moving awkward 
products 

• Purpose built fleet for safe loading/ unloading 

• Using tailgate lifts for loading/ unloading trailers 

• Using for purpose trolleys 

• Safe handling procedures and training 

Pulling tautliner 
curtains 

• Use of Strong-Arm straps 

• Regular maintenance and lubrication of moving parts 

Workstation design • Designed to allow workers to work in upright position, shoulders in natural position (not elevated) and upper 
arms close to trunk most of the time 

• Work surfaces should be easily adjustable to suit a rage of workers and the tasks they perform 

Working positions • Not remain in a seated, standing or otherwise static posture for prolonged periods 

 

TRAINING AND EDUCATION  

All workers will be provided with basic manual handling training as part of the induction program. 
This training will address the following topics in their application to the work they perform: 

• Hazards of manual handling, including reference to common tasks performed in the work 
area and injury patterns 

• Management of common risk factors, e.g. awkward postures, repetition, vibration, over 
exertion 

• Safe use of lifting equipment 

• Workstation design, and 

• Lifting techniques including practical demonstrations in the work area 
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MANUAL HANDLING RISK IDENTIFICATION GUIDE 

SITE  DATE  

Task/ Location  

Participants Name Position 

  

  

  

 
Step 1a – Does the task involve repetitive or sustained postures, movements or forces? 
Tick ‘yes’ if the task requires any if the following actions to be done more than twice a minute or more than 30 seconds at a time 

Action Yes Comments 

Bending the back forwards or sideways 
more than 20 degrees 

  

Twisting the back more than 20 degrees   

Backward bending of the back more than 5 
degrees 

  

Bending the head forwards or sideways 
more than 20 degrees 

  

Twisting the neck more than 20 degrees   

Bending the head backwards more than 5 
degrees 

  

Working with one or both hands above 
shoulder height 

  

Reaching forwards or sideways more than 
30cm from the body 

  

Reaching behind the body   

Squatting, kneeling, crawling, lying, semi-
lying or jumping 

  

Standing with most of the body’s weight on 
one leg 

  

Twisting, turning, grabbing, picking or 
wringing actions with the fingers, hands or 
arms 

  

Working with the fingers close together or 
wide apart 

  

Very fast movements   

Excessive bending of the wrist   

Lifting or lowering   

Carrying with one hand or one side of the 
body 

  

Pushing, pulling or dragging   

Gripping with the fingers pinched together 
or held wide apart 

  

Exerting force while in an awkward posture   

Holding, supporting or restraining any 
object, person, animal or tool 

  

 



 

Manual Handling Page 8 

 

Step 1b – Does the task involve long duration? 
Tick yes if the task is done for either of the following durations 

Action Yes Comments 

More than 2 hours over a whole shift   

Continually for more than 30 minutes at a 
time 

  

Does the task involve repetitive or sustained postures, movements or forces, and long duration? (Did you tick yes in step 1a & step 1b?)  
If yes, risk control is required. 

 
Step 2 – Does the task involve high force? 
Tick ‘yes’ if the task involves any of the following high or sudden force actions 

Action Yes Comments 

Lifting, lowering or carrying heavy loads   

Applying uneven, fast or jerky forces during 
lifting, pushing or pulling 

  

Applying sudden or unexpected forces   

Pushing or pulling objects that are hard to 
move or to stop 

  

Using finger-grip, a pinch grip or an open-
handed grip to handle a heavy or large load 

  

Exerting force at the limit of the grip span   

Needing to use two hands to operate a tool 
designed for one hand 

  

Throwing or catching   

Hitting or kicking   

Holding, supporting or restraining a person, 
animal or heavy object 

  

Jumping while holding a load   

Exerting force with non-preferred hand   

Two or more people need to be assigned to 
handle a heavy or bulky load 

  

Exerting high force while in an awkward 
posture 

  

Does this task involve high force? (Did you tick yes in Step 2)  
If yes, risk control is required 

 
Step 3 – Is there hand, arm or whole body vibration? 
Tick ‘yes’ if any of the following present a risk 

Action Yes Comments 

Driving for long periods   

Driving on rough roads   

Frequent use of handheld power tools   

Using high grip force or awkward postures 
when using power tools 

  

Use of machinery where the manufacturer 
warns of vibration 

  

Workers being jolted or continuously 
shaken 

  

Use of a vehicle or tool not suitable to the 
environment or task 

  

Is there hand/ arm or whole-body vibration? 
If you ticked yes to any of the above there may be a risk – further investigation may be required (speak to Human Resources Manager) 
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Step 4 – Are there any environmental factors that could increase risk? 
Tick ‘yes’ if there are any of the following factors that could increase risk. 

Action Yes Comments 

High temperatures   

Radiant heat   

High humidity   

Low temperatures   

Wearing protective clothing while working 
in hot conditions 

  

Wearing thick clothing while working in 
cold conditions (e.g. gloves) 

  

Handling very cold or frozen objects   

Uneven or slippery surfaces   

Working in hot conditions where workers 
are not used to it 

  

Are there environmental factors that could increase risk (did you tick yes in step 4)?  
If you ticked yes, controls may be required. 
 
Step 5 – Action Plan 
If you have identified risks, risk controls are required. Risk controls should be established in accordance with the hierarchy of controls (see 
‘REDUCING THE RISK’. 

Any identified risks that are not covered in the Boske Road Transport Risk Register should be added to the site-specific risk table. 

Record required controls and associated actions in the table below. 

RISK/ ISSUE PROPOSED CONTROL/ ACTION BY WHOM BY WHEN 
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