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MANUAL HANDLING POLICY AND PROCEDURE

PURPOSE

AmeCare is committed to ensuring the safety, wellbeing, and dignity of workers and participants by establishing a comprehensive, evidence-based Manual Handling Policy and Procedure that meets the requirements of the NDIS Practice Standards & Quality Indicators, WorkSafe Victoria Hazardous Manual Handling Compliance Code, and all relevant workplace health and safety legislation.
This policy establishes safe, consistent, and compliant manual handling practices across all service environments. It ensures:
· Prevention of injuries during participant support, household tasks, and community activities.
· Compliance with NDIS Practice Standards, WHS Act 2011, OHS Act 2004 (Vic), and associated regulations.
· Respect for participant dignity, choice, and cultural safety.

This policy ensures:
· All hazardous manual tasks are identified, assessed, controlled, and reviewed using a structured, NDIS-aligned risk management process.
· Workers receive ongoing manual handling training appropriate to each participant’s individual needs, support plan, risk profile, and equipment requirements.
· Manual handling practices protect participants’ rights, autonomy, privacy, and safety, especially when supporting people with disability and complex needs.
· All AmeCare environments, accommodation, community, and transport—maintain safe work systems, equipment, and supervision.

This document is an operational manual and contains detailed procedures, training requirements, escalation pathways, and staff responsibilities to ensure manual handling risks are minimised and incidents are managed in a consistent, evidence-based way.

SCOPE

This policy applies to:
· All AmeCare employees (full-time, part-time, casual), contractors, volunteers, and agency staff.
· All AmeCare environments where manual handling may occur, including accommodation settings, community locations, clinics, transport vehicles, and participants’ homes.
· Any activity requiring lifting, lowering, pushing, pulling, carrying, holding, restraining, repositioning, transferring, or moving a person, object, or piece of equipment.

· Participant-specific manual handling tasks - including hoist transfers, repositioning in bed, mobility support, personal care support, transportation, and community access.
· Equipment handling -  including wheelchairs, mobility aids, mechanical lifters, hospital beds, slide sheets, transfer boards, ramps, and vehicle wheelchair hoists.

Applies to all manual handling tasks including:
· Wheelchair use and mobility support.
· High‑intensity supports (complex transfers, medical equipment).
· Personal care assistance (showering, toileting, dressing).
· Transporting clients (vehicle transfers, securing wheelchairs).
· Cleaning and household chores (vacuuming, mopping, laundry, bed‑making, waste disposal).
· Escorting participants in the community (walking support, public transport, shopping, recreational activities).


DEFINITIONS

	Term
	Definition

	Manual Handling
	Any activity requiring exertion of force to lift, lower, push, pull, carry, move, hold, support, restrain, or transfer a person, animal, or object.

	Hazardous Manual Task
	A task involving: repetitive or sustained force, high or sudden force, repetitive movement, sustained/awkward posture, or vibration—leading to increased risk of injury.

	Musculoskeletal Disorder (MSD)
	Injuries or conditions affecting muscles, joints, nerves, discs, ligaments, or tendons (e.g. strains, sprains, herniated discs, rotator cuff injuries, tendonitis).

	Control Measures
	Actions taken to eliminate or minimise risks to health and safety.

	Mechanical Aid
	Any device that reduces the physical effort required for manual handling (e.g. hoists, slide sheets, transfer belts, standing frames, wheelchairs).

	Risk Assessment
	A structured process to identify hazards, analyse risk level, evaluate existing controls, and determine further required actions.

	Person-Specific Manual Handling Plan
	A written plan created for each participant requiring manual handling, outlining safe methods, equipment, staffing levels, risks, and contraindications.

	NDIS (National Disability Insurance Scheme)
	A government-funded program in Australia that provides support and services to people with disability, their families, and carers, aiming to improve quality of life and promote choice and control.

	WHS/OHS (Work Health and Safety / Occupational Health and Safety)
	WHS and OHS refer to laws, regulations, and practices designed to protect the health, safety, and welfare of people at work. WHS is the term used nationally in Australia, while OHS is used in some states, such as Victoria.

	Incident
	Any unplanned event that results in, or could have resulted in, injury, illness, damage, or loss. This includes injuries, near misses, hazardous events, or dangerous occurrences.

	Participant
	A person who receives support or services from AmeCare under the NDIS or other disability support programs. Also referred to as a client or service user.

	Qualified Health Professional
	A person with appropriate tertiary qualifications and registration, such as an occupational therapist, physiotherapist, or registered nurse, who is authorized to assess, plan, and review manual handling needs.

	Trauma-Informed Practice
	An approach that recognizes and responds to the effects of trauma, ensuring that support is delivered in a way that promotes safety, empowerment, and healing, and avoids re-traumatization.




POLICY

AmeCare commits to:
· Eliminating or minimising risks associated with manual handling.
· Providing training, supervision, and equipment.
· Embedding participant rights and trauma‑informed practice.
· Ensuring compliance with NDIS Commission safeguards and WHS/OHS legislation.
AmeCare recognises manual handling as a significant hazard within disability support and is committed to ensuring all tasks are performed safely, professionally, and in line with NDIS and WorkSafe expectations.

AmeCare will ensure:
· Manual handling risks are systematically identified, assessed, and controlled.
· Each participant who requires manual handling support has an Individual Manual Handling Plan reviewed regularly by a qualified health professional (e.g., physiotherapist, OT).
· Workers receive evidence-based manual handling training aligned with the participant’s needs.
· Mechanical aids and assistive equipment are available, maintained, inspected, and used correctly.
· Staff are competent and supervised when performing manual handling tasks.
· All incidents, injuries, near misses, and hazards are reported, investigated, and used to drive continuous improvement.
· Policies and procedures align with the requirements of NDIS Practice Standards, including:
· Core Module (Rights & Responsibilities, Provider Governance, Support Delivery, Environment).
· High-Risk Modules (particularly for transfers, behaviour support, restrictive practices, health needs).

 Participant Rights
· Dignity and respect during all tasks.
· Informed consent for transfers, cleaning assistance, and community escorting.
· Choice and control over methods used.
· Trauma‑informed and culturally safe approaches.


PROCEDURE

The following procedures outline how AmeCare identifies, manages, and reviews manual handling risks to ensure a safe environment for workers and participants.

1. HAZARD IDENTIFICATION

AmeCare will proactively identify hazards in all locations by:
· Conducting formal workplace inspections.
· Reviewing each participant’s support needs, mobility status, and physical health.
· Assessing tasks that involve lifting, carrying, pushing, pulling, or transferring.
· Consulting with staff and participants on observed risks.
· Reviewing incident reports, near misses, and workers compensation data.

Examples of Manual Handling Hazards:

Participant-Related Tasks
· Assisting with standing, sitting, repositioning, or transfers (bed ↔ chair ↔ toilet ↔ car).
· Supporting a person to walk or mobilise with aids.
· Repositioning a participant in bed to prevent pressure injuries.
· Supporting during personal care tasks (showering, dressing, toileting).

Equipment-Related Tasks
· Moving, lifting, or assembling equipment (wheelchairs, hoists, frames, ramps).
· Loading/unloading wheelchairs into vehicles.
· Adjusting hospital beds, slide sheets, transfer boards.

Environmental/Household Tasks
· Lifting laundry baskets, groceries, boxes, or supplies.
· Moving furniture or beds to perform cleaning or care tasks.
· Performing repetitive tasks such as mopping or vacuuming.

Community Tasks
· Supporting participants in/out of vehicles.
· Carrying shopping or participant belongings during outings.

2. RISK ASSESSMENT

Risk assessments are mandatory for all hazardous manual handling tasks.

AmeCare will consider:
· Postures and movements: bending, twisting, sustained or awkward postures.
· Force required: sudden, repetitive, or high force.
· Duration and frequency of the task.
· Environment: lighting, space, flooring, weather, obstacles.
· Participant characteristics: weight, mobility, cognition, behaviours of concern.
· Equipment availability and suitability.

Trigger Points for a New Manual Handling Risk Assessment
· Participant’s health, weight, cognition, or mobility changes.
· New equipment is introduced.
· The environment changes (room layout, new bed, new home).
· An incident or near miss occurs.
· Staff report fatigue, strain, or unsafe conditions.

Assessments must be documented and reviewed at least annually or sooner if required.

3. RISK CONTROL (HIERARCHY OF CONTROLS)

AmeCare will apply the WHS hierarchy of control to eliminate or reduce risk:

1. Elimination
· Avoid lifting by using hoists, electric beds, or repositioning devices.

2. Substitution
· Replace manual lifting with mechanical aids (e.g., standing machine, height-adjustable beds).

3. Engineering Controls
· Install grab rails, ramps, non-slip flooring, ceiling track hoists.

4. Administrative Controls
· Manual handling plans
· Supervision
· Staff rotations
· Training and competency assessment
· Clear signage and equipment instructions

5. Personal Protective Equipment
· Gloves
· Slip-resistant footwear

Controls must be documented and communicated to all staff.

4. GENERAL MANUAL HANDLING PRINCIPLES 
1. Planning the Task
· Assess weight, size, shape, and stability.
· Ensure the path is clear.
· Identify if help or mechanical equipment is needed.
· Review the participant’s manual handling plan.
2. Positioning the Feet
· Feet shoulder-width apart.
· One foot slightly ahead for stability.
· Move feet during the lift—do not twist the spine.
3. Maintaining Good Posture
· Keep natural lumbar curve.
· Bend knees, not the back.
· Avoid reaching beyond safe working zones.
· Wear sensible, slip-resistant footwear.
4. Achieving a Firm Grip
· Keep load close to the body.
· Avoid finger-tip gripping.
· Adjust grip smoothly when needed.
5. Lifting Smoothly
· Lift using legs, not back.
· Eyes forward, chin up.
· Avoid jerky movements.
6. Keeping Load Close
· Reduces spinal strain and improves stability.

7. Setting Down Safely
· Lower load smoothly with knees bent.
· Adjust position afterwards rather than during descent.
PERSONAL CARE ASSISTANCE
· Gain informed consent before assistance.
· Use slide sheets or transfer belts for repositioning.
· Maintain privacy and dignity.
· Work in pairs for high‑risk tasks.
HIGH INTENSITY SUPPORTS
· Follow participant‑specific care plans.
· Use mechanical aids and two‑person lifts where required.
· Staff trained in ventilator support, PEG feeding, seizure management.
WHEELCHAIR MANAGEMENT
· Lock brakes before transfers.
· Remove footplates and armrests as needed.
· Adjust wheelchair height to reduce strain.
· Use ramps instead of lifting whenever possible.
· Lock brakes during transfers.
· Push chairs with upright posture, avoid uneven surfaces.
· Secure wheelchairs in vehicles with approved restraints.
TRANSPORTING CLIENTS
· Conduct pre‑transport risk assessment.
· Use hoists or ramps for vehicle transfers.
· Secure wheelchairs and seatbelts appropriately.
· Train staff in emergency evacuation procedures.
· Use vehicle hoists where installed.
· Avoid manually lifting wheelchairs into cars.
· Secure wheelchairs using approved anchor points.
ESCORTING PARTICIPANTS IN THE COMMUNITY
· Conduct risk assessment for each outing (environment, mobility needs, public transport).
· Provide physical support (arm support, walking aids) while maintaining participant dignity.
· Ensure staff ratios are appropriate for safety.
· Use safe lifting techniques when assisting with shopping bags or mobility aids.
· Train staff in emergency response in public settings.
CLEANING AND HOUSEHOLD CHORES
· Use ergonomic equipment (lightweight vacuum, mop with adjustable handles).
· Avoid repetitive strain by alternating tasks.
· Bend knees when lifting laundry baskets or rubbish bags.
· Store cleaning products safely and use PPE (gloves, masks).
· Document cleaning tasks in household duty registers for accountability.

5. INDIVIDUAL MANUAL HANDLING PLANS (PARTICIPANTS)

Every participant requiring manual handling will have a documented plan including:
· Mobility status (independent / assisted / hoist / two-person).
· Contraindications (fractures, weight-bearing restrictions, pain, fatigue).
· Required equipment (hoist, slide sheet, transfer belt, wheelchair).
· Staffing ratio required (1:1 / 2:1 for transfers).
· Step-by-step transfer instructions.
· Risk factors relating to behaviour, cognition, or communication.
· Skin integrity considerations.
· Emergency or escalation instructions.

Plans must be:
· Developed by a qualified health professional (OT/physio).
· Reviewed annually or when a change occurs.
· Accessible to all staff and integrated into the Support Plan.

6. STAFF TRAINING & COMPETENCY

AmeCare ensures all staff:
· Complete initial manual handling training during induction.
· Receive participant-specific training before performing any transfer or mobility task.
· Are assessed as competent before working unsupervised.
· Undergo annual refresher training.
· Receive additional supervision if inexperienced or returning after injury.
· Receive supervisor spot checks and reflective practice sessions

Training includes:
· Induction training covering manual handling, cleaning, household tasks, and community escorting.
· Correct posture, body alignment, and safe movement.
· Safe lifting, lowering, pushing, and pulling techniques.
· Scenario-based training for participant transfers, household chores, and community outings
· Use of mechanical aids (hoists, slide sheets, ramps, transfer boards).
· Person-centred, dignity-maintaining approaches.
· Working safely with behaviours of concern.
· Documentation and incident reporting.

No staff member may undertake manual handling unless trained and competent.

7. INCIDENT RESPONSE & REPORTING

When an incident or injury occurs, staff must:
1. Report injuries or near misses immediately.
2. Ensure safety and stop the task immediately.
3. Provide first aid and call emergency services if required.
4. Support the participant and ensure dignity.
5. Notify the supervisor immediately.
6. Complete an Incident Report before the end of the shift.
7. Record in WHS system (Brevity) and escalate to management.
8. Participate in investigations to identify causes and corrective actions.
9. Follow return-to-work or medical review procedures if injured.

AmeCare will:
· Review the participant’s manual handling plan.
· Review staff training requirements.
· Adjust environmental or equipment controls.
· Record corrective actions in the Continuous Improvement Register.


ROLES AND RESPONSIBILITIES

Management
· Ensure systems for hazard identification and risk control.
· Provide resources, access to equipment, training, and supervision.
· Review policies annually.
· Ensure compliance with NDIS and WorkSafe requirements.

Supervisors
· Conduct risk assessments, enforce safe practices, and coach staff.
· Ensure staff follow manual handling plans.
· Monitor competency and performance.
· Respond to incidents and implement corrective actions.

Support Workers
· Apply safe techniques, report hazards, and respect participant rights.
· Follow all manual handling procedures.
· Use equipment safely and report defects.
· Seek help when unsure or when task exceeds capacity.
· Complete incident reports and participate in reviews.
· Follow participant-specific manual handling plans.

Participants – Informed of rights and consulted in handling strategies. 


RECORD KEEPING

AmeCare will maintain:
· Manual handling risk assessments
· Participant-specific manual handling plans
· Training records and competency assessments
· Incident and near-miss reports
· Equipment maintenance logs
· Continuous Improvement Register

All documentation must be stored securely, accessible for audit, and retained according to statutory requirements.

Equipment owned by AmeCare (hoists, slings, slide sheets, transfer belts, wheelchairs, ramps, cleaning tools).
· Monthly inspections logged in asset register.
· Audit evidence maintained for certification review.
Participant-owned equipment will remain under the responsibility of their designated allied health equipment provider. AmeCare will assist the participant by ensuring all equipment is properly maintained and by reporting any hazards or concerns to the appropriate team when required. 


RELATED DOCUMENTS
· Risk Management Policy
· Incident Management Policy
· Medication Management Policy
· Work Health & Safety Policy
· Participant Support Plans
· Participant individualized manual handling plans
· Emergency Management Plan
· NDIS Practice Standards
· Hazardous Manual Tasks – Safe Work Australia
· WorkSafe Victoria Manual Handling Compliance Code
· Staff training plan and records
· Continuous Improvement Register
· Asset/Equipment Maintenance Logs 
· Privacy and Confidentiality Policy and Procedures

REFERENCES
· Occupational Health and Safety Act 2004 (Vic)
· OHS Regulations 2017 (Vic)
· Work Health and Safety Act 2011 (Cth)
· NDIS Practice Standards & Quality Indicators
· WorkSafe Victoria – Hazardous Manual Handling Code
· Safe Work Australia – Hazardous Manual Tasks Guide
· NDIS Code of Conduct

LINKS

	Reference
	Description
	Link

	WorkSafe Victoria Compliance Code: Hazardous Manual Handling
	Practical guidance for Victorian OHS compliance
	WorkSafe Victoria

	Safe Work Australia National Code of Practice
	National guidance on manual handling risk management
	Safe Work Australia

	NDIS Commission Practice Alerts
	Guidance for NDIS providers on safe manual handling
	NDIS Commission

	Australian Standards
	Ergonomics and equipment safety standards
	AS 3590.1-1990
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