DGCST117 - Manual Handling in the Office 


INTRODUCTION

It has been estimated that manual handling injuries account for between 25% and 40% of all workplace injuries.  

Some people don’t realise that manual handling doesn’t just occur in workshops and stores but in every occupational environment, including the office.

This means that we are all at risk of manual handling injuries and we all need to know how to prevent them.

Today we will talk about:

· what manual handling is;

· the types of manual handling injuries that occur in an office;

· causes of manual handling injuries;

· how to reduce manual handling; and

· safe manual handling methods.

MANUAL HANDLING

Before we begin to look at manual handling injuries and their causes, it is important that we clearly understand what we mean by the term “manual handling”.  

Manual handling is any task where people physically move, handle or shift materials and objects.


“What are some examples of manual handling work in the office?” 


Examples of manual handling include:

· lifting boxes on or off storage racks or shelves;

· pushing furniture around when re-arranging the office;

· pulling your computer across your desk to adjust it into a better position;

· carrying a package;

· sliding an object out from under your desk; and

· stacking reams of paper on shelves.

MANUAL HANDLING INJURIES
Incorrect manual handling can result in several different types of injuries.

Some injuries can occur immediately while others may develop over many years.

Some injuries can be minor and have no long-term effects, while others can be severe and permanently disabling.


“What are some examples of injuries which can be caused by incorrect manual handling?”


Some of the most common injuries resulting from manual handling are:

· back injuries - damage to the spine, ligaments and muscles.  These types of injury can be very painful and are often permanent;

· abdominal hernia - tears in the weak points of the muscular wall of the abdomen which allows part of the small intestine to push out;

· muscle and joint injuries -  tears and sprains to muscles in the legs, back and arms or inflammation and chronic pain in joints and nerves; and

· impact injuries - crushed or amputated body parts such as fingers, hands, toes and feet.

CAUSES OF MANUAL HANDLING INJURIES

As you can see, there are a number of injuries that you can receive while manual handling.

To prevent these types of injuries it is important you understand what causes them.


“What are the main causes of manual handling injuries?”


The main causes of manual handling injuries are:

· overexertion - attempting to move or handle a load beyond the capability of your body can cause back injuries, hernias and muscle damage;

· repetitive actions - continually repeating certain movements or maintaining a static body position for long periods of time can cause muscle strain, joint wear and fatigue;

· poor housekeeping - poor housekeeping can result in slips, trips and falls while people are manual handling;

· poor workplace layout - poor workplace design can cause people to adopt unsafe work postures or encourage unnecessary manual handling; and

· incorrect lifting technique - using incorrect body positions and movements while lifting, pushing, pulling and carrying loads.

The best way to avoid manual handling injuries is to reduce the amount of manual handling that you do.  This doesn’t mean avoiding work but always looking for ways to minimise the need for manual handling.

REDUCING MANUAL HANDLING

There are a number of ways to reduce the amount of manual handling you do around the office.

Reducing the amount of manual handling you do lessens the chance that you will have a manual handling injury.


“What are some ways of reducing manual handling around the office?”


Some ways to reduce manual handling are by:

· ordering less stock at one time.  This way you will have less stock to move and store at one time;

· not frequently re-arranging your office, thereby reducing the amount of pushing and pulling of furniture;

· finding the best possible position for your computer so you don’t have to keep adjusting it;

· not storing heavy books under your desk, so you are not always reaching down and lifting; 

· planning your work area so your most frequently used items are near you, at a height where you aren’t always bending or stretching to lift them;

· getting help from someone to carry heavy objects; and

· using mechanical aids, such as hand trolleys, to move objects.

ARRANGE YOUR WORK AREA

Another way you can reduce the amount of manual handling is by efficiently arranging your work area within the office.

If you are continually working in an area or carrying out a particular task for any length of time, it is important to organise your work area.

A disorganised work area causes you to:

· adopt awkward positions or postures;

· over-reach; and

· carry out unnecessary manual handling.

You can’t always rearrange the entire workplace but you can organise your own work area to minimise the risk of manual handling injuries.


What are some of the things you can do to arrange your work area efficiently?”


You should:

· carry out all work on waist high desks, not on the floor;

· store frequently used materials and equipment near your work area to minimise carrying;

· store frequently used materials and equipment between waist and shoulder height to reduce the amount of bending and lifting; and

· keep frequently used files or stationery within arm’s reach to minimise stretching and prevent overreaching.

Prevent slips, trips and falls by keeping:

· floor surfaces free of rubbish, files and boxes; and

· aisles and walkways clear.

SAFE LIFTING

It is not always possible to avoid manual handling and at some stage you will have to lift and carry materials or equipment.  

Of all the manual handling activities, lifting causes the greatest number of injuries. The risk of injury is minimised by using correct lifting techniques.


“What are some of the things you should do in order to lift safely?” 


To carry out a safe lift you should:

· size up the load - to make sure it is not too heavy or large for you to grip and lift;

· assess the load – to see if the contents will move when being lifted (e.g. bottles, rolls, balls);

· adopt a stable footing - by positioning one foot behind the load and the other foot beside the load, pointing in the direction of travel;

· bend your knees - and reach down to the load with your hands;

· keep your back straight - as you lower yourself down to reach the load;

· grip the load firmly by placing your hands diagonally opposite on the load;

· brace your stomach and buttock muscles; and

· slowly push up with your legs and keep your back straight, your head up and your chin tucked in.

You should never:

· bend from the waist to reach the load;

· bend up from the waist to lift the load; 

· twist or move suddenly while lifting; or

· lift the object straight away, without having an idea of its weight.

The main cause of back injury is excessive pressure on the spinal cord, disks and vertebrae due to incorrect lifting of loads.  Bending at the waist, instead of using your legs, can place up to ten times more pressure on your spine.

Never bend at the waist, always bend at the knees.  It makes the job ten times easier on your back.

When setting down a load, the principles of bending at the knees and keeping a straight back still apply.  The procedure for setting down a load is the reverse order of lifting.

CARRYING LOADS


When carrying a load you should:

· check you have an unobstructed path to where you are going;

· keep the load close to your body;

· keep the load at no more than waist to chest height; and

· take short steps.

If a load is too heavy or too large for you to lift and carry on your own, use a mechanical aid, or get someone else to assist you or, if possible, break the load up.
PUSHING AND PULLING LOADS

Manual handling doesn’t just involve lifting and carrying loads but also includes other activities that must be carried out correctly.

When pushing a load you should:

· place your feet apart with one well behind the other;

· lean forward;

· gradually apply your body weight; and

· push forward with your rear foot to set the load in motion.

When pulling a load you should:

· place your feet apart with one well behind the other;

· lay back into the line of pull;

· gradually apply your body weight; and

· push backward with your front foot to set the load in motion.

It is important when pushing or pulling a load that you apply your body weight gradually, using your legs, rather than using any sudden movements.

SUMMARY

Manual handling is a part of almost every occupation, including office work, and everyone is exposed to the risk of manual handling injuries.

Some of these manual handling injuries can be minor and temporary whereas others can be quite serious and permanently disabling.

Manual handling injuries in the office are preventable and usually occur because of over-exertion, repetitive actions, poor housekeeping, poor workplace layout and incorrect manual handling techniques.

The best way to avoid manual handling injuries is to reduce the amount of manual handling that you do.  Manual handling risks can be reduced by getting help from someone, breaking up the loads, using mechanical aids and having a well organised work area.

Manual handling cannot always be avoided.  When manual handling is necessary, the use of safe handling techniques can minimise the risk of injury.
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