	Risk Assessment – Specific Activity/Situation
	

	Risk Assessment Reference No: 
	MO-10-10_19


	Workplace Activity:
	Manual Handling – moving furniture, consumable supplies and PE equipment
	Date:
	October 2019


	Persons at Risk- Affected by Activity:
	Site Manager
	Number
	1

	Any Vulnerable Persons Affected by Activity:
	Staff suffering from existing ill-health
	Number
	TBC


	Setting the Scene:

General manual handling duties include:
Maintenance Officer: Moving furniture within the schools to carry out maintenance work aS required.  Carrying lightweight goods such as ladders and cleaning equipment.  Use of broom in playground area to clear away leaves.  Gritting processes will include lifting bags of grit.


	Potential Hazards
	Assessment of Risk

	Ref.
	
	Low
	Med
	High

	1. 
	Back Injury & Muscle strain - Lifting heavy loads such as desks, tables, sport equipment
	
	X 
	

	2.
	Cuts and abrasions - Lifting and carrying items with sharp edges
	X 
	
	

	3.
	Injuries from dropping items i.e. broken bones- Storing awkward items above head height or in awkward places
	X 
	
	

	4.
	Poor vision leading to trips and falls - Transporting large, awkward loads such as large empty boxes and sports equipment
	X 
	
	

	5.
	Slips due to change of floor surface when moving items from the school building to the external areas.
	
	X 
	

	6. 
	Strains and sprains caused by opening doors whilst carrying PE equipment.
	X 
	
	

	7.
	Staff injured when lifting due to personal health or medical illness.
	
	X 
	

	
	
	
	
	


	Existing Control Measures

	1. Break down any large boxes into smaller parts wherever possible before transporting. 

· If this is not possible, always use an additional person to guide those carrying the load. 
· SMO has attended Manual Handling training – repeated every 3 years.

· Large PE equipment is visually checked to ensure that wheels are not damaged. 
· Sack truck is available for moving items through the school.

· Movement of furniture and bulky items is carried out when pupils are not in school.

· Separate manual handling risk assessment is written for moving stage, salt bags and waste bins.

	2. SMO is issued with protective clothing including rigger gloves to move sharp edged equipment (if applicable).  

	3. Restrict and control storage of any heavy items on shelving above head height. 
· Provide a suitable and safe means of accessing any high shelf. 
· Staff are responsible for maintaining storage areas and are informed not to store heavy or unstable items on shelving above waste height.  

	4. Maintenance Officer carries out most manual handling activities outside of normal classroom sessions, such as moving furniture and moving ladders through the school.

	4, 5 & 6 Plan any operation involving long distances beforehand. 
· Ensure gaps are wide enough, doors can be opened easily - or can be opened by another person. 
· Check for uneven surfaces, tripping hazards, general obstacles. 
· Take into account the predictable movement of other people.

	7.  Staff who suffer from existing ill-health are required to inform a  member of the SLT if they feel that manual handling activities would potentially lead to injury.  
· Staff who have been off work due to ill health will receive support on their return (though OH services) to ensure they cannot be injured through manual handling activities.

	All staff are issued with the Employee H&S handbook and to read the Manual Handling procedure.

	


	Initial Assessment of Overall Risk
	Low
	
	Medium
	x
	High
	


	RISK RATING = SEVERITY x LIKELIHOOD

	Rating
	SEVERITY of injury/disease
	LIKELIHOOD of occurrence

	HIGH
	Fatality; major injury or illness causing long term disability
	Certain or near certain to occur

	MEDIUM
	Injury or illness causing short term disability
	Reasonably likely to occur

	LOW
	Other injury or illness
	Unlikely to occur


	ADDITIONAL CONTROL MEASURES - (IF APPLICABLE)
	PERSON RESPONSIBLE

FOR IMPLEMENTATION
	COMPLETION

DATE

	Draw up a list of activities that will require individual manual handling assessments to be carried out.
	TBC
	

	Remind staff to inform SLT of any ill-health that may affect them when carrying out general manual handling activities.
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	RESIDUAL ASSESSMENT OF OVERALL RISK
	LOW
	X 
	MEDIUM
	
	HIGH
	


Note:
Re-assessment required if overall residual risk is High
	ADDITIONAL INFORMATION:

(Notes, comments, further details, outline procedures, safe systems of work, standards, drawings, etc.)

	Specific manual handling activities have individual assessments written:

Gritting process (maintenance Officer)

Moving portable stage (maintenance Officer)

Training Matrix is reviewed annually to ensure all staff receive suitable manual handling training i.e. maintenance officer to attend ½-day practical training reviewed every 3 years.


	Risk Assessment Circulation List  (tick box)

	Employees
	
	Management
	
	Contractors
	

	Other – Specify:
	
	
	
	
	

	Signature of responsible person:
	Date:

	
	

	Assessor:
	Adele Partridge
	Signature:
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	Date Assessed:
	October 2019
	Review Date:
	October 2020


	RISK ASSESSMENT REVIEW - COMMENTS
Date:

	

	Reason for Review

	

	Reviewed By:
	
	Signature:
	


	RISK ASSESSMENT REVIEW - COMMENTS
Date:

	

	Reason for Review

	

	Reviewed By:
	
	Signature:
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