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Manual Tasks – 
Assisting students with physical impairments risk assessment template

Scope
This risk assessment pro-forma:

· guides and documents the risk management process for manual tasks (e.g. supporting, lifting, sliding) related to assisting students with physical impairments access the curriculum or perform daily living tasks 

· aims to reduce the risk of staff injury through risk management and good decision making 
· is to be completed in conjunction with HLS-PR-010: Manual Tasks – assisting students with physical impairments.
· does not relate to the use of restraint for behaviour management. Please refer to SMS-PR-021 Safe, Supportive and Disciplined School Environment http://iwww.qed.qld.gov.au/strategic/eppr/students/smspr021/
	Student
	     

	Location
	     

	General Task Description
	     

	Staff Undertaking the Activity
	     

	Activity Dates
	Start:
	     
	Finish:
	     


Indicate the assessed risk level and undertake the actions required for that level of risk.

Refer to the Risk Factors tables on the following page for further guidance in making your assessment.
	Inherent Risk Level
	Actions / Approval

	 FORMCHECKBOX 
 
	Low
	Little chance of incident or injury e.g. 
· Low level exertion, comfortable position
	· Manage through regular planning processes

	 FORMCHECKBOX 
 
	Medium
	Some chance of an incident and injury requiring first aid e.g.
· Moderate force required, repeated several times a day

· Does not involve the use of a hoist and sling
	· Document controls in planning documents and/or complete this Risk Assessment

	 FORMCHECKBOX 
 
	High
	Likely chance of a serious incident and injury requiring medical treatment e.g.:

· Strong exertion in a somewhat uncomfortable position repeated several times a day
or

· Involves the use of a compatible hoist and sling
	· A Risk Assessment is required to be completed

· Compatible Hoist and Sling Checklist is to be completed (if hoist and sling used)

· Parent/carer consultation is recommended 

· Principal or delegated Deputy Principal or HOSES approval prior to conducting this activity is required

· Once approved, activity details are to be entered into the School Risk Register (MyHR?)

	 FORMCHECKBOX 
 
	Extreme
	High chance of a serious incident resulting in highly debilitating injury e.g.:

· Heavy exertion in an uncomfortable position, often during a day
or

· an incompatible hoist and sling combination has been recommended for use (exceptional circumstance)
	· Consider alternatives to doing the task
· Parent/carer consultation is recommended 

· A Risk Assessment is required to be completed

· Non Compatible Hoist and Sling Checklist is to be completed (if this option is being recommended)

· Principal approval prior to conducting this activity is required

· Once approved, activity details are to be entered into the School Risk Register (MyHR?)


Thinking about the various aspects of the task, use the table below to detail and rate the direct risk factors.
	Direct Risk Factors
	Specific task actions / part(s) of body affected / risk factors
	Risk Level

	Exertion
What aspect(s) of the activity involve heavy exertion?

What part(s) of the body would be affected by the heavy exertion?
	e.g. heavy exertion lifting student from wheelchair to toilet and from toilet back to wheelchair
     
	 FORMDROPDOWN 


	Posture
What aspect(s) of the activity involve awkward posture?

What part(s) of the body would be affected by the awkward posture?
	e.g. bending over when lifting student, putting strain on the lower back

     
	 FORMDROPDOWN 


	Repetition
How often would this activity be repeated?
	e.g. usually repeated four times per day
     
	 FORMDROPDOWN 


	Duration

How long would the manual handling take place?
	e.g. lifts are quite short in duration

     
	 FORMDROPDOWN 



Use this risk matrix as a guide to assess the level of risk posed by each primary risk factor detailed above. 
	Risk Factors
	Nil
	Low
	Medium
	High
	Extreme

	Exertion
	No effort
	Little force
	Moderate force
	Strong force
	Maximum force

	Posture
	Neutral postures
	Fairly

comfortable
	Moderately uncomfortable
	Some what

uncomfortable
	Very uncomfortable

	Frequency
	Once daily
	Repeated

2 – 3 daily
	Repeated

4 – 5 daily
	Repeated

6 – 10 daily
	Repeated

> 10 daily

	Duration
	< 10 minutes
	10 – 30 minutes
	30 minutes

 – 1 hour
	1 – 2 hours
	> 2 hours


Refer to: Participative Ergonomics for Manual Tasks (PErforM) Handbook* for further information on:

· Identifying manual handling risk factors

· Assessing manual handling risk levels

· Determining effective control measures
(*Available at: www.worksafe.qld.gov.au)
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Hazards and suggested control measures
All persons engaging in this activity should:

· identify the hazards including any additional hazards not mentioned here;

· assess their significance and risk; and 
· manage the potential risks by implementing effective safety control measures.
The direct risk factors assessed on p.1 can be affected by contributing risk factors as outlined below.

Contributing risk factors alter the overall risk but can also be used to target and control the direct risk factors assessed on page 1. 

For example, replacing a low change table with a higher one (altering the work area design) minimises awkward bending postures (direct risk factor)

These are by no means exhaustive lists. Add details of any other identified hazards/risks and additional controls you intend to implement. 
Use the following table to identify the impact of contributing risk factors and to detail the control measures to be used to eliminate or reduce risk to an acceptable level. Especially focus on mitigating the risks associated with the direct risk factors rated as posing the greatest risks (e.g. high/extreme) to safety (from page 1).
	Contributing

Risk Factors
	Control Measures
	Yes
	No
	Implementation Plan / 

Additional Controls

	Work Area Design
The work area is the part of the workplace where a task or action is based. 
Including:

· furniture and fittings

· vehicles 
· equipment used 


	· Furniture is appropriate (e.g. size, adjustability, strength)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	· Appropriate lifting aids and fittings are available including: hand-rails, supports
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Clear the area of hazards, 
such as potential projectile
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Work Environment

· Floor surfaces

· Housekeeping

· Heat/cold

· lighting

	· Floor surface is appropriate and safe for the task
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· 
	· Work area is uncluttered and free from tripping points
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· 
	· Lifting and storage heights are appropriate (e.g. heavy items are stored at waist height)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· 
	
	
	


	Handling Procedure
The way a task or action is carried out. Different handling procedures result in different working postures and different levels of muscular effort needed.
· Use of mechanical handling equipment

	· A task analysis has been undertaken to determine the most effective way to do the task(s)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Refer to Part 2: Use of Hoist and Sling

     

	
	· Activity involves lifting a person using a sling (refer App 2)
· other manual handling aids are available to reduce risk factors eg. Slide sheet, turn pad, walk belt.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Characteristics of person being handled
Individual characteristics affect the level of risk:
· weight, size 
· state of arousal e.g. alertness 
· behaviour 

· willingness of the person to assist 

· ability to communicate and understand 
Unlike other manual handling tasks, people handling also requires the safety, privacy and dignity of the person being handled to be considered

	· communication and practice with student has been undertaken to familiarise them with the task 

· location/time of day is best available

· cues, where appropriate, are given to the student prior and during lift 

· handling procedure is selected to maximise student and staff safety – e.g. method, equipment used,
	
	
	

	Characteristics of the worker

Worker characteristics also affect the level of risk:

· Skills and experience

· Physical capabilities and capacity

	· Workers have the required skills and experience to undertake the tasks safely
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	· Workers are physically capable of performing the tasks safely
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	Work organisation

· Number of workers available to do the task

· Rest breaks

· Training

· Consultation
	· Sufficient workers are always available for multi-person tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	· Sufficient time and rest breaks are provided for the tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Sufficient induction and refresher training is provided
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	Additional Control Measures

These would relate to the specific student needs, location and conditions in which the activity is being conducted.

	Hazards / Risk Factors
	Control Measures

	     
	     


	Submitted by:      
	Date:      

	Indicate the names of those who were involved in the preparation of this risk assessment.




	Approval

	 FORMCHECKBOX 

	Approved as submitted      

	 FORMCHECKBOX 

	Approved with the following conditions:      

	 FORMCHECKBOX 

	Not Approved for the following reason(s):      

	By:      
	Designation:      

	Signed:
	Date:      

	Once approved, activity details should be entered into the School Risk Register.
	Reference No.      


	Monitor and Review (To be completed during and/or after the activity.)
	Yes
	No

	Are the control measures still effective?      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have there been any changes?      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are further actions required?      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Details: 


Important Links

1. Manual Tasks – Assisting students with physical impairments
http://ppr.det.qld.gov.au/corp/hr/workplace/Pages/Manual-Tasks.aspx 
2. Health, safety and wellbeing incident management 
http://ppr.det.qld.gov.au/corp/hr/hr/Pages/Health,-safety-and-wellbeing-incident-management.aspx 
3. Working with Children Check - Blue Cards
https://www.bluecard.qld.gov.au/index.html 
4. Participative Ergonomics for Manual Tasks (PErforM) Handbook
www.worksafe.qld.gov.au
5. Manual Tasks Involving the Handling of People Code of Practice 
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0007/58174/manual-tasks-people-handling-cop-2001.pdf 
6. Managing first aid in the workplace
http://ppr.det.qld.gov.au/corp/hr/workplace/Pages/First-Aid.aspx 
Further Information
For further support with risk management training and advice, contact:

· Your supervisor

· Trained staff in schools such as:

· Workplace Health and Safety Officers (WHSOs)

· Workplace Health and Safety Representatives (WHSRs)
· Regional staff such as Senior Health and Safety Consultants.
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