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UON Key Risk Area: KRA 2.1 

Manual Handling and Ergonomics 

1.      Purpose 

To prevent musculoskeletal conditions and injuries associated with manual handling and 
ergonomic hazards. 

2.      Scope 

This document applies to all Faculties, Divisions, and organisational units of the 
University of Newcastle and its controlled entities. 

3.      Definitions  

In the context of this document, the following definitions apply: 

• Leaders/Supervisors: Any member of the University who is responsible for 
supervising staff and/or undergraduate or postgraduate students and/or for leading 
research projects. 

• Workers: As defined in the NSW Work Health & Safety Act 2011, workers include 

employees, conjoints, students on work experience, contractors, sub-contractors and 
their employees. Staff, conjoints, students on work experience, and contractors may 
be referred to collectively as workers, or separately as staff, conjoints, students, or 
contractors. 

• Manual Handling: Manual handling is any task requiring a person to use force to lift, 
lower, push, pull, carry or otherwise move, hold or restrain any person, animal or 
object. 

• Ergonomics: The interaction between people and their environment. 

• Musculoskeletal disorders (MSDs): Injuries to, or diseases of, the musculoskeletal 
system that can occur suddenly or over time. 

• Risk Assessment: The process of evaluating the probability and consequences of 
injury or illness arising from exposure to identified hazards associated with manual 
handling. 
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• Risk Control: The process of evaluating the probability and consequences of injury 
or illness arising from exposure to identified hazards associated with manual 
handling.  

• Risk (in relation to manual handling): The likelihood of a manual task causing 
musculoskeletal disorders and the likely severity of those musculoskeletal disorders 
should they occur 

• Hierarchy of Controls 

Control Type Example 

Eliminate Removing the hazard, e.g. eliminating a task altogether if 
possible or taking a hazardous piece of equipment out of 
service. 

Substitute Replacing a hazardous substance or process with a less 
hazardous one, e.g. substituting a hazardous substance with a 
non-hazardous substance. 

Engineering Redesign a process or piece of equipment to make it less 
hazardous, Isolating the hazard from the person at risk, e.g. 
using a trolley to move heavy and awkward items, or providing 
ergonomic furniture for a work station. 

Administrative Adopting safe work practices or providing appropriate training, 
instruction or information. 

Personal Protective 
Equipment (PPE) 

The use of personal protective equipment could include using 
gloves, glasses, earmuffs, aprons, safety footwear, dust masks.  
NOTE: This is a last resort control and should be used in 
conjunction with higher level controls. 

 

4.      Responsibilities 

4.1 The Vice-Chancellor, University Executive Committee, and members of 
University Council  

• Exercise due diligence by ensuring adequate resources are in place so that the 

requirements of this procedure are met.  

4.2 University Leaders/Supervisors 

• Ensure a risk assessment is conducted to identify possible hazards and risks 
associated with manual handling and repetitive tasks; 

• Ensure Standard Operating Procedures (SOPs) are developed; 

• Ensure hazards and injuries are reported via University reporting systems and the 
H&S Team are notified if a worker reports musculoskeletal problems; 
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• Ensure that training and instruction is provided for manual handling and repetitive 
tasks so that workers understand the risk controls and SOPs that must be utilised; 

• Ensure appropriate means of communication are provided and that communication 
is able to be maintained.  

4.3 Health and Safety Team 

• Provide assistance and information to UON Leaders and Supervisors; 

• Provide input to risk assessments and the selection of risk controls when required 
and the development of appropriate SOPs; 

• Assist with the development and delivery of training and instruction material when 
required; 

• Assist with communicating the requirements for manual handling and task 
ergonomics. 

4.4 Workers 

• Implement and adhere to manual handling and ergonomic guidelines; 

• Ensure the SOPs for the work are followed; 

• Report to their direct supervisor if experiencing musculoskeletal disorders; 

• Report hazards via the online Incident Reporting System and put controls in place 
where possible; 

• Report the onset of musculoskeletal symptom and injuries to the Injury Management 
Hotline, extension 39999, as soon as practicable; 

• Undertake training via the University Training Calendar when directed; 

• Maintain regular contact with the designated contact person when this is a 
requirement. 

5.      Procedures 

5.1 Risk Management 

• Employees and contractors involved in engineering design projects, modification of 
existing equipment, purchase/installation of new equipment, maintenance and job 
planning will adopt the manual handling/ergonomic hierarchy of controls to 
reduce/control risk and comply with all applicable legislative requirements, relevant 
Australian Standards and guidelines. 

• Each area will identify the manual handling and ergonomic hazards associated with 
the work.  
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• Risk assessments will be conducted for all identified manual handling and ergonomic 
hazards. These will be completed prior to commencing new tasks, and will be 
reviewed when conditions or the task changes. Considerations include: 

a) Working posture and position; 

b) Movements required to undertake the task; 

c) Workplace and workstation layout and condition; 

d) Duration and frequency of the task; 

e) Weight and force applied; 

f) Characteristics of the load or object; 

g) Skills and experience; 

h) Age and fitness; 

i) Work organisation, e.g. the availability of people; 

j) Condition of the workplace and environmental factors. 

See Attachment 1 for a copy of the UON Health and Safety Risk Assessment which 
can be used for this task. 

• Risk controls will be selected with reference to the hierarchy of controls: 

a) Ergonomic and manual handling risks will be eliminated by engineering 
solutions wherever practical e.g. use of cranes or hoists to lift a load. 

b) If the task cannot be eliminated other engineering and/or administrative 
solutions will have to be considered e.g.: 

‒ Modification of the object to be handled; 

‒ Redesign of the workplace layout; 

‒ Redesign of materials flow; 

‒ Reduction of body stressing actions such as bending, twisting, reaching, 
lifting, carrying; 

‒ Providing mechanical assistance for the task e.g. trolleys, pallet jacks; 

‒ Specific training for heavy tasks if other methods of control are not 
possible e.g. team lifting. 

• Identified manual handling and ergonomic hazards and risks to be included in the 
area’s Risk Register with the appropriate controls listed. 
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• Musculoskeletal injuries will be appropriately investigated with a view to identify root 
causes and implement control measures to eliminate/control the hazard. 

  5.2 Selecting Risk Controls 

To reduce the risk of injury associated with manual tasks all of the potential sources of 
risk that may need to be controlled will be considered. 

For example: 

• Assessing the task and looking for ways of reducing the amount of force that has to 
be applied by the body; 

• Assessing the load to see if it can be adjusted to make it safer to handle; 

• Assessing the environment where the task will be performed to identify and remove 
other risks,  

• Assessing the physical capability of the persons conducting the task; 

• Identifying where manual handling and ergonomic hazards require  SOP’s to be 
developed; 

• Assessing the effectiveness of existing risk controls and introducing additional 
controls where a gap is identified; 

• Clearly defining tasks which can be undertaken in the certain circumstances, or 
which should definitely not be undertaken e.g. when working alone or when training 
has not been undertaken. 

To reduce the risk of injury associated with Office Ergonomic Hazards review the 
Workplace Ergonomic Handout (Attachment 2) which includes a Self-Assessment 
Checklist for setting up a workstation. 

5.4 Training 

• Employees, contractors and visitors will receive relevant information about manual 
handling and ergonomic hazards during their induction. 

• Employees can access formal training in ergonomics and manual handling via the 
University Training Calendar. Training will include: 

a) Information on work related musculoskeletal disorders and injury; 

b) Risk factors that cause or contribute to manual handling; 

c) Recognising and early reporting of symptoms; and 

d) Prevention and control requirements.
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6.      References 

National Code of Practice for Manual Handling NOHSC 2005 (1990) 

National Code of Practice for Preventing Musculoskeletal Disorders from Performing 
Manual Tasks 2007 

UON HSP 4.1 Risk Management  

UON HSP 7.3 Injury Management 

7.      Attachments 

1. UON Risk Assessment Document. 

2. Workplace Ergonomics Handout. 

http://www.safeworkaustralia.gov.au/sites/swa/about/publications/Documents/97/NationalCodeOfPractice_ManualHandling_NOHSC2005-1990_ArchivePDF.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/274/NationalCodeOfPractice_PreventionOfMusculoskeletalDisordersFromPerformingManualTasksAtWork_2007_PDF.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/274/NationalCodeOfPractice_PreventionOfMusculoskeletalDisordersFromPerformingManualTasksAtWork_2007_PDF.pdf
http://www.newcastle.edu.au/__data/assets/pdf_file/0007/193426/HSP-4.1-HS-Risk-Management-v3.pdf
http://www.newcastle.edu.au/__data/assets/pdf_file/0011/193466/HSP-7.3-Injury-Management-v2.pdf
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Attachment 1 – Risk Assessment Document 
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Attachment 2 – Workstation Ergonomics Handout 
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