Manual Handling Policy & Procedures

1. Policy Statement
At Roxwell Pre-School, we are committed to ensuring the health, safety, and welfare of all staff, volunteers, and visitors in accordance with the Manual Handling Operations Regulations 1992 (as amended), the Health and Safety at Work Act 1974, and EYFS welfare requirements. Manual handling tasks are part of daily activities within the pre-school — such as lifting children, moving equipment, or setting up play areas. Our aim is to prevent injury, promote safe practice, and ensure all staff are trained to recognise and minimise manual handling risks.
2. Scope
This policy applies to:
- All staff
- Volunteers and bank staff
- Any adults involved in moving, lifting, or carrying objects or children within the setting.
3. Definition
Manual handling refers to any transporting or supporting of a load (including lifting, putting down, pushing, pulling, carrying, or moving) by hand or bodily force. This includes:
- Lifting or carrying children.
- Moving furniture, toys, or outdoor play equipment.
- Setting up and packing away heavy materials.
- Handling deliveries and supplies.
4. Aims & Objectives
- To prevent injuries caused by poor manual handling.
- To provide safe systems of work and adequate supervision.
- To identify and assess manual handling risks through regular risk assessments.
- To ensure staff receive regular manual handling training appropriate to their role.
- To promote a culture of safety, responsibility, and communication.
5. Responsibilities
Management / Supervisor Responsibilities
- Conduct and review manual handling risk assessments annually or following any significant changes.
- Ensure staff have access to manual handling training every 2 years.
- Provide mechanical aids or equipment (e.g., trolleys, adjustable tables, wheeled boxes, steps) where appropriate.
- Monitor compliance and address unsafe practices immediately.
Staff Responsibilities
- Follow the principles of safe lifting and handling.
- Use equipment correctly and report any defects immediately.
- Avoid tasks beyond personal capability or physical health limitations.
- Report all manual handling injuries, strains, or near-misses to management.
- Participate in training and refresher sessions.
6. Risk Assessment Procedure
Manual handling risk assessments must:
1. Identify the task, load, environment, and individual capability.
2. Evaluate the potential for harm (e.g., awkward postures, repetitive movements, distance carried).
3. Eliminate or reduce the risk where possible (e.g., adjust layout, use a trolley).
4. Record control measures and review regularly.
5. Be available in the Health & Safety Folder and communicate to all staff.
7. Safe Working Procedures
When lifting or carrying:
- Plan the lift – consider the route, clear obstacles, and ensure stability.
- Check the weight – test the load before lifting.
- Adopt a stable base – feet hip-width apart, one foot slightly in front.
- Bend knees, not back – keep the load close to your body.
- Avoid twisting – turn with your feet, not your torso.
- Ask for help – use team lifting for heavier or awkward objects.
- Use equipment – such as step stools, trolleys, or adjustable tables when needed.

When lifting or moving children:
- Encourage children to be as independent as possible.
- Bend your knees and support the child’s weight close to your body.
- Avoid repetitive or sustained lifting.
- Never lift a child above shoulder height unnecessarily.
- Do not lift children who are too heavy for you — seek assistance.
8. Training
- All new staff receive manual handling induction training within their first month.
- Refresher training will take place every 2 years or sooner if a risk assessment indicates.
- Records of attendance are kept in the Staff Training File.
9. Reporting & Monitoring
- All manual handling injuries or near-misses must be reported and recorded in the Accident Book.
- Incidents will be reviewed to identify causes and improve procedures.
- Regular supervision and health & safety checks will monitor compliance.
10. Related Policies
This policy should be read in conjunction with:
- Health & Safety Policy
- Risk Assessment Policy
- Accident & Incident Reporting Policy
- Safeguarding and Child Protection Policy
11. Review
This policy will be reviewed annually or sooner if:
- There is a change in legislation or guidance.
- A manual handling incident occurs.
- There are significant changes to working practices or equipment.
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