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OCOSC MANUAL HANDLING PROCEDURES 

Many people receive injuries that are caused by attempting to lift or carry items that are beyond their 
capability.  When lifting or moving materials, OCOSC Staff must use the manual handling techniques 
set out in this policy. 

1. PRINCIPLES OF GOOD HANDLING TECHNIQUE 

1.1 The term "Manual Handling" refers to:- 

1.1.1 Handling. 

1.1.2 Lifting. 

1.1.3 Carrying. 

1.1.4 Pushing. 

1.1.5 Pulling or moving by hand or bodily force of any item. 

1.2 Planning 

Plan the lift, consider where the load is to be placed, the distances involved, are there any 
obstructions such as closed doors, is assistance required, can handling aids or equipment 
be used. 

 

1.3 Feet 

The feet should be positioned apart (shoulder width), one foot ahead of the other in the 
direction of the intended movement. 

 

1.4 Knees 

Adopt a good posture for handling with the knees bent (not squat – do not kneel), in order to 
gain the most effective power from the thigh muscles. 

1.5 Back 

The back should be straight - not necessarily vertical (15 - 20°) from vertical is alright, 
keeping the natural curve of the spine.  It may help to tuck in the chin.  If necessary, lean 
forward a little over the load to get a good grip and to keep the centre of gravity over the 
load. 
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1.6 Arms 

The arms should be close to the body (nearer the centre of gravity) with the shoulders level 
and facing the same direction as the hips. 

 

1.7 Hands 

Ensure a firm grip on the load (Palmer grasp) using the roots of the fingers and the palm of 
the hand.  Holding the load this way is also less tiring than keeping the fingers straight. 

1.8 Head 

Raise the chin out and up as the lift begins, otherwise this results in round shoulders and a 
curved spine. 

1.9 Moving the load 

1.9.1 Keep the load as close to the trunk for as long as possible, and where relevant, 
keep the heaviest side of the load close to the body.  Slide the load towards you if 
required. 

1.9.2 Lift smoothly. 

1.9.3 Move the feet not the trunk when turning to the side, ie, do not twist. 

1.9.4 Put the load down and then slide the load into the required position if necessary. 

 
 

2. IMPORTANT POINTS TO REMEMBER 

2.1 You are not expected to lift loads that are likely to cause injury. 

2.2 If a load is too big, get help or reduce its size by splitting the load. 

2.3 When carrying, make sure the floor is clear and you can see above the load. 

3. ASSESSMENT 

3.1 If the item or object to be moved is heavy or awkward, an initial assessment of the potential 
risks from manual handling should be made. 
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3.2 Where possible, mechanical equipment should be used for the lifting and carrying 
of heavy items, if suitable equipment is not available, then team lifting can be 
used provided that the persons involved have been trained in correct lifting techniques. 

4. WHAT TO DO IF THERE IS A SIGNIFICANT RISK FROM CARRYING OUT A MANUAL 
HANDLING  

 You must inform the OCOSC Manager or any of the OCOSC Directors if it is considered that 
the task is likely to, or may involve, a risk of injury in which case a more specific assessment 
will need to be completed. 

5. STORAGE AREAS 

5.1 In storage areas:- 

5.1.1 ensure that stock and other materials are only stored in stock racking and 
designated storage areas; 

5.1.2 do not overload stock racking; 

5.1.3 do not climb up racking use stepladders / step-stools etc; and 

5.1.4 keep stock well clear of light fittings. 

6. HOW TO HANDLE CHILDREN AND CHILDCARE EQUIPMENT (TOYS, PLAY 
EQUIPMENT ETC.) 

6.1 The same rules as above apply when handling childcare equipment to avoid injury. 

6.2 Manual handling of OCOSC children should be avoided as much as possible.  OCOSC 
children should be encouraged to walk whenever possible and OCOSC Staff should only 
move OCOSC children the distance that is absolutely necessary.  When handling children, 
OCOSC Staff must bear in mind that OCOSC children can move while being carried.  When 
handling OCOSC children at height, children must never be left unattended.   

 

 

 

Signed for and on behalf of OCOSC: ………………………………………………………………………………….. 

Name of signatory (capitals): ………………………………………………………………………………….. 

Reviewed on: ………………………………………………………………………………….. 

Next review due: ………………………………………………………………………………….. 
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