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1.  INTRODUCTION  
 
1.1 This document sets out the Cumbria Northumberland, Tyne and Wear Trust NHS 

Foundation Trust (the Trust) position for the safe movement of people and loads. 
It accords with the Moving and Handling Operations Regulations 1992, and is a 
positive and holistic approach for management and employees to the reduction 
and prevention of occupational back pain and musculo-skeletal injury. It 
recognises that during their work, staff may be required to handle loads either 
manually or by mechanical means. 

 
1.2 This practice guidance should be read in conjunction with the Trust’s Health and 

Safety Policy which identifies management and employee responsibilities under 
Health and Safety at Work etc; Act 1974; Management of Health and Safety at 
Work Regulations 1999. It also has direct links to the Trust’s practice guidance 
note HS-PGN-05, Display Screen Equipment and Trust policy CNTW(C)21 
Medical Devices. 

 
1.3 This practice guidance note applies to all staff, locums, students, bank workers 

and voluntary workers involved in the moving and handling of people and/or 
loads. 

 
1.4 The Regulations make external contractors, including the self-employed, 

responsible for their own safety during handling. They must take the same steps 
to safeguard themselves as would be expected of an employer in protecting their 
employees in similar circumstances. 

 
1.5 The standard of this practice guidance note should be the minimum standard of 

other employers when we contract with them for work to be done. 
 
2. DEFINITION   
 
2.1 Moving and handling is any activity which involves lifting and lowering, carrying,  

pushing, pulling, holding or moving by hand or bodily force of any discrete 
moveable object, including a person, animal or load.   

 
2.2 Moving and handling is classed as "hazardous" where there is a risk of injury not 

only to the handler but also to the person being handled. 
  
3.  AIM 
 
3.1 The aim of this practice guidance is to develop a ‘minimal lift philosophy’ 

across the organisation which is based on the following principals. 
 
3.2 Minimising lifting tasks as much as is possible, and in the case of  patients, 

encouraging them to assist with the lift or moving actively as much as possible 
without exacerbating their condition or putting themselves at risk. It is important 
to avoid any handling which involves manually lifting the whole or large part 
of a patient's weight. 

 
3.3. The long-term goal of the "minimal-lift philosophy" is to progressively improve the 

level of resources to the point where the manual lifting of the whole or a large 
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part of a  patient is eliminated in all but the most  exceptional or life threatening 

situations (to prevent injury from a greater hazard) 
 
3.4 Where there is object and people handling, the philosophy is to review systems 

of work and to progressively improve resources, where necessary, in order to 
find ways to minimise the need for moving and handling, and the weights 
involved, to the greatest possible extent. 

 
3.5 The working environment should be ergonomically satisfactory and staff are 

required to use mechanical equipment and a variety of handling equipment to 
avoid the need to lift when at all possible. 

 
4.  ASSOCIATE DIRECTORS/ WARD / DEPARTMENT MANAGERS/ LEAD 

NURSE RESPONSIBILITIES FOR MOVING AND HANDLING 
 

4.1 All managers must, as part of the local health and safety policy, make a record of 
the moving and handling assessment for areas under their responsibility and 
communicate findings to all staff; Appendix 1 for non-patient care areas and 
appendix 1, 2 and 3 for areas providing in-patient / residential or day care. 

 
4.2 Ensure that moving and handling requirements are clearly identified in the 

occupational health risk assessment form when recruiting staff so that 
appropriate advice can be given when pre-employment health screening is 
undertaken by the Occupational Health Department.  

 
4.3 Make allowances for any known health problems that might have a bearing on an 

existing employee's ability to carry out moving and handling operations safely. 
 
4.4 Refer to Occupational Health if there is a reason to suspect that an individual's 

state of health might significantly increase the risk of injury from moving and 
handling operations.  

 
4.5 Ensure clothing and uniform at work are compatible with the handling tasks to be 

undertaken. Clothing should not restrict movement or posture. Shoes must be 
non-slip, low heeled, well supporting and enclosed. 

 
4.6 Ensure moving and handling is a standing agenda item for ward/department and 

staff meetings at all levels.  
 
4.7 Ensure staff attend training for moving and handling every 3 years which meets 

the handling needs for their department and accurate records of staff training are 
kept at ward/department level. Establish a local recall system which ensures that 
all staff, including part-time workers have time set aside for refresher training. 

 
4.8 Risk assessment is a management responsibility and carrying out such 

assessments should be done and reviewed periodically, or when anything 
changes with the assessments in question. The Academy / specialist trainer will 
assist with these on a case by case basis.    

 
4.9 Ensure moving and handling equipment is identified, provided (where reasonably 

practicable), regularly maintained and is in safe working order   
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4.10 Record and take appropriate action against staff seen not to adhere to the safe 
systems and procedures identified. 

 
4.11 Investigate all moving and handling accidents / incidents including near misses 

and ensure reporting using the Trust central reporting system. 
 
4.12 Ensure care plans are completed and reviewed in patient care areas. 
 
5.  ACADEMY TRAINER RESPONSIBILITIES 
 
5.1 The department manager will be responsible to carry out moving and handling 

assessments and will receive support form a Specialist trainer 
 
5.2 The Academy / specialist trainer will advise all staff on best moving and handling 

practices within the workplace. 
 
5.3 The Academy / specialist trainer will assist local managers in completion of risk 

assessments and formulation of risk reduction measures during periodic training, 
make this information available of audit purposes, ensure moving and handling 
accidents and areas of high risk are reported to the Trust. 

 

5.4. The Academy / specialist trainer will deliver training from a central training 
package under the guidance and supervision of the Trust lead for moving and 
handling. The individual / employee is responsible for their own training and 
should make every effort to complete the training within the designated 
timeframe. 

 
5.5 The academy and department manager will maintain and provide accurate 

records of training and advice. 
 
5.6 The specialist Trainer will meet with individuals and groups to discuss cases on 

an ad-hoc basis 

 
6.  EMPLOYEE RESPONSIBILITIES WHEN MOVING AND HANDLING 
 

6.1 Employees must attend central/organised training every 3 years appropriate to 
their current role. 

 
6.2 Use the safe systems of work identified and co-operate in meeting the 

requirement to reduce risks to the lowest practicable level. 
  
6.2 Report any change in working, conditions, personnel involved in moving and 

handling risk or of a significant change in the nature of the task or the load which 
may necessitate a review of the assessment.  

 
6.3 Ensure they follow the departmental policy on clothing/uniform at work. Clothing 

should not restrict movement or posture. Shoes must be non-slip, low heeled, 
well supporting and enclosed; to present themselves fit for the work they are 
contracted to carry out. 
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6.4 Staff who continue to use unsafe practices when safer systems are in place, 

could face disciplinary procedures.  
 

7.  TRAINING AND DEVELOPMENT RESPONSIBILITIES 

  
7.1 The Academy will maintain, promote and develop moving and handling skills that 

sustains and develops good practice across the Trust and provide leadership for 
moving and handling across the organisation. 

 
7.2 Ensure the provision of training for all groups of staff at all levels via e-learning 

and classroom based sessions which, includes skills involved in making 
ergonomic assessments and a problem solving approach to moving and handling 
operations. 

 
7.3 The Academy will monitor and review training programmes to meet the needs of 

specific occupational groups and develop good practice based on assessment of 
current training needs and the skills to supervise and monitor established safe 
practice. 

 
7.4 Ensure that the minimum training programmes include:- 
 

7.4.1 Back/musculo-skeletal care, the assessment process and the role of the 
individual  

 7.4.2 Work place specific techniques and handling equipment 

 7.4.3 The principle of general fitness for handling. 

 
7.5 Provide refresher training for staff returning after absence as part of their return 

to work programme. 
 
7.6 Develop core and specific training programmes, advertise courses, collate 

nominations and deliver training. 
 
7.7 Maintain accurate records of training plans and attendance at training.  
 
7.8 Provide specialist advice on all moving and handling issues across  the Trust. 
 
8.  STRUCTURE 

 
8.1 The Trust will operate under a hierarchical structure to address their moving and 

handling requirements shown in the diagram below. This will allow for 
appropriate advice and guidance at the correct level and allow for flow of 
information through the organisation.  

 
8.2 The Health, Safety and Security Group will monitor the activity and progress of 

moving and handling across the organisation by receiving feedback from the 
moving and handling group. 
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8.3 The moving and handling group will be representative of the organisation and 
promote and develop effective moving and handling practice. It will also provide a 
forum for the divisional backcare advisors to access support and guidance from 
the lead backcare advisor. 

 
8.4 The divisional backcare advisors will act as the divisional experts for moving and 

handling issues, train and support departmental facilitators using a centrally 
agreed training pack, and carryout audits and inspections, reporting to the 
moving and handling group and divisional managers. 

 
 
 
 
 

 
 
 

 

 

9.  RISK ASSESSMENT 
 

9.1 The ward / department manager is responsible for ensuring there is a written 
assessment of all moving and handling operations where there is an obvious and 
significant risk of injury. The assessment must be reviewed annually or 
immediately if there are any significant changes to working practice, staff groups 
or other change of circumstances. 

Training Academy  

Specialist trainer 

Frontline staff 
 

Moving and Handling Group 

Health and Safety Committee 

Moving and Handling Structure 
 

Department manager 
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9.2 Moving and handling risk assessments use an ergonomic approach and fall into 
two broad categories. Moving and handling of objects and moving and handling 
of people.  An ergonomic assessment must include aspects of; 

T – Task 
I –  Individual Capability  
L –  Load 
E –  Environment 

Further details of these elements or shown on the risk assessment 
documentation and during classroom training sessions. 

 

9.3 Where there is a risk of injury while moving and handling objects it requires a risk 
assessment to be completed using Appendix 1 – Manual Handling Risk 
Assessment Form - Manual handling of loads. 

 

9.4 In patient care areas an additional risk assessment of the environment should be 
completed using Appendix 2 - Manual Handling Assessments for Wards and 
Departments Providing Patient Care. 

 

9.5 Where any care is provided for people an assessment of their handling needs 
must be carried out for all service users. This should be done using Appendix 3 -

Individual Patients/Service Users Moving and Handling Assessment. Where 
handling needs are identified a care plan should be formulated and documented, 
these should be filed in the service user’s notes. 

 

9.6 Staff have access to other appropriate staff who may assist in carrying out these 
assessments i.e. Patient Safety Officers, department managers, the Academy 
and specialist trainer. 

 

10.  TRAINING 
 

10.1 Training will be standardised across the organisation and lead from the central 
training and development team. Core content of courses will be available for all 
levels of training and delivered to staff using the above structure. Additional 
training may be required for specific staff groups and/or individuals; this will be in 
addition to, or will also contain, the core training elements. 

 

10.2 The identified levels of training will be:  

10.2.1 Moving and Handling People (2 hours) 

10.2.2 Moving and Handling Awareness e-learning (1 hour) 

 
10.3  All staff will attend training every 3 years 
 


