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Section 1: Plan and Prepare for
Manual Handling
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1.1 Introduction

This unit is based on the national unit of competency
TLID0020 Shift Materials Safely Using Manual E
Methods.

You will learn how to:

¢ Plan the load relocation.
¢ Relocate the load.

This unit is based on the national upi gtency TLID0020 Shift
Materials Safely Using Manual Methods.

SQV relocating a load.
¢ Plan the loa
# Relocate %

You will learn how to:

¢ Assess theris




1.2 Working Safely

Every workplace should have Work Health & Safety (WHS) N\
policies and procedures to create a safe work environg

You must follow all safety rules and instructions whe
performing any work. If you are unsure what to dq, ask y@
boss or supervisor. They will tell you what you ne@ do and
how to do it safely.

Before starting your work, ensure you
have access to all workplace policies,

procedures and documentation for the
This will help you do your work safely \
make sure all work is complian

.
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Every workplace should have Wor y (WHS) policies and

procedures to create a safe work

ns when performing any work. If
or supervisor. They will tell you what

You must follow all safety rule
you are unsure what to do,
you need to do and ho

ou have access to all workplace policies,
the job. This will help you do your work
compliant.

Before starting your
procedures and docu
safely and make s




1.2.1 Health and Safety Rules

The 4 main types of laws and rules to keep everyone safe:

Acts

Type of Regulations
EVJLUIEE Codes of Practice
Australian Standard

Some states use OHS laws, and other states u

They both talk about the same thing, but usegli
or names for people. If you have any questi
rules you should talk to your boss or supe

You should refer to the Safe Work Au
Tasks Code of Practice 2020 wh i
manual handling methods.

Manual
als using

Every workplace has to follow laws rules ep everyone safe. There are

4 main types:

Type of Law/Rule and Expla
Acts - These are '/ e to follow.

Regulations - hat the law means.

Codes of Pr are instructions on how to follow the law,
rds.

- These tell you what the minimum requirement is
hazard.

laws, and other states use WHS laws. They both talk
g, but use different words or names for people. If you have
out safety rules you should talk to your boss or supervisor.

er to the Safe Work Australia Hazardous Manual Tasks Code of
20 when shifting materials using manual handling methods.



1.2.2 Duty of Care

Work health and safety (WHS) laws state that all compani
and workers need to keep themselves and other peo
while they work. This is called a duty of care.

The WHS Regulations impose specific obligations i
manual tasks.

Work health and safety (WHS) law te tha ompanies and workers need
to keep themselves and other pe hile they work. This is called a
duty of care.

The WHS Regulations impoQ Igations in regards to manual tasks.




1.2.2 Duty of Care

Employers must consider all matters that may contribute t
injury when creating control measures for risks relati
manual tasks, including:

¢ Posture, movements, forces and vibrations.
¢ Duration and frequency of tasks.

¢ Workplace environmental conditions.
¢ The design of the work area.

¢ The layout of the workplace.

¢ The systems of work used.

¢ The nature, size, weight or number
things involved in the tasks.

Employers must consider all matter,
creating control measures for risk

ribute to an injury when
to manual tasks, including:

¢ Posture, movements,
4 Duration and fr,
¢ Workplace

*

1ze, weight or number of things involved in the tasks.
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1.2.3 Work Instructions

Read and confirm your work instructions before beginning §
task. Make sure you have everything about the job wgi

Read and confirm your work instructiens befoféieginning the task. Make sure
you have everything about the jo own before you start, including
what you will be doing, how you it and what equipment you will be

using.
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1.2.3 Work Instructions

Each workplace communicates their requirements and
procedures differently, they could be communicated tg
through:

¢ On-site Meetings — Task timelines, place and purp \
task discussions, procedural decisions and discussio

¢ Written Instructions — Plans, reports, maps, sf
drawings, sketches.

¢ Verbal Instructions — On-site

meetings, toolbox talks, safety

briefings, team meetings, two-way

radios, mobile phones.

Each workplace communicates thei
they could be communicated to y

¢ On-site Meetings — T:
discussions, proced

lace and purposes, task
and discussions.

ports, maps, specifications, drawings,

¢ Written Instru tl'
sketches.
¢ Verbal Ins site meetings, toolbox talks, safety briefings,

team me ay radios, mobile phones.
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1.2.3 Work Instructions

If you don’t know where to get your instructions or can’t
understand them, you can ask your boss or supervisos
will tell you where to find your work instructions anc
their meaning.

can’t understand them, you

If you don’t know where to get your g
ell you where to find your work

can ask your boss or supervisor.
instructions and explain their m
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1.2.3 Work Instructions

Work instructions help ensure that all work is done safely,
without damaging equipment or putting people in un
situations. They also help to make sure that work is
the correct order and doesn't interrupt or get in the
other work that is happening on the site.

Your work instructions will tell you the
safest way to do the job and the
equipment you will need. Confirming your
work instructions with your boss or
supervisor is a good idea to ensure yo
are clear about what you need to do.

Work instructions help ensure that
equipment or putting people in un
that work is done in the correct
other work that is happening

safely, without damaging
tions. They also help to make sure
n’t interrupt or get in the way of

Your work instructions ! fest way to do the job and the
equipment you will ne ur work instructions with your boss or
supervisor is a good 0 you are clear about what you need to do.
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1.2.4 Check Site Plans

Survey the work area to confirm the route of travel is safe fi
all personnel, including checking for any obstacles in
This will ensure the movement of the load is as safe
efficient as possible.

Typically, the site's layout details will be set out i
specifications, plans and drawings.

Survey the work area to confirm th :
including checking for any obstac area. This will ensure the
movement of the load is as safe

Typically, the site's layout d
plans and drawings. '

t out in the project specifications,
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1.2.4 Check Site Plans

You will need to check the work area to ensure that it matg
the project specifications, plans and drawings. Somet;
conditions may have changed between when the pl
drawings were put together and when work begins.

supervisor.

Survey the work area in consultation with
other personnel on site to ensure that

everyone knows what is happening, when™§
and why.

You will need to check the work are ensurediat it matches the project
specifications, plans and drawing imes conditions may have changed
between when the plans and dr. ut together and when work
begins. If the plans do not m u will need to speak to your

supervisor.

Survey the work area jn
that everyone know [

ith other personnel on site to ensure
ning, when and why.

4
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Section 1 Review Questions

1. What are the four (4) main types of
health and safety rules?
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Section 1 Review Questions

1. What are the four (4) main types of
health and safety rules?

Answer:
¢ Acts.
¢ Regulations.
¢ Codes of Practice.
¢ Australian Standards.
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Section 1 Review Questions

2. What are three (3) manual handling
factors an employer must consider to
maintain a safe working environment?
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Section 1 Review Questions

2. What are three (3) manual handling
factors an employer must consider to
maintain a safe working environment?

[ ]

D

-—— ¢ Posture, movements, forces and vi

H ¢ Duration and frequency of tasks.

— ¢ Workplace environmental condi
¢ The design of the work area
¢ The layout of the workplac
¢ The systems of work us

¢ The nature, size, weig
involved in the t

Answer must include three (3) of the follow

&
&
3

&

20





