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Foreword

This document has been produced to help employers, managers, manual handling
practitioners and employees reduce the risk of injury from manual handling, which is still a
significant cause of work related ill health and sickness absence in Health Boards and
Local Authorities in Scotland.

The Manual Handling Operations Regulations 1992 (as amended) have been in place for
over 20 years, yet organisations continue to face challenges in reducing the risk of injury
from manual handling. Providing specific information, instruction and training on manual
handling injury risks and prevention plays an important part in reducing this risk and
potential working days lost.

The Scottish Manual Handling Passport Scheme is the culmination of Health Boards and
Local Authorities within Scotland working together towards a shared vision - to clarify the
minimum requirements for manual handling education arrangements across these sectors
and by doing so, to promote national consistency.

The Scottish Manual Handling Passport Scheme is directed at all manual handling
activities in health boards and local authorities. In particular it is this type of joint
working that the Scottish Government is keen to encourage with our plans to integrate
adult health and social care. The introduction of the Public Bodies (Scotland) (Joint
Working) Act aims to ensure that health and social care provision across Scotland is
joined-up and seamless, especially for people with long term conditions and disabilities,
many of whom are older people. Its implementation will be a positive step

towards achieving our integration strategy goals.

By participating in the scheme:

¢ employers will be sending a clear message of commitment - that by educating their
employees to a nationally consistent level, the risk of injury from poor practice
should reduce

e inturn, this should contribute to improved quality of care and service provision, and
e secure welcome savings, as staff can transfer their skills between participating
organisations without the need for unnecessary repeat training

Implementing the management systems and guidance contained in this document
represents a reasonably practicable way of meeting legal requirements.

N0 2t

Michael Matheson Derek Mackay
Minister for Public Health Minister for Local
Government and Planning

Q) i Yooy
Councillor William Hendry

COSLA Spokesperson for Strategic
Human Resource Management
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Statement of support from the Health and Safety Executive

The Health and Safety Executive welcomes the manual handling education, foundation
curriculum, assessment and management arrangements contained in the Scottish Manual
Handling Passport Scheme and was involved and consulted in producing this guidance.
Following the guidance is not compulsory, unless specifically stated, and you are free to
take other action. Some of the content may go further than the minimum you need to do to
comply with the law. However if you do follow the guidance you will normally be doing
enough to comply with the law. Health and safety inspectors seek to secure compliance
with the law and may refer to this guidance.

d%ﬁwﬁ //”%1/7 Alistair McNab, HSE Director Scotland and Northern England
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1 Introduction

The Scottish Manual Handling Passport Scheme (SMHPS) is an initiative designed to
improve the standard and consistency of manual handling training / education and the
systems (process/procedures) that underpin it within Health Boards* and Local Authorities
(LA) in Scotland.
It consists of three elements:

e manual handling organisation

e education, training and assessment, and

e an audit tool and guidance with criteria for manual handling documentation.
The ‘Passport’ element of the scheme is the record used to confirm an employee’s manual
handling training /assessments. Employees can use it to provide evidence of manual

handling training/competence when transferring to other departments/ organisations,
thereby avoiding any unnecessary repeat training. (See sample document Appendix 1).

By implementing the guidance contained in this document, participating organisations can
ensure that manual handling training and education is being provided to an acknowledged
and consistent level.?

2 Target audience

The SMHPS is aimed at LA / NHS employers and managers with responsibility for manual
handling. It will also be of use to others eg those who provide competent advice, deliver
training, practise and receive training, etc, including:

¢ manual handling practitioners / trainers ( those engaged specifically in an MH role)
¢ health and safety professionals

e employees.
Although developed for the public sector, private and voluntary organisations are
encouraged to participate too. The Further / Higher Education sector, in designing courses

to prepare the public sector workforce of the future, should also take cognisance of this
guidance.

This latest version of the SMHPS replaces its predecessor,* launched in 2011, which
applied to NHS Scotland only.

3 Context

Poor practice in manual handling - from moving equipment, laundry, catering, supplies,
waste, refuse, etc to assisting people to move - causes over a third of all workplace

! The Scottish Ambulance Service has specific additional manual handling needs to other organisations, however fully supports the aims
and objectives of the SMHPS.

2SMHPS guidance is based on National Back Exchange (NBE) Standards in Manual Handling 3rd Edition (2010), derived from various
authoritative sources e.g. HSE, RCN, CSP, COT, etc.

® The NHS Scotland Manual Handling Passport and Information Scheme issued under CEL 14 (2011) on 18 March 2011.
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injuries. Within Health Boards and Local Authorities it accounts for a significant number of
working days lost.

Wherever possible, hazardous manual handling tasks should be avoided. If this is not
possible, employers should assess the risks and put sensible health and safety measures
in place eg lifting aids where necessary, to prevent injury.

Providing specific information, instruction and training on manual handling injury risks and
prevention plays an important part in reducing the risk of injury.

Participation in the SMHPS is not mandatory. However, participation signifies an
employer’'s commitment to educate their employees to a minimum level and sets a
benchmark against which organisations can be measured. It will also help employers
demonstrate compliance with the law and reduce the likelihood of litigation cases and
complaints. Private and voluntary organisations, contracted to deliver services to
participating LAs and Health Boards, will be expected to participate in the scheme as
appropriate.

4 Aims of the SMHPS

These are:

« To reduce manual handling injuries to employees and other people

« To ensure consistency in manual handling education/training and assessment within
participating organisations

« To provide a mechanism whereby skills can be transferred between participating
organisations

. To minimise duplication within participating organisations

« To provide guidelines for use in commissioning contracted services.

5 Definitions of terms used within this document

Manual Handling:  Transporting or supporting of a load (including the lifting, putting
down, pushing, pulling, carrying or moving thereof) by hand or by
bodily force as well as postural loading from fixed working postures.

People / Person:  The person being moved, including, patients, clients and service

users.
Employee: Anybody working under direction of the employer.
Competence: “The combination of training, skills, experience and knowledge that a

person has and their ability to apply them to perform a task safely.
Other factors, such as attitude and physical ability, can also affect
someone’s competence.”

(http://www.hse.gov.uk/competence/what-is-competence.htm)

Education: The imparting and acquiring of knowledge through teaching and
learning.
Training: The process of teaching or learning a skill or job.
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6 Legal requirements®

The key health and safety legislation that applies to the SMHPS is summarised below.
Implementing the management systems and guidance contained in this document
represents a reasonably practicable way of meeting these legal requirements:

e The Health and Safety at Work, etc Act 1974 — requires employers to provide
information, instruction, training and supervision to employees

e The Management of Health and Safety at Work Regulations 1999 -
management arrangements, training on recruitment, when risks change and
repeated as appropriate

e The Manual Handling Operations Regulations 1992 (as amended) (MHOR)-
unavoidable hazardous manual handling (MH) operations assessed; risk of injury
reduced; underlying risks recognised by employees; tasks, individual capability,
load, environment, safe working systems and use of equipment considered

e The Provision and Use of Work Equipment Regulations 1998 (PUWER) —
employees trained in use, risks and precautions of work equipment

e The Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)- lifts
planned/executed safely; supervised by competent people; systems for thorough
examination and inspection of lifting equipment.

7 How to use this document

The SMHPS comprises the sections below. Participating organisations should implement
the guidelines for each of these sections, as appropriate, to ensure that MH training /
education is provided consistently.

e Section 1 - Manual Handling Organisation - outlines management arrangements,
essential pre-training requirements and competencies for roles involved in
managing and implementing the education programme.

e Section 2 - Manual Handling Education, Foundation Curriculum and
Assessment- contains details of the SMHPS modular education and foundation
training programme and guidance on continuing education and competency
assessment.

e Section 3 Manual Handling Documentation, divided into three parts:
o Section 3A —An audit tool for use in the format provided

o Section 3B —Guidance documents — contains guidance for developing a
MH policy framework and competencies for MH roles

o Section 3C — Minimum criteria for manual handling documents —
provides criteria to use when developing documents (as Appendices)
including a ‘Passport’ document.

* SMHPS concentrates on the application of health and safety law. There may be other related legislative requirements or standards set
by public / professional bodies with which employers / employees need to comply, for example, fitness to practise and registration
requirements.
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8 Monitoring the implementation of the Scottish Manual Handling Passport Scheme

After the launch of the SMHPS, a new Scottish Manual Handling Passport Group will be
formed. The Group will include representatives from LAs, NHS Boards and other
stakeholders. Whilst its terms of reference will be confirmed in due course, its
responsibilities are likely to include:

reviewing SMHPS uptake and promotion, as appropriate

ensuring the integrity of the SMHPS, by periodically reviewing its content, in line
with legislation and current evidence based practice, and

arranging for the inclusion of new material (eg modules) and information, as
required.

SECTION 1 MANUAL HANDLING ORGANISATION

1.1 Essentials

For the control of manual handling (MH) risks to be effective, certain essential elements
should be in place. These are summarised as follows:

Management commitment and support for the organisation’s MH strategy and
service delivery, communicated and followed through at all levels

Effective MH management arrangements which comply with current legislation and
guidance and promote evidence based practice and employee health

Allocation of sufficient resources by the organisation to implement, develop and
deliver the MH strategy

Competent individuals identified to undertake key MH roles
Systems to assess the risks and identify control measures, including education

Systems to identify learning needs of employees including a suitable and sufficient
education programme to address needs identified

Systems to audit, monitor and review MH incidents and practices

Consideration of an individual’s ability to perform MH activities / operations safely,
supported by:

o adequate provision of Occupational Health support / advice

o adequate advice to managers about the capability of individuals with pre-
existing musculoskeletal disorders to undertake MH activities safely

o acknowledgement by employees of the need to report restrictions which may
impact on their ability to practise / undertake MH activities safely eg
pregnancy, back problems, etc.
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1.2 Policy Framework

Arrangements should be in place, which set out the organisation’s commitment to reducing
and managing the risks from MH activities. These should include strategic and operational
responsibilities and management arrangements, as well as information on the risk
assessment process, training, provision / maintenance of equipment, monitoring, review
and employee reporting.

Organisations can either document these arrangements as a discrete MH policy or
procedure, or as a suite of documents eg risk assessments, protocols, etc which link
directly into the organisation’s overarching health and safety policy. Whichever approach is
taken, the objective should be the same and should allow for effective management of all
hazardous handling activities carried out.

Further policies / protocols may be developed for services / departments which set out
local and operational detail. The same framework may be applied.

Guidance on developing a MH policy framework is contained in Section 3B.

1.3 Competencies for Manual Handling roles

Those involved in implementing MH strategy, or delivering MH services at organisational
and / or local levels, need to be competent to perform their prescribed roles. How these
roles are assigned will depend on the organisation and the people concerned. Section 3B
identifies key functions, roles, competency criteria and evidence.

Where a particular qualification is required to meet the needs of a service area, then this
should be met through the job specification for that particular post. The National Back
Exchange (NBE)°have person specifications that can be referenced for this purpose.

1.4 Foundation Education and Training — Organisation and Implementation

People at all levels in the organisation, undertaking MH activities, need to be educated in
MH, appropriate to their roles.

For new employees, an induction record should be completed prior to commencement of
MH activities. This should help to identify previous MH training and determine additional
input required prior to employees undertaking higher risk handling activities. During the
initial induction period a MH checklist should be completed to record the employee’s
awareness of relevant local arrangements. Figure 1 summarises this. Further details are
contained in Appendix 8.

® The National Back Exchange (NBE) is the professional body for manual handling practitioners in the UK.

The Scottish Manual Handling Passport, 2014 7



Figure 1. Passport process for new employees

New employee (or employee with a significant change in manual handling activities
previously trained to Passport level) completes induction record & checklist (Appendix
8) prior to starting new role.

! Y

Yes, has passport No, does not have passport

Y

Employee completes foundation modules
appropriate for their role

Y Y

Employee undertakes self assessment and / or competency skills assessment
(Appendices 6 and 7)

Y

No gaps in skills indicated Some gaps in skills indicated. Identify most
appropriate intervention for employee e.g.
training, coaching, e-learning etc

Y Y

Repeat self-assessment and / or competency assessment, continuing education as
appropriate and at appropriate intervals (see Section 2.8)

Trainees must be sufficiently supervised. For practical sessions, ideally a ratio of 6
trainees (max of 8) to 1 trainer for people handling and 8 trainees (max 10) to 1 trainer for
inanimate load handling is recommended®. Consideration of these ratios should take into
account:

¢ The baseline knowledge and experience of the trainee(s) / trainer
e The layout of the training venue (should be fit for purpose)

e The equipment available to facilitate practical training

e The complexity and nature of the MH activities to be practised.

All modules of the SMHPS should be delivered in an appropriate and suitably equipped
environment.

For existing employees, ongoing monitoring and review is necessary to determine any
continuing education needs (Section 2.8).

® NBE Standards in Manual Handling 3" Edition (2010)
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1.5 Training — Planning and Recording
Arrangements for training should include/consider:

¢ Manual handling theory (eg Module A) to provide underpinning knowledge (ideally
completed before other modules)

e Length of training - sufficient time to encourage and develop a change in
knowledge, attitude, behaviour and skills and to practise (not just observe
demonstrations) and develop practical skills under close supervision

e A process to ascertain trainees’ fitness to participate in practical elements, prior to
the start of training

e Feedback to management where trainees have experienced difficulty participating
in any part of the training session including where trainees fail to attend

e Attendance Records to record all trainees’ attendance, signed by trainer and all
trainees (Appendix 2)

e A Record of Training to record the key topics / manoeuvres covered during the
training session (Appendix 3)

e Feedback and evaluation of training, in accordance with participating organisations
management arrangements (Appendix 5)

¢ Arrangements for retention of records of training in line with organisational policies
for document storage and retention.

1.6 External training providers

Where patrticipating organisations commission training from an external training provider,

this should meet the requirements of the SMHPS. The expectations of the commissioning
organisation and provider should be clearly stated at contract stage and through ongoing

monitoring processes.

1.7 Monitoring and support

The organisation should have systems in place to ensure practice and post training
activities are monitored in the workplace to enable unsafe practice to be corrected. There
should be a support network within or available to the organisation, whereby managers
and employees can access support to supplement / consolidate training previously
provided to enable employees to undertake safe practice.

1.8 Audit and Review

Adequate arrangements should be in place to audit and review the effectiveness of an
organisation’s MH arrangements, including implementing the SMHPS. An audit tool to
demonstrate compliance with SMHPS requirements is provided at Section 3A.
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SECTION 2 MANUAL HANDLING EDUCATION, FOUNDATION CURRICULUM AND
ASSESSMENT

2.1 Manual Handling Foundation Training Curriculum

This section contains details of the SMHPS education and foundation training programme,
which consists of six modules. This modular approach allows for flexibility in delivery, as
well as tailoring the training to the needs of the individual.

This section also provides guidance on continuing education and competency
assessment.

The aim of the curriculum is to provide employees with the MH skills and knowledge to
reduce the risk of musculo-skeletal injuries to themselves and others caused by poor MH
practice in the workplace. The practical people handling modules also aim to encourage
independence and safety for service users and an approach should be promoted that
takes their needs, rights and dignity into account. This should contribute to reduced
employee sickness absence as well as improved outcomes for people using the service.
The modules cover the following topics:

e Module A - Manual Handling e Module B - Manual Handling of Inanimate
Theory Loads

e Module C - Chair Manoeuvres e Module D - Bed Manoeuvres

e Module E — Hoisting e Module F - Lateral Transfers

Organisations participating in the SMHPS should ensure that their training courses meet
the purpose and learning outcomes specified within each training module.

Trainees should be assessed throughout the module in line with its learning outcomes.

The trainee’s record of the modules completed, with verification from the organisation that
the individual has met the learning outcomes, will be kept by the organisation and be
accessible to the trainee as required. Some organisations may provide their trainees with a
record of their training in the form of a paper copy of the Manual Handling Passport
(Appendix 1) or in an equivalent secure electronic format.

The modules above are identified as the ‘core’ modules’ required for foundation MH
education, specific to the role of the employee. Additional job specific training
requirements are not set out within this document, as these should be determined in
accordance with local requirements. However, where additional job specific modules are
developed and agreed nationally, a mechanism will be created to enable their
retrospective inclusion in this document.

The learning outcomes for each module represent the minimum requirement of the
SMHPS, however, additional outcomes may be added by organisations if required.

Arrangements for employees new to the organisation are addressed in Sections 1.4 and
Appendix 8.

"Contents of training modules are derived from the All Wales Manual Handling Training Passport and Information Scheme and from
peer consensus via the Scottish Manual Handling Passport Steering Group.
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2.2 Module A — Manual Handling Theory

The suggested minimum time for this session is 1¥2 — 3 hours, depending on the mode of
delivery.
Purpose
To provide underpinning knowledge necessary to reduce the risk of musculo-skeletal
disorders caused by poor manual handling in the workplace.
Learning outcomes— by the end of the session the trainee should be able to:

Al. Define the term “manual handling”

A2. Describe the causes and effects of musculo-skeletal disorders (MSD’s)

A3. State basic methods of promoting and managing their own musculo-skeletal
health both in and outside the workplace

A4. Outline how legislation applies to manual handling at work

A5. Describe the principles of ergonomics and risk assessment (formal and dynamic)
in reducing the risk of manual handling injury, including Avoid, Assess, Reduce
and Review

A6. Identify the key areas, and other related factors such as guideline weights, to be
considered when undertaking a manual handling risk assessment

A7. Describe the principles of safer manual handling
A8. Identify the risks involved in team handling
A9. Describe the importance of good communication in relation to manual handling

A10. Outline the management of manual handling within the organisation eg policy,
Scottish Manual Handling Passport Scheme, organisation of education and
support, access to occupational health, incident reporting

All. Describe the potential impact on others of poor manual handling practice
Al12. Identify high risk activities / manoeuvres.

2.3 Module B —Manual handling of inanimate loads

The suggested minimum time for this session is 1 — 2 hours. If independently delivered
Module A should be reinforced during the course of the module.

Purpose

To provide instruction and facilitate the application of inanimate load risk assessment to
ensure the health and safety of employees.

Learning outcomes — by the end of the session the trainee should be able to:

B1l. Describe the principles of safer manual handling of loads including assessing the
weight prior to moving

B2. Describe undertaking a manual handling risk assessment of an inanimate load
(when it is not reasonably practicable to avoid a hazardous manual handling task)
from a given scenario

The Scottish Manual Handling Passport, 2014
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B3.

B4.

BS.

B6.

B7.

Describe the risks associated with activities involving static postures, such as
working at a desk, driving a vehicle, standing at a conveyor belt etc (as appropriate
to the trainee’s workplace)

Identify how the principles of safer handling can be applied to all handling activities

Outline the importance of posture and the application of ergonomic principles,
appropriate to the workplace and work activity

Demonstrate competence in the application of safer manual handling principles to
activities as appropriate in the workplace, for example:

i. Pushing and pulling

i. Lifting and lowering a load from low / high levels

i. Carrying a load

iv. Sitting in a vehicle / at an office desk / workstation set up etc.
Where equipment is used, demonstrate safe use, including pre-use checks,
limitation on use and emergency functions of equipment.

During the training session the trainee will be given the opportunity to practise all relevant
manoeuvres outlined above specific to their individual needs.

2.4 Module C - Chair Manoeuvres

The suggested minimum time for this session is 2 — 3 hours, dependent on individual
need. If this module is delivered independently, Module A should be reinforced during the
course of the module.

Purpose

To provide instruction and training for assisting a person in, from and to a seated position.

Learning outcomes — at the end of the session, the trainee should be able to:

C1.
C2.

C3.

C4.

C5.
C6.

C7.

C8.

Describe the principles of manual handling of people

Demonstrate an understanding of human movement to maximise a person’s
independence

Identify the key areas of undertaking a manual handling risk assessment of a
person

Describe undertaking a manual handling risk assessment of a person from a given
scenario

Describe high risk / controversial practices as relevant to their workplace

Describe how the person and others (eg carers) are fully involved in making
decisions around their manual handling

Where equipment is used, demonstrate safe use including pre-use checks,
limitations on use and emergency functions

Demonstrate competence undertaking the following manoeuvres, utilising
appropriate principles of manual handling when a person is being instructed and /
or assisted by one carer and two carers, including where appropriate, the use of
relevant handling aids:

The Scottish Manual Handling Passport, 2014
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I. Assisting a person forward and back in a chair

i. Sitting to standing and standing to sitting from / on a chair

lii. Sitting to standing and standing to sitting from / on a bed

Iv. A standing transfer from bed to chair and chair to bed

v. Assisted walking

vi. Raising the fallen person - instructing the person to raise him / herself

C9. Describe how to deal with the following manual handling scenarios

I. The falling person (discussion of the falling person is expected, however,
whether trainers demonstrate and trainees practise these scenarios is at the
discretion of the trainer and the organisation, it is not a SMHPS requirement)

ii. Assisting the fallen person out of a confined space

During the training session the trainee will be given the opportunity to practise all relevant
manoeuvres outlined above, specific to their individual needs.

Suggested Equipment; slide sheets, one-way slide sheet, standing turning aids, transfer
boards, lifting cushion.

NB. The term ‘Bed’ can include plinths, trolleys and theatre tables.

2.5 Module D - Bed Manoeuvres

The suggested minimum time for this session is 2 — 3 hours, dependent on individual
need.

If this module is delivered independently, Module C, learning outcomes C1-6 should be
included, or recapped if previously covered. In addition, Module A should be reinforced
during the course of the module.

Purpose
To provide instruction and training for assisting a person in a bed.

Learning outcomes — by the end of the session the trainee should be able to:

D1. Demonstrate appropriate posture whilst working at a bed, when for example,
assisting with activities of daily living, treating, examining a person, making a bed
etc

D2. Demonstrate competence undertaking the following manoeuvres, utilising
appropriate principles of manual handling when a person is being instructed and /

or assisted by a) one carer, and b) two carers, including where appropriate, the use
of relevant handling aids:

i. Inserting, using and removing tubular and / or flat slide sheets

i. Turning a person in bed

i. Repositioning the supine person in the bed

iv. Assisting a person from supine lying to long sitting

v. Assisting a person from supine to sitting over the edge of the bed
vi. Assisting a person to lie down from sitting on edge of bed

D3. Demonstrate competence in the safe use and functionality of electric profiling beds
(if available)
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D4. Where equipment is used, demonstrate safe use including pre-use checks,
limitation on use and emergency functions

During the training session the trainee will be given the opportunity to practise all relevant
manoeuvres outlined above, specific to their individual needs.

Suggested Equipment: slide sheets, handling sling, bed ladder, hand blocks, leg raiser,
electric profiling bed, lateral transfer aid, divan bed.

NB The term ‘Bed’ can include plinths, trolleys and theatre tables.

2.6 Module E - Hoisting (P, A, O, S)

The suggested minimum time for this session is 2 — 3 hours, dependent on individual
need and the number of elements included.

The needs of employees receiving this module can vary considerably. For example,
some groups may require training on over head track hoists only, some on pool hoists
only and others will require all hoist types to be included. Therefore, the delegate will
receive training on the hoist type (P, A, O, S) specific to their needs:

P — Passive mobile hoist, whose main purpose is to lift the full body weight of a
person (learning outcomes E1-5)

A — Active mobile hoist (standing hoists), whose main purpose is to transfer a person
whilst facilitating active weight bearing through their lower limbs (learning
outcomes E1-5)

O - Overhead tracking, as per passive hoists but mounted on an overhead system
(learning outcomes E1-5)

S — Static pool side hoist, hoists designed to transfer a person into a pool (learning
outcomes E1-3 and 6)

The module will be awarded as Module E/ ___ with the code for the hoist type trained on,
for example, a delegate receiving training involving passive, active and overhead track
hoists will receive Module E / PAO; a delegate receiving training on static pool side hoists
only (eg pool side attendants) will receive Module E/ S

If this module is delivered independently, Module C, learning outcomes C1-6 should be
included, or recapped if previously covered. In addition, Module A should be reinforced
during the course of the module.

Purpose
To provide instruction and training in the use of hoists to move and/or transfer people.
Learning outcomes — by the end of the session the trainee should be able to:

E1l. Describe the safe use and functionality of hoists, and the generic types of hoists
available (eg active / passive etc)

E2. Check hoist equipment is in date with regards to LOLER inspection and servicing
E3. Understand the person’s needs / conditions that can affect safe hoisting eg
awareness and co-operation, communication, restlessness, etc

E4. Demonstrate an awareness of the different type of slings including selection via
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size, function eg toileting, safe working load (SWL) and clip versus loop
attachments, by being able to discuss the use of slings (and the effect different
loop selection on a loop sling has on the person’s position)

E5. Demonstrate competence undertaking the following activities and safe use of
equipment, including pre-use checks, limitation on use, and emergency functions:

I.  Sizing / measuring a sling against the person
ii. Inserting and removing a sling with a person in sitting
lii. Hoisting a person from one surface to another eg bed to chair, chair to toilet

iv. For Modules E / PO only:
— Hoisting a person from / to the floor
— Inserting and removing a sling with the person in a lying position

E6. Demonstrate competency in using a pool hoist (including pre-use checks,
limitation on use and emergency functions) and its accessories to transfer a
person in and out of a pool

During the training session the trainee will be given the opportunity to practise all relevant
manoeuvres outlined above specific to their individual needs.

Suggested Equipment: Passive Mobile / Overhead Track Hoist (a sling lifting hoist,
capable of lifting from the floor); Active Hoist; Pool Hoist (and its range of accessories);
slide sheets; and a selection of appropriate slings.

2.7 Module F - Lateral Transfers

The suggested minimum time for this session is %2 - 1 hour, dependent on individual
need. This module is aimed at employees who handle people for lateral transfers.

If this module is delivered independently, Module C, learning outcomes C1-6 (as applied
to lateral transfers) should be included, or recapped if previously covered. In addition,
Module A should be reinforced during the course of the module.

Purpose
To provide instruction and training for moving people laterally from one surface to
another, for example, bed to trolley.
Learning outcomes — by the end of the session the trainee should be able to:
F1. Demonstrate competence in performing a lateral supine transfer from bed to
trolley / trolley to bed utilising the appropriate principles of manual handling with

the person being assisted by the relevant number of carers and using the relevant
handling aids

F2. Where equipment is used, demonstrate safe use including pre-use checks,
limitation on use and emergency functions

During the training session the trainee will be given the opportunity to practise all relevant
manoeuvres outlined above specific to their individual needs.

Suggested equipment: full length lateral transfer aids and slide sheets, transport trolleys,
beds, mortuary trolleys.
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2.8 Continuing Education / Competency Assessment

Continuing education will be required in a number of circumstances, including:
o the employee and / or employer has identified a learning need
o the employee is not working competently
o there is a change in legislation or professional guidance
o there is a change in working procedures
o different equipment is introduced
e aneedis indicated following an adverse incident

Continuing education can include: face to face training; coaching or advice; e-learning
modules; signposting to further information for self study; self reflection of practice; and / or
peer monitoring.

Ongoing monitoring and review is necessary to determine any continuing education needs.
This can be achieved by using a Competency Assessment approach, which targets
resource at an individual level. In addition to the Competency Assessment approach, the
employee should be encouraged to identify their own learning needs. This may be through
self assessment or as part of a development / supervision review process (Appendix 6).
These assessments will identify specific gaps in an individual’s knowledge and / or skills,
which need to be addressed through continuing education.

Where the organisation does not have a competency assessment process in place for
monitoring and reviewing the competence of employees, a formal refresher / update
education programme should be provided. This can be informed by the individual
undertaking a self assessment of their learning needs or through a development /
supervision review process.

The frequency of continuing education / assessment should be informed by the risk
assessment outcomes, including, competency assessments outcomes; injury data;
incident data; RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations) data; occupational health data; and local sickness absence.

SECTION 3 MANUAL HANDLING DOCUMENTATION
As identified in the introduction, this section is split into three:
= Section 3A — An audit tool, for use in the format provided.

= Section 3B — Guidance documents
This is split into two parts, the first containing guidance for
developing a MH policy framework; and the second, guidance for
developing job specific MH roles using competencies.

= Section 3C - Minimum criteria for manual handling documents
This section provides guidance and minimum criteria to use when
developing documents. Sample forms or documents likely to be used
are provided within the appendices, including a ‘Passport’ document.
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Section 3A Manual Handling Audit Tool

Introduction

The purpose of the audit tool is to ensure that participating organisations can demonstrate compliance with the principles and guidance in

the Scottish Manual Handling Passport Scheme (SMHPS). Although participation in the SMHPS is not compulsory, implementation of

the guidance contained in it may be taken into account by health and safety inspectors when seeking demonstrations of compliance with

the relevant legal requirements.

The audit tool may be used to audit the whole organisation or an individual service. The audit should be conducted by a competent
person from within the organisation with knowledge of manual handling (MH), or by an External or Internal Auditor appointed by the

organisation. If a competent auditor with no knowledge of MH is conducting the audit, a person from the organisation knowledgeable in
MH should be present. The requirement to complete audits of Section 1, 2 and / or 3 of the audit tool is dependent on the nature of the
audit and the circumstances in which it is being undertaken. For example, an audit of the training department by a competent person

from within the organisation might only involve completion of the audit tool for Section 2, whereas the audit tool for all 3 Sections might be
appropriate for an audit of the organisation by an External Auditor.

Administration details

1. Organisation

Date of Audit

2. Type of Audit (please tick one)

(i) external audit

(i) internal audit

(iii) local (organisation)

a) Audit organisation (if external):

b) Name of auditor: Signature:
c) Designation of Knowledgeable Person:
d) Name of Knowledgeable Person: Signature:

3. Scope of audit (Please tick one)

(i) Organisation

(ii) Part of Organisation

(iif) Local Department

If 3ii (Part of Organisation) or 3iii (Local
Department, please give details:

The Scottish Manual Handling Passport, 2014
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Audit tool for Scottish Manual Handling Passport Scheme

1 The organisation has documented management arrangements in place to adequately control the risks from manual

handling (MH) activities and there is management commitment and support to implement the MH strategy

1.1 | The organisation has their MH management arrangements

documented and this complies with current legislation and
guidance
Example of evidence:

e Current MH policy or procedure including key elements

outlined in SMHPS policy framework

Reference section 1.1 and 1.2

Yes

No

Partial

Comments

1.2 | The MH management arrangements are communicated at all

levels.
Examples of evidence:

Organisational/ local induction

Training

Intranet/locally held policies

Quarterly / annual reports to Board Level / Senior
Management Teams

Health and Safety Committee

Risk Management Committee

Confirmed in discussion with employees

Reference section 1.1
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2 The organisation identifies competent individuals to undertake key MH roles

2.1 | Person(s) undertaking key MH roles at strategic, Yes | No | Partial Comments

organisational and / or local level are identified

Examples of evidence:
. MH management arrangements identify responsible
person(s)
. The roles are clearly defined through eg job description,
role profiles or procedural arrangements

Reference section 1.1, 1.2 and 3B.2

2.2 | Person(s) undertaking key MH roles meet the relevant
competency criteria detailed in Section 3B.2
Examples of evidence:
. System in place for ensuring competence of those
undertaking key MH roles as detailed in Section 3B.2

Reference section 1.1 and 3B

3 The organisation allocates sufficient resources to implement, develop and deliver the MH education strategy in line with
the MH management arrangements

3.1 | There is access to sufficient MH practitioners to deliver the Yes | No |Partial Comments

MH strategy.

Examples of evidence:
« MH management arrangement documentation
« Job descriptions / role profiles
. The strategy is being delivered timeously
. Evidence of workplace MH practitioners eg link workers,
key workers

Reference section 1.1, 1.2 and 1.7
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3.2

There is a maximum ratio of 1 trainer to 8 trainees (or 2:16)
for practical people handling sessions and 1 to 10 for
inanimate load handling sessions.
Examples of evidence:

. Trainer notes

« Training procedure / risk assessments

. Attendance sheets

. Training programmes / course plans

Reference section 1.4

Yes

No

Partial Comments

3.3

Sufficient and appropriate equipment and training resources
are provided to support the SMHPS training requirements.
Examples of evidence:
« Appropriate training venue
. Equipment inventory and LOLER documentation
. MH management arrangement documentation / training
records

Reference section 1.1 and 1.4

The organisation has systems in place to assess the risks

arisin

g from

MH activities and to identify control measures

A clear documented process for recording MH risk
assessments and outcomes

Examples of evidence:
. Management arrangements describing MH risk
assessment process
. MH risk assessment documentation in place and meets
minimum criteria in section 3C
. Completed risk assessments and resultant safe systems
of work

Reference section 1.1, 1.2 and 3C

Yes

No

Partial Comments
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4.2 | There is clear delegation of MH risk assessment Yes | No |Partial Comments

responsibilities
Examples of evidence:
. Management arrangements identify delegated
responsibilities
. System in place for ensuring competence of those
undertaking MH risk assessment roles as detailed in
Section 3B.2

Reference section 1.1, 1.2 and 3B.2

5 The organisation has systems to identify learning needs of employees including a suitable and sufficient education
programme to address needs identified

5.1 | A suitable and sufficient education programme as informed Yes | No |Partial Comments

by the SMHPS has been developed.

Examples of evidence:
« MH education strategy
. Education programme for those undertaking key MH
roles at local level eg MH risk assessors
« Training course plans / bookings on internal training
course management systems

Reference section 1.1

5.2 | The organisation has an established process in place to
ensure that new start employees do not undertake any
higher risk handling activities until it has been identified
whether they have undertaken foundation training.
Examples of Evidence:

. Process identified within management arrangements

« Induction record documentation (eg appendix 8)

. Training records

Reference section 1.1 and 1.4
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5

Systems to identify learning needs of employees.

Examples of evidence:
« Appropriately completed risk assessments
« Audit reports
« MH competency assessments / self assessments
. Evidence of advice sought and actions taken

Reference section 1.1 and 1.4

Yes

No

Partial

Comments

5.4

The organisation ensures that contracted external training
providers (where used) meet the SMHPS standards.
Examples of evidence:

. Contractual / service level agreement

. Documentary evidence from training provider

Reference section 1.6

The organisation records training in line with the SMHPS

Employee’s attendance at MH education is recorded.

Examples of evidence:
. Attendance Records
. Course cancellation records
. Failure to attend records

Reference section 1.5

Yes

No

Partial

Comments

6.2

Training is planned and recorded with reference to the
guidance outlined in the SMHPS.

Examples of evidence:
. Training records meet the minimum criteria of the SMHPS
« Process for nominating employees onto training courses
System for recall and update training
Lesson plans and handouts

.

Reference section 1.5 and 3C
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6.3

There is a system in place to monitor and feedback training
attendance, non-attendance and non-achievement of the
learning outcomes within the organisation

Examples of evidence:

. Risk Management Committee minutes

. Health and Safety Committee minutes

« MH Committee minutes

Reference section 1.5

Yes

No

Partial

Comments

6.4

The organisation retains evidence of trainees’ attendance at
foundation training modules to enable transfer of information
between participating organisations:
Examples of evidence:
e Electronic or paper passport documents
e Reference to passport document within employee
induction literature

Reference section 1.5 and 3C

The organisation has systems to audit, monitor and review MH incidents and practices

Suitable arrangements are in place to monitor practices

Yes

No

Partial

Comments

within the workplace.

Examples of evidence:
. Appropriately completed risk assessments
« Audit reports
« MH competency assessments
. Evidence of advice sought and actions taken

Reference section 1.1 and 1.7
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7.2 | Adverse incidents that result as a consequence of MH tasks | Yes | No | Partial Comments
or activities are reported, investigated, reviewed, and
appropriate action taken, with lessons learnt communicated.
Examples of evidence:

. Completed incident and RIDDOR reports
. Investigation / lessons learnt reports
« Unit/ department / team meeting minutes
. Health and safety committee minutes
. Risk registers / action plans
Reference section 1.1 and 1.8
7.3 | There is a support network within or available to the

organisation for access by managers and employees which:

« Supports MH education provided

« Allows for monitoring of practice in the workplace

« Allows for provision of advice for more complex handling
situations

. Enables employees to undertake safe practice

Examples of evidence:

. Identified competent person(s) employed by the
organisation to provide MH support and advice

. Identified competent external person/agency contracted
by the organisation to provide MH support and advice

. Evidence of competent workplace employees with
enhanced MH skills / knowledge eg link workers, key
workers

Reference section 1.1 and 1.7
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7.4 | A system is in place to audit and review the MH Yes | No | Partial Comments

management arrangements and to ensure compliance with
SMHPS guidance

Examples of evidence:

. Completed MH management arrangement audits

« Completed SMHPS Compliance Audits

. MH management arrangements outline process

Reference section 1.1 and 1.8

8 The organisation has provi