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While the information provided by Roads and Maritime Services (Roads and Maritime) has been compiled 
with all due care, Roads and Maritime does not warrant or represent that the information is free from errors 
or omissions, is up to date or that it is exhaustive. Roads and Maritime does not warrant or accept any 
liability in relation to the quality, operability or accuracy of the information. Roads and Maritime disclaims, 
to the extent permitted by law, all warranties, representations or endorsements, express or implied, with 
regard to the information. Users of the information will be responsible for making their own assessment of 
the information, and Roads and Maritime accepts no liability for any decisions made or actions taken in 
reliance upon any of the information. Any such decision or action is made or undertaken at the risk of the 
user of the information. Users wishing to rely on the information should seek their own expert advice. 
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Overview 
This procedure provides guidance to managers on how to manage the risks associated 
with those manual tasks that have the potential to cause musculoskeletal disorders 
(MSDs) by following a systematic process that involves: 

• Identifying hazardous manual tasks  

• Identifying hazardous postures 

• Assessing the risks of MSDs associated with the hazardous manual handling tasks 

• Implementing suitable hazard control measures 

• Reviewing the effectiveness of hazard control measures. 

MSDs can occur by: 

• Gradual wear and tear of joints, ligaments, muscles and inter-vertebral discs, 
caused by repeated or continuous use of the same body parts, including static 
body positions 

• Sudden damage caused by strenuous activity or unexpected movements, such as 
when loads being handled move or change position suddenly 

• A combination of mechanisms, for example body tissue that has been weakened 
by cumulative damage may be vulnerable to sudden injury by lower forces. 
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Introduction 

Purpose 
Under Part 4.2 of the Work Health and Safety Regulation 2017(WHS Regulation), 
Roads and Maritime Services must manage the risks to health and safety associated 
with hazardous manual tasks. This procedure provides guidance to managers on how 
to identify hazardous manual tasks and how to control the risks to workers involved in 
hazardous manual tasks. 

Scope 
This procedure applies to all Roads and Maritime workplaces and workplaces where 
work is conducted on behalf of Roads and Maritime and includes: 

• All workers1 

• Other duty holders who carry out work for Roads and Maritime  

• Those (such as visitors) who are likely to be directly affected by safety issues 
relating to hazardous manual tasks. 

Industry partners must also have in place an equivalent procedure for managing risks 
associated with hazardous manual tasks. 

 

1 See Definitions 
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Hazardous manual tasks 

1 Identifying hazardous manual tasks 
Hazards that arise from manual handling tasks generally involve interaction between a 
worker and: 

• The work tasks and how they are performed 

• The tools, equipment and objects handled 

• The physical work environment. 

See Appendices for tools to help in the process. 

1.1 Consult with workers 

Workers who perform manual handling tasks can provide valuable information about 
discomfort, muscular aches and pains that can signal potential hazards. For example, 
managers should ask workers to identify tasks that: 

• Are repetitive 

• Are physically difficult to do 

• Are very tiring 

• Are awkward or dangerous 

• Cause discomfort. 

1.2 Review existing information 

Review EnSafe records of injuries and near-miss occurrences and any workers 
compensation claims made for MSDs to identify which manual handling tasks may 
cause harm (see Appendices A and B for tools to assist).  

Review records for trends associated with tasks, situations or particular locations. 
These trends may help in deciding which manual handling tasks should be addressed 
as a priority. 

Information gathered from local health and safety committees, workplace inspections 
as well as material and advice available from industry and safety consultants relevant 
to the type of work will help identify MSD hazards. 
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1.3 Observe manual handling tasks 
Looking at how a worker actually performs the work and, in particular, focusing on their 
posture and movements helps identify hazardous manual handling tasks. A manual 
handling task is hazardous if it involves any of the following: 

• Repetitive or sustained force, for example lifting and stacking goods, gripping and 
handling bricks or pavers, holding down the trigger on a power tool 

• High or sudden force and heavy loads, for example lifting, lowering or carrying a 
heavy object, catching or throwing objects 

• Repetitive movement, for example painting, data entry 

• Awkward postures, for example bending or twisting any body part to an 
uncomfortable range (or beyond an extreme range of motion), working above 
shoulder height, balancing on one leg, squatting, working under vehicles 

• Exposure to vibration, for example driving on rough roads, frequent or prolonged 
use of power tools and jack hammers, operating heavy plant. 

In particular, look at any changes to work activities or the work environment that have 
resulted in a new manual handling task. Look out for tasks involving tools that are 
difficult to use; workers rubbing their arms, hands or backs due to discomfort and 
workers taking frequent breaks due to fatigue. 

Refer to Appendix B, Hazard identification tool. 

2 Assessing manual handling risks 
The objective of the risk assessment is to identify the source of the risk. Similar tasks 
can be assessed as a group, instead of assessing each task individually. 

A risk assessment can help identify: 
• Which postures, movements and forces of the task pose a risk 
• At what stage of the task do they pose a risk 
• Why are they occurring 
• Issues to be addressed. 

During the risk assessment, you need to consider the following additional factors: 
• Time constraints and workflow 
• Ability for workers to change or influence their work methods and changes in the 

workplace 
• The available levels of resources and guidelines 
• Consultation processes 
• Work roles and performance requirements or processes for dealing with conflict 
• Staffing levels, skill mix and shift arrangements 
• The workplace environment, including temperature, lighting and obstructions. 

Extreme environmental conditions can increase the risk of MSD. 
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3 Implementing suitable risk control measures 
The most effective control measure is to eliminate the risk. If this is not reasonably 
practicable, you must minimise the risk as far as is practicable. Ensure that the most 
effective control measures are implemented, which may require more than one control. 
Training should be provided during induction into a new job.  

Control measures should be aimed at eliminating the frequency, magnitude and 
duration of movements, forces and postures by changing the source of the risk:  

• The work area, tool, load, environment 

• The method of handling and/or the way the work is organised. 

 
Control Examples 

 

 Deliver products directly to the point of use to eliminate manual 
handling 

 Purchase equipment designed to eliminate the risk of MSDs. 

 

 Replace heavy items with those that are smaller, lighter or easier 
to handle 

 Replace hand tools with power tools to reduce the amount of 
force required to do the task. 

 
 Isolate vibrating machinery from the user, for example by 

providing fully independent seating on mobile plant. 

 

 Mechanical lifting aids should be designed to suit the load and 
be easy to use 

 Provide workstations that are height adjustable 
 Use handheld hooks or suction pads to move loads such as 

sheet materials. 

 

 Rotate workers between different tasks 
 Arrange workflows to avoid peak mental and physical demands 

towards the end of a shift 
 Team handling should only be used as an interim control. 

 

 Heat-resistant gloves for handling hot items. 
 Shock absorbent shoes for work on hard surfaces. 
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4 Reviewing hazard control measure effectiveness 
Hazard controls may initially involve using interim measures while a long-term solution 
is developed. Allow enough time for workers to adjust to any changes before making a 
final decision on the effectiveness of the control measures to be implemented. Some 
controls and modifications can take time for a worker to adjust to, which may result in 
some initial discomfort until their body gets used to the new method. 

In reviewing the hazard controls: 

• Allow workers to try out solutions before decisions are made to make the solution 
permanent 

• Review controls after the initial trial period, as they may need modification 

• Develop work procedures to ensure that controls are understood and 
responsibilities are clear 

• Communicate the reasons for change and check with workers on how the changes 
affect them. 

 

Roles and responsibilities 
 
Role Responsibilities 

Roads and 
Maritime 
must: 

 Comply with and ensure that systems are in place to manage potential 
WHS risks arising for workers from hazardous manual handling tasks 

 Ensure that WHS responsibilities are appropriately defined and that 
appropriate resources (including finance and time) are provided to ensure 
effective risk management for Roads and Maritime workers. 

Managers 
must: 

 Identify potential risks for hazardous manual handling tasks 
 Consult with their workers in identifying potentially hazardous manual 

handling tasks 
 Implement measures to eliminate risks related to manual handling, as far as 

reasonably practicable 
 Establish appropriate control measures to minimise identified risks that may 

lead to musculoskeletal disorders 
 Ensure all staff, managers and supervisors receive an induction in manual 

handling, as required 
 Provide ongoing education, training and supervision in manual handling 
 Continuously review manual handling solutions for currency.  

Workers 
must: 

 Participate in the identification and development of risk controls for 
hazardous manual handling tasks 

 Complete tasks in a way that complies with SWMS and operating 
procedures for hazardous manual handling tasks 

 Plan tasks to minimise the risk of musculoskeletal disorders 
 Report any issues that may lead to musculoskeletal disorders from 

performing their tasks. 
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Definitions 
 
Term Definition 

Awkward 
posture 

The further a joint moves towards either end of its range of motion (away from neutral) 
the more awkward the posture becomes. This puts a strain on the muscles, tendons and 
ligaments around the joint. 

Force The amount of muscular effort required to perform a movement and can be: 
 Repetitive force – using force repeatedly over a period of time 
 Sustained force – force is continuous without a break 
 High force – very physically demanding (eg heavy) 
 Sudden force – jerky or unexpected movements. 

Hazard A situation, condition or source that has the potential to lead to negative consequences, 
harm or loss. A hazard is not the negative outcome itself. 

Manager A person responsible for planning and directing the work of a worker or group of 
workers, monitoring their work, and taking corrective action. 

Manual 
handling 

Any activity that requires a person to exert force to lift, lower, push, pull, carry or 
otherwise move, hold or restrain any animate or inanimate object. 

MSD Musculoskeletal disorder: An injury to, or a disease of, the musculoskeletal system, 
whether occurring suddenly or over time. It does not include an injury caused by 
crushing, entrapment or cutting resulting from the mechanical operation of plant. 

Occurrence A series of events and conditions that resulted in, or has the potential to result in, a non-
trivial amount of injury or damage. An occurrence that could have resulted in damage or 
injury but did not is generally referred to as a near-miss. 

Posture The position of various parts of the body during any activity. Safest posture occurs when 
a ‘neutral’ position is maintained by the joints and muscles being used near the middle 
of the full range of motion. 

Worker Any person who carries out work in any capacity at a Roads and Maritime workplace –
  Roads and Maritime employees (including labour hire, apprentices and trainees); 
professional services contractors and consultants; contractors, subcontractors and their 
employees; outworkers; students gaining work experience; and volunteers. 

Workplace A place where work is carried out for Roads and Maritime’s business or undertaking and 
includes any place where a worker goes or is likely to be, while at work. 

References 
External references 
Title Source Type 

Work Health and Safety 
Regulation 2017 

www.legislation.nsw.gov.au Legislation 

Hazardous manual tasks SafeWork Australia 
www.safeworkaustralia.gov.au 

Code of 
practice 
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Appendices 

A Musculoskeletal disorder hazard identification tool 
worksheet 

 

PN066P23 ObjID: A13948734  page 11 of 15 Version 1.2 (1 September 2017) 



Work Health & Safety Branch Hazardous manual tasks 

B Hazard identification tool 
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C Prioritising jobs for simple risk assessment 
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