Safer Handling in Fleet Workshops (2015-16)

This handout accompanies a facilitator led theory session followed by practical sessions on the
shop floor identifying particular challenges with tasks, and the opportunity to discuss manual
handling techniques on a one-to-one basis.

Musculoskeletal Disorders (MSDs) are defined by the Health and Safety Executive (HSE) as; soft tissue
pain or discomfort associated with injury and results in limitation or disability. These may arise from:
The body being exposed to isolated or repeated excessive loading (e.g. lifting a clutch plate into place
with the vehicle on a two poster ramp),
Adopting and sustaining awkward postures (e.g. tightening a radiator hose clip).
The structures of the body being exposed to highly repetitive movements (sustained use of a keyboard),
The body being exposed to vibration (sustained use of poorly designed power tools)

Manual Handling is defined by the Health &Safety Executive as




Pushing & pulling a load
Lifting & lowering a load
Carrying and supporting a load.

The Manual Handling tasks fall within the scope of a number of regulations, whether in respect managing
safe systems of work (Management of H&S at Work Regulations 1999), or the use of any associated
equipment ( e.g. Provision and Use of Work Equipment Regulations 1998, or the Lifting Operations and
Lifting Equipment Regulations 1998).
A summary of the duties of the Service under law:
•
•
•
•
•
•
•

Identify all risks to which employees and third parties are exposed, ensuring necessary
preventive and protective measures are taken.
Assess reported accidents and incidents.
Screen staff to ascertain their ability to complete the required tasks.
Provide staff with appropriate training and refresher courses at set intervals.
Establish communication channels.
Recognise the right of employees not to complete tasks they consider unsafe.
Equipment appropriate to the task should be made available.

A summary of your obligations under law:
•
•
•
•
•
•

Attend training courses provided by, or on behalf of, the employer.
Undergo health examinations for health and safety reasons before undertaking duties.
Inform their manager about any physical condition (including pregnancy) that might
reasonably affect their ability to undertake manual handling activities.
Comply with policies designed to promote health and safety.
Where appropriate adhere to professional guidelines and codes
Assist in identifying dangers in the workplace (e.g. damaged, missing or required
equipment ).

Manual handling tasks in themselves are subject to the Manual Handling Operation Regulations 1992 (as
amended). As well as giving guidance on risk assessments and what might be considered reasonable
efforts it provides the framework to any successful injury prevention strategy. The three key components
are:




Avoid the need for hazardous manual handling, so far as is reasonably practicable;
Assess the risk of injury from any hazardous manual handling task that cannot be avoided and;
Reduce the risk of injury from hazardous manual handling, so far as is reasonably practicable.

Risk Assessments help us decide what preventive measures should be taken to protect us from injury
whilst getting the task completed. There are two types of risk assessment completed within the Service.
The first is the formal process whereby staff safety reps, Health & Safety and Fleet managers will together
look at tasks undertaken in each workshop – and jointly agree on safer systems of work to be followed. These safer
system of work will be reviewed and updated across all workshops during 2015/2016.
The second type is the Dynamic risk assessment. This is the process whereby YOU do a sense check as
to whether the agreed safer system of work for a specific task is appropriate to the conditions, or to identify
an equally safe alternative practice.
The questions to ask yourself when completing a dynamic risk assessment are:
•
•
•

What needs doing?
What could possibly go wrong completing the task?
If it went wrong – what are the possible consequences?

•

If the consequences are liable to cause injury or damage – what steps can be taken to avoid an
untoward outcome?
Decide on the safest way of doing the job.

•

The Health &Safety Executive (HSE) provide us with some guidance in
respect of this process by providing us with two tools – the first helps us
identify potential hazards associated with a particular job. The headings for
risk assessment tool are Task, Individual, Load ,Environment and Resources.
This is often referred to in the Service by its acronym, LITER). The actual
sequence of the questions we ask ourselves will vary according to the task.
Let’s see how these apply to a particular task, for example changing the tyre
on a car.
Task. What am I having to do, does it involve lifting, lowering, pushing, pulling or supporting a load?
Load – what do I know about the tyre, how heavy is it, is it liable to move unexpectedly, could it injure me if
I do something incorrect or due to its inherent condition?
Individual – Do I know what I’m doing (have I been trained in this specific task or a largely similar one from
which I can safely apply the same principles), is my knowledge up to date, have I the physical capacity to
do the job safely?
Environment. Is the surface on which I’m working sufficiently stable, well lit and free of risks of slipping,
moving traffic or are these going to potentially be a problem for me?
Resources – What equipment or help do I have readily available to help me to safely change the tyre?

Once we’ve identified what the risks might be then it is a question of deciding whether it is safe to proceed
– and if so planning how to do the job in a safe manner.
The second tool provided by the
Health &Safety Executive is the load
handling filter to help us identify
whether the weight of the load could
be a risk in its own right. You will
notice the capacity to carry a load is
greatest held close to the waist. The
indicated weights/efforts are NOT
maximum limits - If the weight
handled/effort is greater than that
indicated in the box opposite the
employer must complete a formal risk
assessment of the task. However
even with full control measures in
place lifting weights greater than twice
the guidance figure should be avoided.
Given the nature of loads handled in Fleet most tasks will be subject to formal risk assessment – and where
required agreed systems of work will be introduced. It is possible that some risk assessments will identify
some jobs are not suitable to be completed at a particular location – for example removing a transverse
transmission/engine block on a four-poster hoist.
You will note there aren’t any guidance figures for handling weights above head height. This is because the
HSE do not advocate this – however when working in vehicle
workshops this is impractical.
Lifting a load above head height is more risky for a number of reasons;
our arms are working in a less mechanically effective range of
movement, we are often working with a longer lever length, and our
balance is often upset by having to look upwards. Sometimes lifting
above head height requires us to alter our grasp on the load – again
increasing the risk of dropping it unless we can use a staging post.
Therefore what we can manage above height head is significantly less
than we can at shoulder and waist height – hence additional
assistance or use of mechanical aids must be used where practical.
Never complete a job where your dynamic risk assessment indicates
there is a reasonable chance of injury- even more so if there is a risk it
could strike your head and face if it dropped. If you experience
dizziness or pain radiating down your arm when working in this position
please raise this with your manager – it may require onward referral to
occupational health and/or the Health &Safety team.
Throughout both the presentation and practical sessions emphasis was placed on the following;




Why is this?

Think LITER ( the acronym for the risk assessment process)
Think Waist
Think Base
Think Spine in Line.

Section 1 The Spine.
The back is the part of the body most likely to be injured during manual work. The primary causes of injury
are likely to be related to one or more of the following;
1
2
3
4
5

Poor posture
Too heavy or awkward a load
Poor planning of a particular task
Repetitive work by the same muscles without adequate rest
Personal predisposition to injury

The spine is required to be;
1

Strong – It takes the weight of the body and protects the spinal
cord.

2

Stable - Acts as a support when reaching for objects with the
hands or whilst moving the head.

3

Supple Allows flexibility so that we can easily move our body
from one position to another.

You will note the spine is in an ‘S’ shape. This ‘S’ helps maintain our
upright posture in standing and walking without excessive strain on our
muscles and ligaments. It also helps absorb shock during movement.
Each vertebra has a unique shape to help it perform these tasks.
Maintaining a ‘ramrod’ straight back is not good posture as
straightening out the
natural curves in our
back causes our spinal
muscles to fatigue.
When we talk about good posture we generally mean the
body is in balance. The picture on the left shows the head
balanced on the spine, in turn both are finely balanced on the
pelvis until all components pass through a point of balance
just in front of the ankle joint. Good posture is one where we
can maintain a posture with the minimum of muscle effort
and minimum strain on our ligaments.
Poor posture could then be defined as when one or more of
the components are out of line unduly increasing stresses
and strains through the body as it attempts to maintain a
stable position. In the example on the right the person is
standing with their head and shoulders held in a forward slump/stoop. This is significantly increasing
loading on the joints and ligaments – and the need for muscles to work harder.
In this instance the mechanic has opted to replace the wheel with
the vehicle on the ground. He has completed a dynamic risk
assessment and determined the environment is suitable – and
that he possesses the skills to do this.
In this example he is loosening the wheel nuts. He has chosen to
stand because he is getting better leverage to loosen the nuts
than if he were kneeling. But look at his posture- he may have a
stable base, the load is relatively close in but his spine is markedly

twisting and stooped. It is also putting a significant strain through his arm and wrist. And were the bar to
dislodge he could seriously hurt his back and shoulder.
In this second picture he has identified the risks list above and
decided it would be better to keep his spine in line and use his
body weight to apply force. If the bar slips the risk of injury is far
less than above.

To remove the wheel off the axle he is adopting an unstable base
whilst handling a relatively unstable load at a distance from his
trunk. He has adopted a twisted and stooped posture. He is at
increased risk of back injury.

In this final picture he is adopting a stable base to remove the bolts
and then the wheel. He has the load relatively close to him and
importantly his spine is in line. The task is also within his line of
sight. Providing the wheel stays on the ground or he does not try to
catch it as it drops off the axle, then he is adopting a good posture.

The purpose of the above pictures are to illustrate that there are often many ways a task can be completed,
but by applying a dynamic risk assessment ( LITER) and considering our posture we can minimize the risk
of injury by adopting the best posture for that particular part of the process.
The mechanic opted to replace the wheel with the vehicle on the ground using a manual wrench but equally
the task could be completed on a hoist. Working with the axle at chest height on a four-poster is a
comfortable position but requires the wheel to be lowered and lifted off the platform. The risk completing
this same task on a two-poster if the wheel will need to be held in position whilst removing the last bolt. This
makes a heavy load unstable and consequently carries a far greater risk of injury. Peugeot wheels are far
heavier and normally require a two-man lift, or if the workshop floor allows for it then the four-poster
platform can be lowered to allow the heavier wheel to be rolled on or off the platform, or a work positioner
used to bring the tyre alongside.
ASSESS THE RISK – ADOPT A SYSTEM OF WORK THAT BEST PROTECTS YOU FROM INJURY

Handling Techniques
So what then is considered an appropriate way to lift a load?
On the next page are seven steps to a safer handling technique. These are covered during the practical
sessions. The system can be adapted to meet personal needs – Personal risk factors include our age, our
general health and any previous injuries which might alter the way we move. These factors may have a
significant bearing on how we approach manual handling tasks -hence the opportunity of conducting oneto-one sessions.

Team Lifting – Team lifting is of significant benefit within workshops where access excludes use of lifting
aids. However team lifting carries additional risks. The main risks are:



Team have different individual capacity
The lift is poorly coordinated therefore one party takes a disproportionate amount of the load.

It is vital team lifts are carefully coordinated using commands such as ‘ready,steady, lift’. This is covered in
greater detail in both the theory and practical sessions.

The Peugeot ramp assembly weighs around 30kg. In the picture on the left a single mechanic is adopting
an awkward posture in order to engage the lugs either side. They are at risk of injury. In the picture on the
right the load is being shared by two – yes they still do adopt a narrow base with their foot and their backs
are slightly twisted – but the risk from the nature of the load is far less.
Team lifting can be applied in any number of circumstances – not just for lifting put also supporting loads.
One such example would be working as a team to locate/separate the gearbox bellhousing once
mechanically raised and supported at the correct ( or near correct as possible) height. In such cases there
are additional risks associated with handling heavy loads above head height.

Typical Items found in the Workshop

Approximate Weights (Kgs)

Batteries

Between 21Kgs and 32Kgs

Wheels

Between 11Kgs and 50Kgs

Brake Discs
Ramps
Clutch Assembly

18Kgs
30 - 49Kgs
>13Kgs

Pushing and Pulling
There are guidelines for pushing and pulling but in reality they are more difficult to apply as the effort taken
to move a load will not only depend on the weight itself but the condition of any wheels or castors, pushing
handles, flooring or gradients.
It is generally considered easier to push than pull
because:




We can usually see where we are going,
We are less liable to twist or manage the load in
one hand,
We make more effective use of our body weight
and muscles.

Clearly there are many instances when pulling is a
more practical option. In either case we are most
effective when applying force between waist and
shoulder height.
But there will always be extrinsic hazards to catch us out, for example pushing a vehicle where there is a
puddle of rainwater or vehicle fluids on the floor.
Storage of equipment, tools and parts.

When it comes to storing equipment we should consider the
fact we are best able to lift, support and lower a load at
approximately waist height as any other. Therefore when it
comes to storing equipment heaviest stuff should be handled
at waist height – with light stuff at shoulder and head height,
slightly heavier parts lower down.
Within Fleet, large and equipment or parts are often stored on the floor. Lifting a 20kg battery from floor
height will be a significantly heavier weight than at waist height. Manipulating a battery at waist height will
be more difficult than merely a lift and lower. For this reason use trucks and dollies where possible – but
importantly ask for assistance when manipulating heavy loads – for example gel batteries into confined
spaces in vehicle saloons, or from the floor recess in Renault Masters.
This topic is covered in greater detail during the slide presentation and workshop visits. Storage, racking
and handling tasks will also form part of the formal risk assessment process.






For Storing Items - Follow Safe System of Work FT RA 024
Ensure Items are stored appropriately – with heaviest items at waist height.
Use mechanical aids where available.
Good Stock ordering system based on usage rates

Moving Equipment and Parts

Always use mechanical aids where available to take the
load, especially when moving a distance,
removing/replacing at height or in awkward positions.

Working heights

Bending over to work, or reaching above shoulder height place unnecessary
stresses and strains on our back. By using equipment we can usually bring the
load to a more comfortable working height – usually chest height.
The nature of working on vehicles is there will always be parts liable to fall if not
held in place when restraining bolts are released. The risk of injury and damage
can be controlled by the use of cable ties for lighter items (left), also using workpositioners can be used alongside hoists (ones not recessed in pits) to store tools
and parts within easy reach ( above).
If having to use a lot of physical effort a lower work height is normally preferable,
lighter task done at a higher position. This equally applies to setting hoist heights.

Working on Hoists
 Follow Safe System of Work for FT RA 010
 Ensure lifting equipment operating instructions and vehicle manufacturers technical information,
including vehicle weights etc are available for use
 Ensure the lifting equipment and lifting accessories are marked with a Safe Working Load (SWL) or
Working Load Limit (WLL).
 Carry out pre-use checks of equipment and report any defects to workshop manager – this should
include wheel stops, travel limit stops, toe bars, operating switches, safety switches and mounting pads.
 Use only two post ramps where suitable arm locking devices are fitted and ensure the vehicle is
correctly positioned on arms and pads are secured and correctly positioned at jacking points prior to
lifting.
 Check maximum height of vehicle to ensure contact with the roof/ceiling beams or lights is avoided.

Working at height can also mean accessing higher panels on a vehicle using an appropriate work platform,
equally it could mean storing items at height, for example on mezzanines.

Ensure mobile access platforms are used to access stock kept above shoulder height
If storing items in a mezzanine area ensure it is fitted with guard rails, handrails, and is accessed via a
purpose built staircase – with floor load tested to ensure safety.

Confined and awkward spaces
Access to vehicle electrics may require you to work in cramped conditions or adopt awkward postures –
especially if you are having to lean forward to reach something.
 Always take frequent breaks from difficult working positions, and stretch your back regularly.
 Always use a laying down mat to cushion the front of the bonnet when working from front of the
vehicle.

 Removing Batteries - Follow Safe System of Work FTRA
005
 Never use both hands to lift when back is bent,
 Car Batteries Only - Using battery lifting handles allows
the spare arm to support your upper body if assessment
identifies able to lift with one hand. Complete task using
a 2 stage approach, take out of engine space, support on
side of vehicle then use both hands to lift clear of vehicle.
 Van Batteries – These can weigh up to 30kg. The battery
locations are often very awkward to reach. This should
be a two person job – it can be possible to use lifting
straps attached to terminals – or a work positioned to
lessen the lowering and carrying of the battery once out the vehicle.

Awkward postures
 Always take frequent breaks from difficult working
positions,
 Always use a laying down mat to cushion the sill step
if working from drivers side
 Always use a kneeling mat when kneeling down.
 Always push the seat back as far as it goes to allow
more room for working in.

General Risk Factors

It is not just at work that our back is exposed to injury, additional factors
which contribute to back pain include;
Smoking. It is thought a decrease in blood supply around discs causes their
premature wear and tear.
Lack of Exercise, Muscles which act to support the spine may lose tone –
which in turn compromises the stability of the spine during lifting tasks, and
reduces the body’s ability to retain good posture.
Obesity –There is limited evidence (primarily anecdotal ) to show obesity
may cause the onset of early osteoarthritis (OA). However obese patients
who have followed weight-loss programmes to control back pain have

generally found this to be beneficial. This may be due either to a decrease on pressure through the joints,
the increase in exercise, or improved mobility allowing for better posture and body positioning when
completing tasks.
Choice of chairs – Avoid too soft chairs as they do not support the ‘S’ shape in your back. If you are
working at a computer you may find the information sheet on setting up your workstation useful
(@SAS/Health & Safety/ Ergonomics & Manual Handling / Working with Computers).
Driving – Staff are liable to spend a lot of time driving. Information sheets can be downloaded from
@SAS/Health & Safety/ Ergonomics & Manual Handling / Driving Tips).
Poor Sleeping Postures - We spend up to a third of our life sleeping. Sleeping postures (including the
choice of numbers of pillows) are very much a personal choice as are the firmness of the mattress.
However the wrong choice can cause neck and back pain in their own right. For further advice please
access further information on @SAS/Health & Safety/ Ergonomics & Manual Handling).
Adopting poor postures whist working around the home – we may be careful to protect our back at
work, but are we then liable to stand on a ladder reaching out over a hedge with a trimmer for a couple of
hours. When we get home from shopping and some of it has rolled to the front- might we just stoop
forward to reach that missing item.
Getting Children in and out of car seats – Just imagine the posture you might adopt if you are putting a
struggling two year old into a car seat in the rear of a three door car………….

Organisational Support
The Service does have systems in place to protect you from injury – and to provide you with relevant
information. These include;









Risk assessments, policies, procedures and practice guidelines available on the intranet.
Workplace Assessments on request
Incident reporting (Datix)
Pro-active Divisional Health & Safety Teams
Provision of Specialist Equipment
Update Training for Staff
Safety Bulletins
Healthy Working Lives initiatives

It is unfortunate but given the nature of the undertakings of the organisation injuries will continue to occur.
Whilst it will obviously depend upon specific circumstances as to whether or not immediate medical care is
sought, the Service recognises the fact it is not always necessary to take time extended time off with an
injury. Also that staff do not necessarily have to be completely pain free to return to work.
To assist you manage your condition and to assist you back to work as soon as is safe the Service
provides the following:
1) You have access to fast-Track Rehab via your Line Manager,
3) You have access to OHS through the service or self-referral.
4) You have access to return to work assessments.
5) The Service will actively pursue the option of providing you with modified duties to assist your phased
return to work.

Appendix A Working with Computers.
Poor or sustained static postures whilst working at a computer can also give risk to physical discomfort.
If you use a computer at work for anything other than a short period at a time part of your continuous
professional development (CPD) will be completing the on-line ‘Office Ergonomics’ module on LearnPro (e-learning) and a self assessment form. These resources will identify how best to set up your
workstation, and how best to identify and then address any aches and pains you might experience.
There are also some gentle stretches you can do throughout the day whilst working at a computer;
below are some examples which can be done throughout the working day. Please remember that for
them to be effective they need to be done slowly and throughout the full comfortable range. A slight
tightness is usually acceptable but desist if it exacerbates the pain, for example causing headaches or
tingling in the limbs.

1.

2.

3.

1. Raise your shoulders -hold the feeling of tension for 3 t o 5 seconds. Then relax your shoulders
downward into their normal position X 3.
2. Drop your dead slowly to the left, trying to touch your left ear to your left shoulder. Repeat on the right
side. Slowly drop your chin to your chest, turn your head all the way to the left, then turn all the way t o the
right.
3. Hold your right arm with your left hand just above the elbow. Gently push your elbow toward your left
shoulder. Hold stretch for 5 seconds. Repeat with your left arm.

(4)

(5)

4. Sit or stand upright. Without lifting your chin, glide your head straight back. You will know you are
doing this exercise right if it gives you the feeling of a double chin. Hold for 20 counts X 3.
5. Sitting with your elbows on the table and palms together, slowly lower wrists to the table until you feel a
stretch (your elbows will move outward a bit). Be sure to keep your palms together throughout the
stretch. Hold 5 to 7 seconds. Relax. Repeat X 3.It is important to keep the feet, ankle and legs moving at
all times In sitting we tend to slump forward. It is important we activate our spinal muscles. The easiest
way is to sit up very straight, as is 'sitting to attention' (maintaining normal breathing pattern) for the count
of twenty at regular intervals.

Appendix B Driving Posture
Most of drive, whether for leisure, commuting or as part of our job. The muscles supporting our trunk become
tired the longer we sit. Unchecked, we soon adopt a flexed (aka slouched or banana shaped) posture
placing significant strains on spinal ligaments and increasing the pressure in our spinal discs. The
flattening of natural inward curve of our lower back is accompanied by increased flexion in the upper back
and our chin tends to poke forward. This adopted posture can result in headaches and sometimes pain in the
arms and hands as we grip the steering wheel for additional support.
Other factors can give rise to discomfort; for example if we shuffle our bottom forward in the seat in order
to make better use of the backrest we begin to take some of our upper body weight through our coccyx this can cause painful inflammation in the joint between the coccyx and sacrum (coccydenia). Equally if
we have tight hamstrings they cause the low back to flatten further when 'riding the clutch'.
It is also surprising how many people find out the pain or numbness in their upper leg is attributed to
driving with wallets and keys in their back pocket!
Some drivers, including those with existing back pain may choose to sit very upright -to the point of
making virtually no contact with the back of their seat. Whilst this posture undoubtedly maintains the
spine in better alignment, the back rest is not taking any of the weight of the upper body-hastening
muscle fatigue. People who adopt this posture are equally liable to grip the wheel tightly for support.
The preferred posture of many drivers lies somewhere between the two, the spine supported by a partially
reclined seat, upper legs supported by the seat squab and pedals within comfortable reach, head balanced
on the shoulders, shoulders relaxed and the elbows partially bent.
1. Pronounced upright driving posture – spine in neutral but increased muscular effort
2. Neutral posture – Minimum muscular effort
3. Excessively reclined driving posture – Spine flexed (C Shaped) – Significant muscular effort
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After Caillet& (1988)
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