
Manual Handling 

Information

This document has been developed to assist employees of Connevans Limited identify the appropriate
techniques and correct approach to manual handling within an office environment.

All employees must read this document and ensure that you have fully 
read and understood the instruction training enclosed. Should you require additional assistance 
with the information enclosed please contact John Popplestone for support.

The information enclosed is to assist employees in lifting items such as:

Reams of Paper

Archive Boxes & parcels

Bottled Water Units 

General Office Materials

For anything outside of this remit then the employee’s line manager must undertake a detailed Manual 
Handling Risk Assessment in line with the Firm’s Manual Handling Procedure.

This document is split into two sections

Section 1 General information on good techniques including Safe Working Limits (SWL)

Section 2 General pictorial information relative to the information contained in Section 1 
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7 Steps to Safe Lifting - Base 

Movement

� 1st Assess the load – can you lift it safely?

� 2nd Place your feet at ten-to-two

� 3rd BEND you knees

� 4th Back - KEEP IT STRAIGHT & UPRIGHT

� 5th Neck & head – keep your chin up.

� 6th Grip – “front knee, high hand, far  corner” and               

“back knee, low hand, near corner”.

� 7th Load - hold it in close to your pelvis.

� Remember – use these good principles for lifting in 

different situations and don’t stick blindly to rules and 

procedures
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Points to remember:

� Practicing good lifting technique does not 

enable you to lift more than you could before.  It 

means that, whatever your individual 

capabilities, your chances of injury are reduced.

� Good technique is just one of a number of 

control measures, within the hierarchy of 

control, that the employer has to put in place to 

reduce manual handling risks; it is not a 

panacea.

� This is about a cultural change, about not 

accepting practices because that’s the way 

they’ve always been done.
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