Safe Work Procedures 

Manual Handling – Removing & Replacing file in Compactors

	Hazards

	· Static posture

· Prolonged standing

· Push, pull, 

· Upward and downward lifts/movements

· Hard floor

· Cold – in Garage area
· Awkward posture
	· Paper cuts
· Pressure on hole punch
· Handling large bundles
· Heavy sliding doors
· Working at heights
· Bending/lifting


	IMPORTANT

	· Use a buddy to source files in opening the compactor and lifting heavy files

· Have a firm grip on the object and test the weight of the object
· Lift straight up keeping the object as close as possible.

· Face area where you are depositing object. Turn by stepping in the direction you are going.

	· Report faulty equipment immediately

· Move close to the object you are lifting.

· Bend at the knees, 

· keeping your back straight, feet should be shoulder width apart.

· . If you feel uncomfortable, do not lift object. 

· Get assistance to lift it.

· When lowering the object, reverse the procedure.

	Personal Protective Equipment

	Good comfortable foot wear                                      


	Pre Operational

	· Ensure that staff are informed on the procedure

· Follow correct manual handling techniques

· Ensure that the area is free of tripping hazards.

· Clear your workspace in preparation for the task you will be commencing

· Know what your lifting capacity is. 

· Know what you’re lifting/moving and approximately how heavy it is. 

· Get assistance to lift heavy and awkward objects.



	Operational

	Removing file/s from Compactor

· Identify location of file/files

· Fetch Buddy to assist with the compactor sliding door and source required file/files

· If using the ladder - Hand the file/files to the buddy to place on the table

· Break down the file to manageable quantities if too large or difficult to handle

· Use the trolley to transport files to the workstation where required

Replacing file/s into Compactor

· Bundle file to manageable quantities

· Seek assistance of your buddy with the compactor sliding door and replacing file/files

· If using the ladder – Have buddy hand the file/files to you and place on shelf

.

	POST-Operation:

	· Ensure that the work area is left tidy and free of trip hazards 




MANAGER: __________________________________
DATE:  _________________

I have read and understand my obligations to comply with the requirements of this procedure and been give the opportunity to comment and suggestion changes. 
	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


