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This school policy reflects the consensus of opinion of the whole staff and has the full agreement of the Parent Council.  This policy reflects the philosophy of the School Vision and Aims in relation to the whole curriculum.
The implementation of this policy is the responsibility of all staff.
This policy is drafted in line with the following:

· Health and Safety at Work Act 1974

· Manual Handling Operations Regulations 1992 

· Aberdeenshire Physical Intervention Policy 

· Getting it Right for Every Child

· United Nations Convention for the Rights of the Child 

· Education (Additional Support for Learning) Scotland Act 2004

· Schools General (Scotland) Regulations 1975
Introduction 
St Andrew’s School provides education for children and young people with complex needs, many of whom have autism and learning disabilities and have been identified as benefitting from autism specific approaches. Our pupils have difficulties with: thinking, social understanding, social communication, flexibility of thinking and many have sensory issues. At all times the dignity and rights of the pupils are central to the focus for staff. It is recognised that the pupils themselves may have views about how they are handled. These views must always be considered and respected, even if they cannot be acted upon. 
Pupils who require the use of a hoist for transferring them from one place to another, can find this a distressing or an undignified experience. Therefore it is essential that all staff need to be aware of this when they are supporting the individual child during this procedure. The pupils should be kept informed verbally of what is going to happen during each stage of the hoisting, so that they can begin to anticipate certain parts of the routine.  This will enable them to gain some understanding and develop their confidence in being hoisted. 
This Manual Handling Policy outlines St Andrew’s School’s commitment and plan of action to eliminate, or at least reduce so far as possible, the risk of injury associated with manual handling activities carried out during the course of our work. 
Our Key Principles
To wherever possible to avoid any manual handling or moving and handling procedures.

To eliminate or a least minimise the risk of injury associated with manual handling activities by following a safe manual handling and where possible a non-lifting policy for pupils and adults and a safe manual handling and lifting policy for inanimate loads.
Where it is not practicable to take steps to reduce all risk of injury to staff a written risk assessment on manual handling operations considering the four aspects of task, load, environment and individual will be produced.  These risk assessments will be written, maintained and reviewed regularly by the schools health and safety representative, the Head Teacher.  
Putting these Principles into Practice 
It is the Head Teacher’s responsibility to ensure that there is enough resources in terms of money, equipment, work time, training and staffing levels to implement, maintain and develop this policy.  It is also the Head Teacher’s responsibility to ensure that all staff are aware of their legal duties and responsibilities in relation to manual handling and that these are complied with. 
Any member of staff who notices any faulty equipment or staff not adhering to this policy should report it immediately to the Head Teacher. 

Physical Intervention 
It is the duty of staff to promote the best interests of pupils at all times. 
Physical intervention is the positive application of force with the intention of preventing the other person freedom of movement and continuing to do so against resistance. Physical Intervention is only used as a last resort to support a person if it is required to protect them from causing significant harm to themselves or other people. The amount of force used is to be reasonable in the circumstances. Staff have been trained to use CALM physical intervention techniques and are expected to work within the framework provided by these approaches. Physical Interventions should only be employed for the minimum amount of time to ensure the safety of all behaviour. Any use of Physical Restraint must be reporting on the appropriate reporting form within 24 hours, and communicated to parents on the day of the restraint taking place. All incidents of physical restraint are reported to the relevant professionals, and parents or carers. 
Risk Management 
Assessment of Risk 

The responsibility of ensuring that a risk assessment is completed lies with the Head Teacher. An assessment of manual handling activities to be carried out by all staff in each manual handling task undertaken. Risks that are identified will be reduced to the lowest level reasonably practicable taking into account the best interest of the pupil.

The following factors will be considered during a risk assessment:

· holding loads at a distance from trunk of the body

· unsatisfactory bodily movement or posture, especially

· twisting the trunk of the body

· stooping

· reaching upwards

· excessive movements of loads especially

· excessive lifting and lowering distances

· excessive carrying distances

· excessive pushing and pulling loads

· risk of sudden movement of loads

· frequent or prolonged physical effort

· insufficient rest or recovery periods

· a rate of work imposed by a process

· knowledge about the pupil to be handled, their abilities and disabilities and manual accessibility plan

· skills and confidence of handler

· hazards relating to handler, e.g. clothing, footwear, jewellery, hair, fingernails

· attitudes and feelings of the handler towards the person / load to be handled

· age and gender of the handlers

· being realistic about your own capabilities  and acknowledgement that this can change from day to day, e.g. after swimming, pregnancy, illness

· the environment where the manual handling will take place including 
· clutter and obstruction

· slippery, uneven or unstable floor surfaces

· handling height

· noise and distraction

· space for handling to allow good posture

· equipment in use

· availability and access to handling equipment

· degree of privacy in the surroundings

· sensitivity of the area, e.g. toilet, changing area

These risk assessments should be reassessed dynamically before and during each procedure and evaluated after each procedure. 
Training and support for staff 
Regular training relating to this policy will be completed, all support staff will be trained in moving and handling, and all staff completing the Movement Opportunities Via Education (MOVE) programme will complete this training and the MOVE Practitioners training.  All staff who are deemed fit will complete the CALM theory and Physical Intervention training. 
Implementation
The Head Teacher MUST ensure:
· all hazardous manual handling operations to be performed have been identified

· that all hazardous manual handling operations are avoided so far as is reasonably practicable

· all manual handling activities are assessed and risk assessment produced if required

· the risk to injury is reduced as much as reasonably practicable

· any injuries or incidents are reported, investigated and action taken in accordance with Aberdeenshire and School Policy
· safety arrangements for manual handling activities are regularly monitored and reviewed

· this policy is bought to the attention of all staff

Physiotherapists and Occupational Therapists MUST:
· advise the school on the manual handling of individual pupils and contribute to the pupils Managing Accessibility Plan (MAP) / Manual Handling Risk Assessments. 
· contribute to the development and review of the Manual Handling Policy

· offer advice on appropriate equipment and best practice throughout the school

All staff MUST:

· be aware of this policy and comply with it, so as to eliminate or at least minimise the risk of injury to themselves and / or others from manual handling activities

· report any shortcomings to the Head Teacher

· co-operate in all matters necessary to eliminate or at least reduce the risk of injury associated with manual handling activities 

· declare the existence of any health or other conditions which could affect their ability to perform manual handling activities safely

· bring any unsafe practice to the attention of the Head Teacher
· undertake the necessary specified training in order to perform their duties
· ensure their own and others health is not put at risk when carrying out manual handling activities

· comply with instructions and training provided for safe manual handling

Use of hoists

Some pupils are required to be lifted in a hoist. At all times hoisting should be undertaken in pairs with only trained staff members operating the hoist, when they feel competent and confident.  Staff may only operate hoists after receiving hoist training.
MOVE passports and Manual Handling Risk Assessments will be written for each pupil who requires manual handling input through the MOVE programme. This should inform staff of the equipment used for transfers and the safest way to carry out all manual handling relating to the pupil.  These plans will be kept in the pupil’s current paperwork folders (yellow) in the classroom. It is the responsibility of staff working with the pupil to have read this document, and to use the handling equipment as stated in the plan, thus ensuring their own safety and that of the child.  If the situation changes for the equipment or strategies updated, it is the MOVE co-ordinators responsibility to update the MOVE passport and make support staff aware of the changes. 
Complaints Procedure 
Should parents or other relevant professionals have any complaints concerning the implementation of this Manual Handling Policy, they should initially contact the Head Teacher and follow the School’s Complaint Policy. 
Review 
This policy was reviewed and amended in March 2018 and will be reviewed again in April 2020. 

