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1 Purpose 
This procedure provides information on the risks associated with manual tasks 
and the prevention of injuries. 

2 Scope 
This procedure applies to all citic Pacific Mining (CPM) employees, Contractors, 
Sub-Contractors and anyone engaged in works at the Sino Iron project  

3 Responsibilities 
Role Responsibilities 

Managers and 
Supervisors 

Ensure: 

• All hazardous manual tasks are identified, assessed, 
controlled and monitored in their work areas; 

• All employees receive relevant training as per section 7. 

Personnel Includes employees, contractors and sub-contractors: 

• Ensure that they are familiar with this procedure. 

• Ensure that they comply with this procedure. 

• Any injuries sustained are reported immediately to a 
Supervisor 

4 Procedure 

4.1 Manual Tasks 
The term manual task covers any activity that requires a person to use his or her 
physical body (musculoskeletal system) to perform work. This includes the use of 
force for lifting, lowering, pushing, pulling, carrying, moving, holding or restraining 
any object, animal, person or thing. It also includes work involving repetitive 
actions or sustained postures and concurrent exposure to vibration. Manual task 
replaces the previously used term ‘manual handling’. 

4.2 Hazardous Manual Tasks 
There is no prescribed weight limit for men or women lifting loads as the weight of 
a load is only one factor that may contribute to an injury. Each manual task 
should be risk assessed to determine the appropriate method of lifting e.g. 
single/multiple person lift or use of mechanical aids. 
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All activities involve some form of manual task. To distinguish between activities 
that pose potential problems and those that do not, the term hazardous manual 
task is used. Hazardous manual task refers to any manual task with 
characteristics that increase the risk of injury, such as: 

• repetitive or sustained application of force; 

• repetitive or sustained awkward postures; 

• repetitive or sustained movements; 

• application of high force, including jerking or unexpected forces; 

• exposure to sustained vibration in combination with any of the above;  

• handling of live people or animals; and 

• handling of loads that are unstable, unbalanced or difficult to grasp or 
hold. 

Refer to DR001941 CPM Risk Assessment Procedure for the risk based 
approach to assessing manual tasks.  

4.3 Whole Body Vibration 
Whole-body vibration is when vibration is transmitted to the whole body by a 
supporting surface (i.e. seat or floor). It is commonly experienced in workplaces 
by drivers, operators and passengers in a variety of vehicles and machines. The 
term ‘rough ride’ is sometimes used for the jolting and jarring that may be 
experienced. 

The longer a worker undertaking manual tasks is exposed to whole-body 
vibration, the greater the risk of musculoskeletal disorder. The most commonly 
reported musculoskeletal disorder from exposure to whole-body vibration is low-
back pain. 

The main sources of harmful whole-body vibration in vehicles and machines are: 

• rough road and poor work surface conditions; and 

• vehicle activity. 

Factors that can decrease or increase exposure include: 

• road construction and maintenance; 

• vehicle type and design; 

• age and condition of vehicle; 

• maintenance of vehicle suspension systems; 

• seat design, suspension and maintenance; 

• cab ergonomics, orientation and operator posture states; 

• vehicle speed, driver skill and awareness; and 

• lighting and visibility. 
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4.4 Hand Arm Vibration 
Hand–arm vibration is when vibration is transmitted to the hand and arm. The 
vibration can be transmitted during the operation of hand-held power tools and 
hand-guided equipment, or when holding materials being processed by 
machines. Hand–arm vibration is commonly experienced in workplaces by 
workers who regularly use tools such as jackhammers, grinders and drills.  

Exposure to hand–arm vibration can result in disrupted blood and oxygen 
circulation in the hand and forearm, as well as damage to nerves and tendons, 
muscles bones and joints. It can cause a range of conditions collectively known 
as hand–arm vibration syndrome (HAVS) and specific disorders such as carpal 
tunnel syndrome and lateral epicondylitis (commonly known as ‘tennis elbow’). 
The most common condition resulting from exposure to hand–arm vibration is 
aptly named ‘vibration white finger’. 

Affected workers typically report one or more of the following symptoms: 

• tingling and numbness in the fingers; 

• decrease in touch sensitivity loss of grip strength; 

• whitening of one or more fingers, particularly when exposed to cold; and 

• pain and cold sensation between attacks of vibration white finger. 

4.5 Musculoskeletal Disorder (MSD) 
Performing hazardous manual tasks at work can lead to a variety of injuries and 
conditions, collectively referred to as musculoskeletal disorders, including: 

• Strain and sprain of muscles, ligaments and tendons; 

• back injuries, including damage to the muscles, tendons, ligaments, spinal 
discs, nerves, joints and bones; 

• joint injuries or degeneration, including injuries to the shoulder, elbow, 
wrist, hip, knee, ankle, hands and feet; 

• bone injuries; 

• nerve injuries; 

• muscular and vascular disorders as a result of hand-arm vibration; and  

• soft tissue hernias. 

A single event of exertion when performing a hazardous manual task can result in 
a musculoskeletal disorder. More commonly, however, such injuries are caused 
by accumulative ‘wear and tear’ on the musculoskeletal system. 
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5 Manual Tasks Risks 
Manual tasks requires consultation with personnel, observation of manual tasks, 
and reviewing workplace records. The following examples provide some 
guidance on what constitutes a manual task risk: 

• An injury has been recorded which was associated with performance of 
the task; 

• Postures involving substantial deviations from normal posture and/or the 
size and shape of an object regardless of weight, or access/egress to the 
task environment; 

• If the task involves repetitive movements;  

• Personnel have improvised controls for the task not already documented 
in the risk minimisation/mitigation procedure. 

6 Manual Task Controls 
Where a procedure or Safe Work Instruction (SWI) is not applicable, a risk 
assessment process should be used to control hazards associated with manual 
tasks. Utilising the Heirarchy of Control methodology, below are examples of 
controls used: 

Elimination 

Having determined that hazardous manual tasks are performed in a workplace, 
the first step is to determine whether any or all manual tasks can be eliminated. 
This could be done by examining the flow of materials and reducing double 
handling.  

Substitution 

A large range of mechanical aids are available to reduce manual tasks risks- 
Hoists, overhead cranes, vacuum lifters, trolleys conveyers, turntables, 
monorails, adjustable height pallets and forklifts. 
Reducing the size and weight of loads. 

Isolate 

Isolating or separating the hazard or hazardous work practice from people 
involved.  

Engineering 

Changing work areas - work height, space, reach distances. 
Installing devices that assist in the prevention of injury. 

Administrative Controls 

Provision of adequate rest breaks can reduce injury risks. 
Job rotation and task variety. 
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Correct manual task training and awareness. 
Signage highlighting equipment weight and correct manual task techniques. 
Personnel are fit for work; refer to DR001898 CPM Fitness for Work Procedure. 

Personal Protective Equipment 

Some forms of PPE may be effective in reducing manual task injury risk. Knee 
pads, protective aprons, and gloves are examples, however these control 
measures should be considered the last line of defence in the Hierarchy of 
Controls 
For more information please refer to DR131530 CPM Hazard Management and 
Safety Tools Procedure. 

7 Monitor and Review 
Managing manual tasks risk is an iterative ’continuous improvement’ process. A 
risk assessment should be undertaken following implementation of any control 
measures to assess whether the controls are working as anticipated, and identify 
if new risks have been introduced. 

8 Training and Education 
Manual task training is available to all CPM employees, for more information 
contact Injury Management injury.management@citicpacificmining.com 

9 Record Keeping 
Records shall be kept of potentially hazardous tasks identified, risk assessments 
undertaken; control measures suggested, control measures implemented, and 
the subsequent reassessment undertaken following the implementation of control 
measures. Ideally, these records should be kept in an easily accessible format to 
facilitate sharing across the organisation. Refer to DR008575 HS Document and 
Record Control Procedure. 

Training records shall also be kept, preferably recorded in the company training 
data base. 
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