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HANDLING AND MANAGEMENT 

Policy

The Occupational Safety and Health Legislation refers to a Duty of Care which is placed on both employers and employees to ensure a safe working environment as far as is practicable. 

Manual handling is defined in the Worksafe Code of Practice as “any activity requiring the use of force exerted by a person to lift, lower, push, pull, carry or otherwise move, hold or restrain a person, animal or thing”. 

The dependent nature of the management of consumer conditions requires precise handling and management techniques to ensure the safety and wellbeing of consumers and staff. These techniques are prescribed by internal and/or external professional staff as appropriate. They will be carried out in consultation with consumers, parents, the Organisation therapy staff and carers. 

Where a consumer :

· is unable to weight bear;

· has poor upper body ability and strength; or

· whose ability to weight bear is unpredictable and whose ability to transfer safely has declined;

an appropriate aid is to be used for all transfers. 

A handling and management document, specific to each consumer, will outline the physical assistance and lifting techniques required to effect a safe transfer. The aim being to minimise risk of injury for staff and consumers.  Handling and management documents developed by the Organisation therapists are to be signed by the therapists/area supervisor or coordinator and the consumer. 

For some program areas at the Organisation the MACROBUTTON NoMacro [Click here and type the position of the appropriate person] will need to ensure that agencies that have referred consumers to the Organisation services provide up to date handling and management procedures.  All documents must identify which agency provided the procedure.

Handling and management documents, equipment and training will be accessible to all staff and consumers.
Some consumers will have their handling and management procedures reviewed at least annually while the others will be reviewed at least once every eighteen months.

The criteria for review will be based on the individual needs of consumers.

Initial handling and management assessments must be completed or obtained for all new consumers registered with the Organisation in all program areas. Responsibility to ensure this happens lies with MACROBUTTON NoMacro [Click here and type the position of the appropriate person].

It is the responsibility of all the Organisation staff to immediately report any handling and management hazards or concerns associated with consumers to their Supervisor or Manager, e.g. where the physical status of a consumer has changed or where there are problems arising from current handling and management procedures. 

It is the responsibility of the MACROBUTTON NoMacro [Click here and type the position of the appropriate person] to investigate the matter prior to referring the consumer for review, either within the Organisation or with another agency as appropriate. There may be occasions where the problem identified may not be associated with handling and management procedures, but other factors, including non compliance by consumers, staff not following set procedures or communication problems.  The MACROBUTTON NoMacro [Click here and type the position of the appropriate person] may need to implement an interim measure pending a full review.

Where it is deemed that a consumer’s handling and management procedure is no longer valid because the consumer’s physical status or circumstances have changed, a referral is to be made to consumer’s therapists or to the appropriate external agencies for a review. If the review is deemed urgent and the existing the Organisation’s therapist resources are not available to respond within five working days, the MACROBUTTON NoMacro [Click here and type the position of the appropriate person] will either assist personally or negotiate the purchase of external expertise.

All the Organisation staff, volunteers and consumers must adhere to the directions of the handling and management document, which must conform to safety and health legislation.  The Organisation reserves the right to insist on the use of specific procedures where the safety and wellbeing of staff and/or consumers is at risk.

Failure of staff and volunteers to comply with prescribed handling and management procedures may result in consequences as outlined in the Organisation policy on “Poor Performance and Unacceptable Behaviour by Staff”.  Non compliance by consumers with handling and management assessments or procedures may result in withdrawal of the Organisation’s services. 



Procedure
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Routine

Reviews

External

Reviews

At Risk

Reviews

All consumers scheduled for

annual or 18 month reviews

depending upon needs

assessment.

For non-core consumers the Case Staff

member assigned within the program is to

contact appropriate external agencies to

obtain current written H & M procedures.

This is to be added to the consumer’s file.

Problem, hazard, change

of status of consumer

identified either by carer,

family member, therapist,

assistant, medical officer

or support worker.

Information MUST be reported

to supervisor, coordinator or

manager who writes-up

concern using hazard

identification form.

consumer’s therapist notifies key

stakeholders (consumer,

therapists, supervisor,

coordinator, medical officer or

manager) of impending review

and coordinates time for review.

Three weeks notice to be given.

When a staff member identifies a change in the

consumer’s needs or physical status, then the

Manager needs to make a referral to the

external agency.  The new H & M procedure

must then be received in writing provided to the

consumer and program staff.

Supervisor, coordinator or manager

investigates matter, gathers information

and assesses level of risk.  Manager

may implement interim measure pending

full review and advise all key

stakeholders re outcome.

Supervisor, coordinator or

medical officer collects and

documents information pertaining

to consumer from staff and

forwards to the therapist.

Interdepartmental referral form

completed by supervisor,

coordinator or manager indicating

urgency of situation and sent to

consumer’s therapist with all

documented information gathered.

H & M review  incorporating key

stakeholders, which may include

consumer, family, carers, therapists,

coordinator or medical officer.  NB.  If

review does not happen, therapist to

inform supervisor, coordinator or manager

in writing of reason.

Therapist responds to referring

person within 48 hours.

Therapist updates documentation, obtains

signature of consumer and ensures

distribution to supervisor, coordinator or

manager and consumer, plus a copy to the

central file.  NB.  All previous H & M

documentation to be retained at back of

file.

Consumer’s therapist facilitates H & M

review within five working days

incorporating key stakeholders which may

include family, carers, therapists, medical

offivcers etc.  If urgent Manager may be

able to assist or through external purchase

of expertise.  (NB.  If for whatever reason

the review does not happen, supervisor,

coordinator or manager informed

immediately.)

Supervisor, coordinator or manager

distributes information to appropriate staff

and liaises with therapists for training of

new techniques where applicable.

Therapists to train coordinator/supervisor

and identified key staff.  Coordinator/

supervisor to ensure that training gets

passed onto other staff as required.

Therapist updates documentation obtains

signatures of consumer and sends copy to

supervisor, coordinator or manager and

consumer.  Ensures distribution to all relevant

files/areas.

Manager liaises with agency to provide

training to program staff.

Records reviewed quarterly by

(insert name of appropriate

Person).

Supervisor, coordinator or manager distributes

information to staff and liaises with therapists for

training of new techniques where applicable.

Therapists to train coordinator/supervisor and

identified key staff.  Coordinator/supervisor to

ensure that training gets passed onto other staff as

required.
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