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This publication is one of a number of learning guides produced by The Australian Medical 
Association (WA) Inc as a resource for the health sector. It is utilised within AMA Training Services 
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The development of this workbook was undertaken by a number of trainers and developers within 
AMA and HTA, who have both industry knowledge and specific expertise in the course content.  
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INFORMATION FOR STUDENTS 
 
This learning guide will assist you in developing skills and knowledge to work effectively in the 
health industry and to apply these skills to your workplace and daily tasks.  
 
Training  
 
Competence means that you have the required knowledge and skills to do your job. These are 
described in ‘competency standards’. Your training will be based on these to make sure it is 
relevant to the needs of your job and yourself.  
 
The purpose of the training is to develop your workplace competence, so you will be expected to 
practise your skills whenever you can. This can be done through work experience, practical 
sessions in a training organisation or through your full time or part-time job. It is important that you 
have both theoretical and practical skills and knowledge.  
 
On and Off-the-Job Training 
 
Your training may consist of on-the-job coaching with your workplace supervisor and/or trainer on a 
one-to-one or small group basis. It may also involve formal training sessions conducted off-the-job 
in addition to working through your learning guide. Make sure you ask lots of questions, complete 
the activities. 
 

If you do not understand any part of the unit, please contact your Trainer. 
 
Assessment  
 
Once you have completed your training and practised your skills, you will be ready to have your 
skills and knowledge assessed. The purpose of this is not to see if you can pass a test but to 
determine if you can perform work tasks competently.  
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Tips for Students 

 
 
Read through the information in the learning guide carefully. Make sure you understand the 
material. If you come across anything you do not understand:  
 

• Discuss your training with your trainer and make sure you understand what is required and how 
the training will be organised. 

• Ask for feedback on your progress as you work through the activities.  

• Ask for help when you need it. Talk to more experienced colleagues or your trainer and ask for 
their guidance. 

• Listen, take notes, ask questions and practise your new skills as often as possible. This way 
you will improve your speed, memory, and also your confidence. 

• During your training, you should seek other sources of information as well; e.g. reference 
books, the internet.  

• Try to relate the information presented in this learning guide to your own experiences and to 
what you already know. 

• Work through the activities. They are there for a reason and even if you already have the 
knowledge or skills relating to a particular activity, doing them will help to reinforce what you 
already know. If you do not understand an activity, think carefully about the way the question or 
instructions are phrased. 

 

 

Students are to read through the learning guide and work through the 
assignments. 
NOTE: after completing the assignments read and sign the Student 
Declaration before submitting. 

 



HLTWHS005 CONDUCT MANUAL TASKS SAFELY 

 

 
HLTWHS005 © Health Training Australia (Inc)  

 

6 
 

 

INTRODUCTION 
 
This unit is provided as a collective unit for health support workers who have a multi-functional role 
within a heath care facility but can also be adapted for workers who have a more specific support 
role in relation to providing quality health care services.  
 

 

In this unit examples are given from Western Australian legislation. Each 
State and Territory has adapted legislation according to their needs and 
requirements.  
To look at legislation that governs your State or Territory go to:  
Australian Government website www.australia.gov.au/Legislation 

 
Your duties in a health support worker’s role will include the ability to work safely utilising safe 
manual handling techniques and equipment. 
 
This unit will provide you with the underpinning knowledge of how you can implement strategies to 
improve manual handling processes in the workplace, while complying with your organisation’s 
Work Health and Safety (WHS) policies and procedures. 
 
In reading through the learning guide you may well come across information and tasks that are not 
your everyday responsibility. However, by completing this unit you will gain a better understanding 
of your role and responsibilities in a health care setting and thereby improve your existing skills and 
knowledge in your current work role.  
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LEARNING OUTCOMES 
 
This learning guide will provide you with information that will assist in your learning and 
development to carry out work in a safe manner within the health care environment. 
 
Completing this workbook aims to provide you with a greater understanding of the principles and 
techniques associated with: 
 

• Follow organisational policies and procedures for a particular task to minimise risk of injury. 

• Utilise and implement strategies as directed to improve workplace organisation. 
 
In order to be competent in this unit you will be able to: 
 

• Define the meaning of ‘Manual Handling’. 

• Describe the ‘Codes of Practice’ for Manual Tasks.  

• Demonstrate an understanding of manual handling hazards and risks in the workplace. 

• Apply the ‘Codes of Practice’ for Manual Tasks 

• Identify additional risk factors when completing manual handling tasks. 

• Describe workplace policies and procedures for injury reporting and return to work programs. 
 
Knowledge Evidence 
 
This learning guide provides you with the knowledge required of this unit.  
 
The unit of competency requires you to demonstrate the essential knowledge required to 
effectively complete tasks outlined in elements and performance criteria of this unit (to see the 
complete unit refer to your Record Book). Manage tasks and manage contingencies in the context 
of the work role.  
 

• Key information from work health and safety (WHS) regulations relating to manual tasks and 
national code of practice. 

• Role and responsibilities of the employer and employees in relation to manual handling safety. 

• Ways in which individual workers are involved in consultation about workplace health and 
safety. 

• Reporting mechanisms required for workplace injury and compensation claims. 

• Key aspects of the risk management approach to manual tasks. 

• Risk factors and potential sources of risks of hazardous manual tasks: 

- Repetition. 

- Forces. 

- Postures. 

- Vibration. 

- Systems of work. 

• Types of manual task activity and the types of injuries that can result. 

• The relationship between the human body and risk of injury from performing manual tasks. 

• Functions of the human body:  

- Basic function of the spine. 

- Body postures. 

- Types of muscles.  

- Principles of levers. 
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• Manual handling techniques that support safe work practice: 

- Preparing the load/client. 

- Preparing the environment. 

- Using the stronger muscles in the legs where possible, rather than spinal muscles. 

- Maintaining a neutral spine when lifting and carrying.  

- Using two hands to lift or carry.  

- Keeping the load close to the body/centre of gravity. 

- Avoiding lifting objects above shoulder height. 

- Minimising repetitive movements.  

- Positions not held for long periods of time. 

- Avoiding twisting by repositioning feet whilst turning. 

• Types and operational features of mechanical aids, tools and equipment. 
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MANUAL HANDLING RIGHTS AND RESPONSIBILITIES  
 
What is duty of care? 
‘Duty of Care’ describes duties that the Act places upon people to ensure their own safety at work 
and that of others who are at the workplace or who might be injured by the work. 
 
These duties are aimed at preventing anyone being killed, injured or contracting an illness because 
of work or activities at a workplace, including using plant or equipment. 
 
Duties of Employers 
 
For example; in ‘Part 2, Division 1 of the Work Health and Safety Act’ - Employers must, in so far 
as is practicable, provide and maintain a working environment where the employees are not 
exposed to hazards. 

 

1. A person conducting a business or undertaking must ensure, so far as is reasonably 
practicable, the health and safety of: 

a. Workers engaged, or caused to be engaged by the person. 

b. Workers whose activities in carrying out work are influenced or directed by the person; 
while the workers are at work in the business or undertaking. 

2. A person conducting a business or undertaking must ensure, so far as is reasonably 
practicable, that the health and safety of other persons is not put at risk from work carried out 
as part of the conduct of the business or undertaking. 

 
What it means for you 

• Employees are given suitable and adequate training. 

• Employers will consult with employees and WHS representatives about 
workplace changes and safety issues. 

• Employers will provide correct, well maintained Personal Protective 
Equipment (PPE) to employees. 

• Employers will provide safe well maintained equipment. 

• Employers will provide safety advice and training for dangerous 
chemicals in the workplace. 

• WorkSafe is the government organisation responsible for ensuring 
compliance with WHS requirements. 

 
Duties of Employees 
 
For example; ‘Division 4, Section 28 of the Work Health and Safety Act’ - Employees must take 
reasonable care of their own safety and health at work and avoid harming the safety and health of 
other people. 
 
While at work, a worker must: 

a. Take reasonable care for his or her own health and safety. 

b. Take reasonable care that his or her acts or omissions do not adversely affect the health and 
safety of other persons. 

c. Comply, so far as the worker is reasonably able, with any reasonable instruction that is given 
by the person conducting the business or undertaking to allow the person to comply with this 
Act. 

d. Co-operate with any reasonable policy or procedure of the person conducting the business or 
undertaking relating to health or safety at the workplace that has been notified to workers. 
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What it means for you 

• Follow the instructions. 

• Ask if unsure. 

• Use PPE when required to do so. 

• Never use damaged PPE. 

• Report damage immediately. 

• Never use damaged equipment. 

• Know the hazard reporting system. 

• Co-operate with any investigations. 

• Know the injury reporting system. 

• Have knowledge of the types of illnesses that may need to be reported. 

• Take part in the consultative processes at work. 
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MANUAL HANDLING  
 
Manual handling is defined as: 
 

‘Any activity requiring the use of force exerted by a person to lift, lower, push, carry or otherwise 
move, hold or restrain a person, animal or thing’. 

 
 

• Manual handling includes any activity involving repetitive and/or forceful movements; e.g. 
keying in data, using a screw driver, moving loads, moving people.  

• Or activity where the person must maintain static, constrained or awkward postures; e.g. 
driving, leaning over to make beds. 

 
Code of Practice 
 
The Code of Practice for Manual Tasks deals primarily with handling loads and where manual 
handling is repetitive or there are awkward postures. 

 
In a health care environment both ‘Code of Practice’ is relevant to ensuring 
the safety of the health support worker. 
 
 

Code of Practice 
For manual work tasks involving: 

• Transfer of heavy loads. 

• Non repetitive actions. 

• Repetitive or forceful movements. 

• Maintenance of constrained or awkward postures. 
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Activity 5 

 
a. Provide an example of what could be or was a hazard in your work place. 

 

 

 

 

 

 

b. Explain the safety measures that could be or was put in place for the hazard. 

 

 

 

 

 

Activity 6 
 
Explain what an environmental hazard is and provide an example. 

 

 

 

 

 

 

 

Activity 7 
 
Describe your role in controlling the risk of injury to yourself and/or others in your 
workplace. 

 

 

 

 

 

 

 

 
 


