
Construction industry

Hazardous manual tasks site verification assessment tool

Assessment details
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	Principal contractor 
	

	What is the category of construction work taking place?
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	Project name:

	Project number:
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	Legal name
	Trading name
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	Contact details
	

	Name 
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	Job title
	

	
	

	Name
	

	Phone 
	

	Job title
	


 Hazardous manual tasks site verification assessment tool

	Manual task risk management


	Evidence
	Comments

	SUBCONTRACTOR 1
	
	

	1. What are the hazardous manual tasks on this job? 


	· Observations

· Talk to workers

View:

· Risk/hazard register

· Risk assessments

· SWP/JSAs 


	

	Task 1 assessment
	
	

	2. What is the manual task that is being assessed?

a. Name of  task or activity:

	
	

	b. Location where task occurs:

	
	

	c. Who performs the task:


	
	

	d. General description:


	
	

	3. Does the above task involve any of the following risk factors? Tick all that are relevant
· Repetitive or sustained force 

· Repetitive movement 

· Sustained and/or awkward posture 

(‘Repetitive’ means that a movement or force is performed more than twice a minute and ‘sustained’ means a posture or force is held for more than 30 seconds at a time.)


	
	

	4. Does the task involve long duration? Tick all that are relevant
Is the task done:

· for more than a total of two hours over a whole shift

· continuously for more than 30 minutes at a time?

	
	

	5. Does the task involve high or sudden force? 

( Yes      ( No


	
	

	6. Does the task involve vibration? 

( Yes      ( No


	
	

	7. Is there a risk of musculoskeletal disorder (i.e. the risk has not been controlled)?? The task involves a risk musculoskeletal disorder if you have ticked any boxes or answered ‘yes’ to either:
· Question 3 AND Question 4

· Question 5

· Question 6 (If you answered ‘yes’ to Question 6  the task may be a risk but it will require further investigation.  Further guidance on vibration can be obtained from www.worksafe.qld.gov.au).
( Yes      ( No

If you ticked yes then the task is a risk and risk control is required. 

(section 60 of the WHS Regulation 2011)


	
	

	8. What are the sources of uncontrolled risk that are outside the scope of the subcontractor to control? Tick all that are relevant and provide details.
· Problem with the nature, size, weight or number of things handled in performing the manual task

· Problem with the design or layout of the work area

· Problem with the environment in which the manual task is performed

· Problem with the systems of work 

· None

Provide details

(section 16 of the WHS Act 2011)


	
	

	Verification of systems
	
	

	9. Are workers consulted on any of the following with regards to hazardous manual tasks (HMT)? Tick all that are relevant
· Hazard identification 

· Risk assessment and identification of sources of risk

· Controls development and implementation 

· Purchasing equipment 

· Development of safety procedures 

· Trialling and reviewing manual tasks solutions before a final decision or purchase 

(sections 47 and 49 of the WHS Act )

	· Confirm with workers
	

	10. Did the PC induction include information about HMT procedures and risk management that was easily understood by you and your workmates?

( Yes      ( No


	Ask if workers if they :

· know how to report hazard/ incident

· are aware of and understand HMT risk management and hierarchy of control 
	

	11. Have workers received training about HMT on this project? 
( Yes      ( No

(section 19 of the WHS Act, section 39 of the WHS regulation)


	· Confirm with workers
	

	12. Does manual tasks training include information on:  
· manual task risk management  including:

· the characteristics of hazardous manual tasks

· specific manual task risks and the measures in place to control them

· how to perform manual tasks safely (including the use of mechanical aids, tools, equipment and safety working procedures), and 

· how to report a problem or maintenance issue.
( Yes      ( No

(Hazardous Manual Tasks Code of Practice 2011)


	Ask workers if they know and understand:

· the HMT risk factors

· MT risks associated with task 1 (or other HMT)
· controls implemented and
· how to perform the task safely
	

	13. Do the subcontractor managers and/or supervisors resolve the manual tasks issues raised by workers following the hierarchy of controls?

( Yes      ( No

(section 19 of the WHS Act, section 36, part 3.1 and section 60, part 4.2 of the WHS regulation
	· Confirm with workers
	

	14. Do the principal contractor managers and/or supervisors resolve the manual tasks issues raised by workers following the hierarchy of controls?

( Yes      ( No

(section 19 of the WHS Act, section 36, part 3.1 and section 60, part 4.2 of the WHS regulation
	Confirm with: 

· workers 

· foreman 

· subcontractor management

	

	15. Have there been any HMT or musculoskeletal injuries reported on this project? 

( Yes      ( No


	Confirm with:

· workers
· foreman


	

	16. Has task 1 been reported to the PC by the subcontractor as a HMT?

( Yes      ( No


	Confirm with:

· workers

· foreman


	

	17. Are proactive audits undertaken that include HMT on this project?

( Yes      ( No


	Confirm with:

· workers

· foreman


	

	18. Have there been any corrective action(s) implemented as a result of a musculoskeletal injury or identification of a HMT on this project? 

( Yes      ( No

Please describe:


	Confirm with:

· workers

· foreman

View:

· Risk assessments, 
· OHS meeting minutes and actions

· Worker/subcontractor sign off on corrective actions
	

	19. Have any procedures/work practices been updated as a result of a HMT risk assessment or MSD incident on this project?

( Yes      ( No    


	Confirm with 
· workers
· foreman
View:

·  procedures

	

	20. Are HMT controls monitored and reviewed by the subcontractor?

( Yes      ( No


	· Confirm with workers

View:

· Risk assessments, amendments to work procedure
	

	21. Did the PC consult with subcontractor 1 and other stakeholders before work started on the project about hazardous manual tasks relevant to the subcontractor’s scope of works? 

( Yes      ( No

(WHS Act 2011 s46)


	Confirm with: 
· foreman
· subcontractor management

	

	22. During the planning stage, did the principal contractor assess and manage any specific HMT (for example manual screeding and raking concrete, manual handling of rebar, manual handling of fire rated/sound rated plasterboard) operation of plant) with consideration of any of the following? (tick all relevant) 

a. postures, movements, forces and vibration relating to the hazardous manual task; and

b. the duration and frequency of the hazardous manual task; and

c. workplace environmental conditions that may affect the hazardous manual task or the worker performing it; and

d. the design of the work area for example: 
· site access

· access and space inside
· ability to use mechanical aids: and

e. the layout of the workplace; and

f. the systems of work used; and

g. the nature, size, weight or number of persons, animals or things involved in carrying out the hazardous manual task for example:
· Choice of material including:  

· the specifications such as size, weight and shape of the materials; and

· how the material will be handled safely:

· during delivery;

· on site; and

· during installation.

(section 60 of the WHS regulation)


	Confirm with:
·  foreman
·  subcontractor management
View: 

· completed risk assessments that include:

· identification of the risk factors:

· repetitive or sustained force 

· high or sudden force 

· repetitive movement 

· sustained or awkward posture

· exposure to vibration

· duration 

· sources of risk

· controls that have been implemented

· site specific procedures that reflect these controls


	

	23. At the tendering stage for the work, were controls for hazardous manual tasks discussed and specified?

( Yes      ( No


	Confirm with:

· foreman
· subcontractor management
View: 
· SWP/SWMS that reflect application of the hierarchy of controls such as telehandlers, trolleys, sheet lifters, smaller sheets, alternative materials etc


	

	SUBCONTRACTOR 2

	
	

	24. What are the hazardous manual tasks on this project? 


	· Observations

· Talk to workers

View:

· Risk/hazard register

· Risk assessments

· SWP/JSAs 


	

	Task 2 assessment
	
	

	25. What is the manual task that is being assessed?

e. Name of  task or activity:

	
	

	f. Location where task occurs:

	
	

	g. Who performs the task:


	
	

	h. General description:


	
	

	26. Does the above task involve any of the following risk factors? Tick all that are relevant
· Repetitive or sustained force 

· Repetitive movement 

· Sustained and/or awkward posture 

(‘Repetitive’ means that a movement or force is performed more than twice a minute and ‘sustained’ means a posture or force is held for more than 30 seconds at a time.)


	
	

	27. Does the task involve long duration? Tick all that are relevant
Is the task done:

· for more than a total of two hours over a whole shift

· continuously for more than 30 minutes at a time?

	
	

	28. Does the task involve high or sudden force? 

( Yes      ( No


	
	

	29. Does the task involve vibration? 

( Yes      ( No


	
	

	30. Is there a risk of musculoskeletal disorder (i.e. the risk has not been controlled)?? The task involves a risk musculoskeletal disorder if you have ticked any boxes or answered ‘yes’ to either:
· Question 26 AND Question 27
· Question 28
· Question 29 (If you answered ‘yes’ to Question 6  the task may be a risk but it will require further investigation.  Further guidance on vibration can be obtained from www.worksafe.qld.gov.au).
( Yes      ( No

If you ticked yes then the task is a risk and risk control is required. 

(section 60 of the WHS Regulation 2011)


	
	

	31. What are the sources of uncontrolled risk that are outside the scope of the subcontractor to control? Tick all that are relevant and provide details.
· Problem with the nature, size, weight or number of things handled in performing the manual task

· Problem with the design or layout of the work area

· Problem with the environment in which the manual task is performed

· Problem with the systems of work 

· None

Provide details
(section 16 of the WHS Act 2011)


	
	

	Verification of systems
	
	

	32. Are workers consulted on any of the following with regards to hazardous manual tasks (HMT)? Tick all that are relevant
· Hazard identification 

· Risk assessment and identification of sources of risk

· Controls development and implementation 

· Purchasing equipment 

· Development of safety procedures 

· Trialling and reviewing manual tasks solutions before a final decision or purchase 

(sections 47 and 49 of the WHS Act )

	· Confirm with workers
	

	33. Did the PC induction include information about HMT procedures and risk management that was easily understood by you and your workmates?

( Yes      ( No


	Ask if workers if they :

· know how to report hazard/ incident

· are aware of and understand HMT risk management and hierarchy of control
	

	34. Have workers received training about HMT on this project? 
( Yes      ( No

(section 19 of the WHS Act, section 39 of the WHS regulation)


	· Confirm with workers
	

	35. Does manual tasks training and includes information on:  
· manual task risk management  including:

· the characteristics of hazardous manual tasks

· specific manual task risks and the measures in place to control them

· how to perform manual tasks safely (including the use of mechanical aids, tools, equipment and safety working procedures), and 

· how to report a problem or maintenance issue.
( Yes      ( No

(Hazardous Manual Tasks Code of Practice 2011)


	Ask workers if they know and understand:

· the HMT risk factors

· MT risks associated with task 2 (or other HMT)
· controls implemented and
· how to perform the task safely
	

	36. Do the subcontractor managers and/or supervisors resolve the manual tasks issues raised by workers following the hierarchy of controls?

( Yes      ( No

(WHS Act s19, WHS regulation Part 3.1; s60)
	· Confirm with workers
	

	37. Do the principal contractor managers and/or supervisors resolve the manual tasks issues raised by workers following the hierarchy of controls?

( Yes      ( No

(section 19 of the WHS Act, section 36, part 3.1 and section 60, part 4.2 of the WHS regulation
	Confirm with: 

· workers 

· foreman 

· subcontractor manager


	

	38. Have there been any HMT or musculoskeletal injuries reported on this project? 

( Yes      ( No


	Confirm with:

· workers
·  foreman
	

	39. Has task 2 been reported to the PC by the subcontractor as a HMT?

( Yes      ( No


	Confirm with:

· workers
· foreman 
	

	40. Are proactive audits undertaken that include HMT on this project?

( Yes      ( No


	Confirm with:

· workers
· foreman
	

	41. Have there been any corrective action(s) implemented as a result of a musculoskeletal injury or identification of a HMT on this project? 

( Yes      ( No

Please describe:


	Confirm with:

· workers
· foreman 

View:

· Risk assessments, amendments to work procedure
	

	42. Are HMT controls monitored and reviewed by the subcontractor?

( Yes      ( No


	View:

· Risk assessments, amendments to work procedure
	

	43. Have any procedures/work practices been updated as a result of a HMT risk assessment or MSD incident on this project?

( Yes      ( No    


	Confirm with:

· workers
· foreman 

· View procedures

	

	44. Did the PC consult with the subcontractor and other stakeholders before work started on the project about hazardous manual tasks relevant to the subcontractor’s scope of works? 

( Yes      ( No

(section 19 of the WHS Act, section 36, part 3.1 and section 60, part 4.2 of the WHS regulation 

	Confirm with:

· foreman
· subcontractor manager


	

	45. During the planning stage, did the principal contractor assess and manage any specific HMT (for example manual screeding and raking concrete, manual handling of rebar, manual handling of fire rated/sound rated plasterboard) operation of plant) with consideration of any of the following? (tick all relevant) 

h. postures, movements, forces and vibration relating to the hazardous manual task; and

i. the duration and frequency of the hazardous manual task; and

j. workplace environmental conditions that may affect the hazardous manual task or the worker performing it; and

k. the design of the work area for example: 
· site access

· access and space inside
· ability to use mechanical aids: and

l. the layout of the workplace; and

m. the systems of work used; and

n. the nature, size, weight or number of persons, animals or things involved in carrying out the hazardous manual task for example:
· Choice of material including:  

· the specifications such as size, weight and shape of the materials; and

· how the material will be handled safely:

· during delivery;

· on site; and

· during installation.

(section 60 of the WHS regulation 2011)


	Confirm with:
·  foreman
·  subcontractor management
View: 

· completed risk assessments that include: 
· identification of the risk factors:

· repetitive or sustained force 

· high or sudden force 

· repetitive movement 

· sustained or awkward posture

· exposure to vibration

· duration 

· sources of risk

· controls that have been implemented

· site specific procedures that reflect these controls


	

	46. At the tendering stage for the work, were controls for hazardous manual tasks discussed and specified?

( Yes      ( No


	· Confirm with;

· foreman
· subcontractor management
View: 
· SWP/SWMS that reflect application of the hierarchy of controls such as use of telehandlers, trolleys, sheet lifters, smaller sheets, alternative materials etc


	

	PC HMT systems
	
	

	47. Is there a hazard/risk register for this project? 
	View:

· hazard/risk register
	

	48. Does the register include HMT?
	View:

· hazard/risk register
	

	49. Are tasks 1 and 2 included on the PC hazard/risk register?

( Yes      ( No    


	View:

· hazard/risk register
	

	50. Did you, the principal contractor consult with subcontractors and others in the planning stage about any HMT relevant to the scope of works?

 ( Yes      ( No   ( N/A

(section 46 of the WHS Act 2011)


	View:

· Meeting minutes, emails, hazard register, completed risk assessment,

· Agenda and sign off at safe design forum
	

	51. During the planning stage, did you, the principal contractor assess and manage any specific HMT (for example manual screeding and raking concrete, manual handling of rebar, manual handling of fire rated/sound rated plasterboard, operation of plant) with consideration of any of the following? (tick all relevant) 

a. postures, movements, forces and vibration relating to the hazardous manual task; and

b. the duration and frequency of the hazardous manual task; and

c. workplace environmental conditions that may affect the hazardous manual task or the worker performing it; and

d. the design of the work area for example: 
· site access

· access and space inside
· ability to use mechanical aids: and

e. the layout of the workplace; and

f. the systems of work used; and
g. the nature, size, weight or number of persons, animals or things involved in carrying out the hazardous manual task for example:
· Choice of material including:  

· the specifications such as size, weight and shape of the materials; and

· how the material will be handled safely:

· during delivery;

· on site; and

· during installation.

(section 60 part 4.2 of the WHS regulation)


	View:

· Hazard/risk register
· OHS in design risk register
· Risk assessments including relevant stakeholders
· Evidence of design review.

· New revisions to design plan

· Designs reflect changes where necessary

· Evidence that subcontractors are provided information prior to or during the tender process, so that project specific OHS hazards including HMT and head contractor prescribed controls can be incorporated into the subcontractor processes and safety planning (emails, letters etc)
· Pre-tender or pre-contract interview checklists including the discussion of project safety related information including HMT.

· Itemised list of prevention of MSD caused by HMT inclusions into tender/contractor packages.
· Evidence of communication of the project safety information, such as email, document transmittal etc.
· Evidence of HMT risk management documents attached to purchase request for plant/materials etc

	

	52. Do key staff on this project have HMT risk management skills?

( Yes      ( No    


	View 

· Competency framework and criteria for HMT risk management/human factors and ergonomics 

· Professional membership in relevant association/ institute
· Recruitment procedure 

	

	53. Are workers consulted with regards to hazardous manual tasks (HMT) during every stage of risk management? 


	View:

Worker signed names against:

· Hazard identification 

· Risk assessments and identification of sources of risk

· Controls development and implementation 

· Purchasing equipment 

· Development of safety procedures 

· Trialling and reviewing manual tasks solutions before a final decision or purchase 


	

	54. Do HMT risk assessments, audits and investigations include identification of the HMT risk factors? 

( Yes      ( No    


	View :

· Risk assessments
· All HMT risk factors assessed i.e., repetitive movement, sustained or awkward postures, repetitive or sustained forces. 

· Tasks involving long duration are assessed

· HMT risk assessments consider tasks involving high or sudden force

· HMT risk assessments consider tasks involving vibration


	

	55. Are suitable HMT assessment tools used?

Examples

· HMT risk assessments use specific tools to gather information, such as Hazardous Manual Tasks Code of Practice,  appendix D, PErforM (Participative Ergonomics for Manual Tasks) or ManTRA (Manual Tasks risk assessment tool), SAT, force gauge

	View:

· HMT risk assessment and management tools used 


	

	56. Was Task 1 risk assessed by you, the PC in consultation with the subcontractor and relevant others during the construction stage?

( Yes      ( No    ( N/A

(section 46 of the WHS Act 2011)


	View:

· Meeting minutes, emails, hazard register, completed risk assessment,

· Agenda and sign off at safe design forum
	

	57. Was Task 2 risk assessed by you, the PC in consultation with the subcontractor and relevant others during the construction stage?

( Yes      ( No    ( N/A

(section 46 of the WHS Act 2011)


	View:

· Meeting minutes, emails, hazard register, completed risk assessment,

· Agenda and sign off at safe design forum
	

	58. What risk controls were implemented by you, the principal contractor for Task 1? Tick all that are relevant

· Level 1: Elimination

· Level 2: Engineering, substitution, or isolation

· Level 3: Administration or personal protective equipment (PPE)

· None

· N/A

Include details:
(section 60 part 4.2 of the WHS regulation)


	View:

· Sign off from stakeholders (subcontractors/engineers/project manager etc) workers

· Purchase invoice, emails/correspondence 
	

	59. What risk controls were implemented by you, the principal contractor for Task 2? Tick all that are relevant

· Level 1: Elimination

· Level 2: Engineering, substitution, or isolation

· Level 3: Administration or personal protective equipment (PPE)

· None

· N/A

Include details:
(section 60 part 4.2 of the WHS regulation)


	View:

· Sign off from stakeholders (subcontractors/engineers/project manager etc) workers

· Purchase invoice, emails/correspondence, 


	

	60. Are implemented HMT controls monitored and reviewed by you, the PC? 

( Yes      ( No    


	View:

· Risk assessments, sign off from stakeholders
	

	61. Is a manual tasks risk assessment always conducted when a HMT is identified or when an incident related to the performance of a hazardous manual task is reported?
        ( Yes      ( No    


	View: 

· HMT incident register and completed reports
	

	62. Are proactive audits undertaken specifically targeting HMT on this project?

( Yes      ( No    


	View:

· audit checklist

· risk assessments and tools used
· completed audits

· actions taken as result of findings
	

	63. Have there been any corrective action(s) implemented as a result of a musculoskeletal injury or identification of HMT on this project?

( Yes      ( No    


	View:

· Control implementation plans

· Plans actioned 

· Sign off from stakeholders (subcontractors/engineers/project manager etc) workers

· Purchase invoice for controls, emails/correspondence

· Evidence of HMT that have been referred to safe design forum

· Agendas

· outcomes

· attendees

· Meeting minutes, emails 

· Agenda and sign off of  risk controls at  management meetings/safe design forum

· update to hazard register following MSD incident investigation reports, audit findings etc

· Risk assessments/ investigations/JSAs/ SWMS/ SWP etc signed off by a competent person and other relevant stakeholders

	

	64. Has the project OHS plan, hazard/risk register been updated as a result of an HMT risk assessment or MSD incident?

( Yes      ( No    


	View: 
· evidence of project OHS plan
· risk register 
· procedures being updated as a result of investigation

	

	65. Have any procedures/work practices been updated as a result of an HMT risk assessment or MSD incident on this project?

( Yes      ( No    


	View:

· procedures
	

	66. Is information about HMT (Hazard ID, consultation, audit and incident investigation results and actions) reported to head office?
	View:

· Emails, reports communications, meeting minutes with head office staff
	

	67. Does your PC induction include information about HMT procedures and risk management that was easily understood by all your workers?

( Yes      ( No


	View:
· induction content. Refers to:

· how to report an injury/hazard
· HMT procedures
· HMT risk management and the hierarchy of control as per the regulation and HMT COP
	

	68. Have all workers received training about HMT on this project?

( Yes      ( No


	View:

· Worker training records
	

	69. Do you, the PC view or audit subcontractor HMT training content and records to ensure consistency and quality of HMT training on this project?

Example

· Manual tasks training is suitable and adequate and includes information on:   
· manual task risk management  including:

· the characteristics of hazardous manual tasks

· specific manual task risks and the measures in place to control them

· how to perform manual tasks safely (including the use of mechanical aids, tools, equipment and safety working procedures), and 

· how to report a problem or maintenance issue.
( Yes      ( No
Section 19 of the WHS Act, section 39 of the WHS regulation; Hazardous Manual Tasks Code of Practice 2011


	View:

· HMT training policy and procedure

· Training content

· Subcontractor contract requirements re training
· Training audit results 
· Worker training records
	


� Refer to the � HYPERLINK "http://www.deir.qld.gov.au/workplace/workers/healthy-workers/zhw-funding-program/index.htm" ��Hazardous Manual Tasks Code of Practice 2011� or the � HYPERLINK "http://www.deir.qld.gov.au/workplace/resources/pdfs/overview-hazardous-manual-tasks-cop-2011.pdf" ��Overview of the Hazardous Manual Tasks Regulation and Code of Practice 2011� for guidance.
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