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MANUAL HANDLING POLICY  
Quality Area 7 Element 7.1.5 

Adults working with children and those engaged in management of the 

service or residing on the premises are fit and proper. 

 

AIM:  

 

 To ensure staff, students and volunteers have adequate knowledge on 

manual handling and lifting, moving of equipment, use of appropriate 

equipment, lifting and carrying children.   

 

PURPOSE: 

 To reduce risk of workplace related injuries through training and 

procedure.   

 

PROCEDURE:  

Safe lifting procedure: 

1. Assess the size and shape of the object to be moved or lifted 

2. Determine if you are able to move or lift using one or two persons.   

3. Observe the environment for hazards you may encounter when you 

are moving or lifting the object – is there a clear path to your 

destination?   

4. To lift:  get close to the object 

5. Bend at your hips and knees  

6. Get a good grip of the object 

7. To lift the object, keeps your back straight, lift from your legs 

bringing your knees and hips in line as you straighten.   

8. Lift smoothly and slowly keeping the object close to your body 

9. Keep the load between your knees and your shoulders  

10. Pivot with your feet instead of twisting your back.   

11. To put the object down, bend your knees and hips and keep your 

back straight.   

12. Lower the object gently to the ground, ensuring you avoid your 

toes, fingers and other items that may be in the way.   

13. Release the object when it is secure on the ground and stand up 

slowly, keeping your back straight, using your legs to push you up.   

 

Lifting children:   

1. To lift:  tell the child you are going to pick them up now, get close 

to the child, ensure child is facing you before picking up 

2. Bend at your hips and knees  

3. Hold the child with one hand / arm under their bottom and the other 

underneath their shoulder blades.   

4. To lift the child, keeps your back straight, lift from your legs 

bringing your knees and hips in line as you straighten.   

5. Lift smoothly and slowly keeping the child close to your body 

6. Keep the child close to your body, at your torso, staff are made 

aware that holding/carrying the child on their hip may cause injury.  

Staff are encouraged to carry a child at the front of the adults’ body.   

7. Pivot with your feet instead of twisting your back.   
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8. To put the child down, bend your knees and hips and keep your back straight.   

9. Lower the child gently to the ground, ensuring you avoid items that may be in the way.   

10. Release the child when they are secure on the ground and stand up slowly, keeping your 

back straight, using your legs to push you up.   

 

Placing a child on a change table using steps:  

1. Ensure there is paper on the change mat.   

2. Hold the child’s hand as they walk up the steps.   

3. Continue to hold the child’s hand/s as they make their way to the change mat 

4. The child is to walk onto the change mat, ask the child to turn to face you 

5. Ask the child to sit down, encouraging them to place their bottom on the paper, between the 

middle and base of the change mat.   

6. Get the child to shuffle their bottom forward so there is adequate space for child to lay down 

without hitting their head.   

7. Lay the child down gently, while holding their hands 

8. Commence changing procedures in accordance with nappy change procedure.   

9. To remove a child from a change mat, either lift the child using points 8 & 9 of child lifting 

procedure, or sit the child up on the mat, hold the child’s hands, ask them to stand up on the 

change mat, hold the child’s hands as they pivot and turn towards steps, gently assist the 

child down the steps until at ground level.  Continue with nappy change procedures.  

 

Placing a child on a change table (no steps):  

1. Ensure there is paper on the change mat.   

2. Lift the child in accordance with lifting children procedure or lifting infant procedure.   

3. Lay the child down gently so there is adequate space for child to lay down without hitting 

their head.   

4. Continue to support the child’s head as you lay them down.   

5. Commence changing procedures in accordance with nappy change procedure.   

6. To remove a child from a change mat, lift the child using points 8 & 9 of child lifting 

procedure, and ensure you support the child’s head and neck as you lift and lower.  Continue 

with nappy change procedures.  

 

Lifting an infant:  

1. To pick up an infant, follow the lifting children procedure, however ensure that you support 

their head and neck with one hand / arm and under their bottom with the other.   

 

Placing a child in a cot:  

1. Ensure the side of the cot is down and the cot is made 

2. Pick the child up using child lifting procedure 

3. When in sleep room, press your legs against the cot, bend forward from the hips (not the 

back), if the child is able to stand gently place the child on their feet and ask them to lay 

down, if the child is not able to stand, lay them down in your arms first and lower them into 

the cot, remembering to bend forward from the hips (not the back), support the child’s head 

and neck if they are not able to do so themselves.   

4. When patting a child in a cot, be in a sitting position, sit on blocks, place arm over lowered 

cot rail and pat or rock child.   

5. Remember to put up rail before leaving sleep room.   

6. When taking child out, lower cot rail, place your legs against cot, if child is standing, place 

your hands under their armpits and curl your fingers around their back and thumbs to front.  

Lift using arms and keep back straight, pick the child straight up and pull towards your body 

to carry or lower to ground according to lifting children procedure.  If a child cannot stand, 

bend forward from the hips, keep back straight, support the child’s head and neck using one 
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arm and under their bottom with the other arm, ensure child is secure in your arms before 

gently lifting the child towards your body and carry close.   

Use of step ladder:  

1. Step ladder is located in the laundry  

2. It is recommended that items are to be lifted from shoulder height in accordance with 

occupational health and safety.   

3. Staff must use step ladder to obtain objects that are above head height.   

4. To use step ladder, staff must ensure that ladder is fully extended and locked into place.  

(You will hear a click).  

5. Staff must ensure that they have safe footing when accessing items at height.   

6. Staff to determine if they require another staff member to assist in obtaining an item 

7. Staff must ensure that children do not access or climb step ladder.  

8. Staff is to role model appropriate use of ladders when obtaining items at height or placing up 

artwork.   

9. Do not leave a step ladder unattended.  

10. Return ladder to laundry when finished.   

 

Education and training:  

 Staff are to be assessed annually on correct lifting techniques.   

 Lifting procedure will be displayed throughout the centre and at nappy change areas.   

 Staff will undertake training during staff meetings.   

 Staff will demonstrate and role model procedures to new staff and volunteers.  

 

 

 

 

  


