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1.1 Introduction 
 
These materials are based on the national unit of competency HLTWHS005 
Conduct Manual Tasks Safely. 
 
You will learn about: 
 

 Identifying manual tasks involving risk. 
 

 Preparing for manual tasks. 
 

 Completing manual tasks. 
 
 
 
 
 
1.1.1 Musculoskeletal Disorder 
 
Musculoskeletal disorder (MSD) is the most common type of workplace injury across Australia. These are injuries to, or a 
disease of, the musculoskeletal system. 

 
MSD can occur as a result of repetitive use of the same body parts causing gradual 
wear and tear to joints, ligaments, muscles and inter-vertebral discs. It can also be 
sudden damaged caused by a strenuous activity or unexpected movements. 
 
MSDs include: 
 

 Sprains and strains of muscles, ligaments and tendons. 
 

 Back injuries. 
 

 Joint and bone injuries or degeneration. 
 

 Nerve injuries or compression. 
 

 Muscular and vascular disorders as a result of hand-arm vibration. 
 

 Soft tissue hernias. 
 

 Chronic pain. 
 
 
1.1.2 The Human Body 
 
A basic understand of the functions of the human body help in conducting manual tasks safely. 
 
Body posture and the spine are closely related. The spine is responsible for a number of functions including: 
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Bad posture leads to muscle and ligament imbalances which impacts the spine’s ability 
to perform these important functions and can cause a variety of problems including: 
 

 Bad circulation. 
 

 Vertebrae deterioration. 
 

 Chronic fatigue. 
 

 Chronic back, neck and shoulder pain. 
 

 Herniated disc. 
 

 Foot, knee, hip and back injuries. 
 

 Headaches. 
 

 Stiffness. 
 

 Muscle atrophy and weakness. 
 

 Difficulty breathing. 
 

 Digestion issues. 
 

 Impingement and nerve compression. 
 

 Sciatica. 
 

 Carpal tunnel syndrome. 
 

 
There are 3 types of muscles in the human body: 
 

 
 
 
It is the skeletal muscles that are used when conducting manual tasks, and that 
impact on body posture. 
 
The majority of motion in the human body uses the principle of levers. This is where 
a force, such as muscle contraction, is placed on a beam, such as a bone, to cause 
it to pivot around an axis, such as a joint, and cause it to move a resistance, such as 
your arm. Levers allow a force to move more resistance than would be possible 
from applying the force directly to the resistance. 
 
When conducting manual tasks, the levers in your body can be used to reduce the 
risk associated with the task. 
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1.1.3 Duty of Care 
 
Work health and safety (WHS) law states that all companies and workers need to keep themselves and other people safe 
while they work. This is called a duty of care. 
 
The WHS Regulations impose specific obligations in regards to manual tasks. 
 

Employers must consider all matters that may contribute to a MSD when creating 
control measures for risks relating to manual tasks, including: 
 

 Posture, movements, forces and vibrations. 
 

 Duration and frequency of tasks. 
 

 Workplace environmental conditions. 
 

 The design of the work area. 
 

 The layout of the workplace. 
 

 The systems of work used. 
 

 The nature, size, weight or number of things involved in the tasks. 
 
 
 
Review Questions 
 

1.  What are 4 types of injuries that are musculoskeletal disorders?  

 
1. 
 
 
 
 
2. 
 
 
 
 
3. 
 
 
 
 
4. 
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2.  List 5 problems that can be caused by bad posture.  

 
1. 
 
 
 
 
2. 
 
 
 
 
3. 
 
 
 
 
4. 
 
 
 
 
5. 
 

 

3.  What are 3 functions the spine is responsible for?  

 
1. 
 
 
 
 
2. 
 
 
 
 
3. 
 



 

HLTWHS005 Conduct Manual Tasks Safely 
Learner Guide 

Page 8 

 

4.  What type of muscle is used when conducting manual tasks?  

 

 

5.  What function within the body can you use to reduce the risk associated with conducting 
manual tasks?  

 

 

6.  List 4 matters that employers will need to consider that may contribute to musculoskeletal 
disease.  

 
1. 
 
 
 
 
 
2. 
 
 
 
 
 
3. 
 
 
 
 
 
4. 
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1.2 Hazardous Manual Tasks 
 
It is important that you keep an eye out for any situations that may endanger yourself or other workers. This is because 
identifying a potential situation before an incident occurs is more effective than having to respond to a situation. 
 
When identifying manual tasks that create a hazard you should consider tasks that: 
 

 Are difficult to do. 
 

 Are very tiring. 
 

 Are awkward or dangerous. 
 

 Cause discomfort. 
 
These are all signs that the task may cause injury to yourself or another worker. 
 
 
 
The WHS regulations define a hazardous manual task as one that requires a person to lift, lower, push, pull, carry or 
otherwise move, hold or restrain any person, animal or thing involving one or more of the following: 
 

 
 

 
Common manual task hazards include: 
 

 Manual handling. 
 

 Client handling. 
 

 Toxic or hazardous substances/radiation. 
 

 Repetitive tasks. 
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1.2.1 Respond to Hazardous Manual Tasks 
 
If a situation does arise in the workplace that may put you or other workers in danger, you need to take action. This may 
include: 

 
 Warning workers who may be doing something in an unsafe way. 

 
 Warning workers who may not have noticed something dangerous near 

them. 
 

 Making the situation safe if you are able to do so and it is within your level of 
responsibility, for example isolating an area or tidying up. 

 
 Reporting the situation to appropriate workers such as supervisors or WHS 

officers. 
 

 Organising better or different equipment for the task. 
 

 Isolating dangerous, damaged or defective tools and equipment. 
 

 Getting somebody to help you, for example getting somebody to guide you if 
you cannot see clearly, or getting them to help you lift or move something. 

 
If you’re not sure what to do in the situation the best thing you can do is speak up and bring the situation to the attention 
of others who may be able to take action. 
 
 
 
1.2.1.1 Reporting Incidents and Injuries 
 
All incidents, near misses and injuries need to be carefully documented and reported. 
This is an important part of making sure the workplace is as safe as possible. It 
provides another avenue for identifying hazardous manual tasks. 
 
Reporting the details of an incident may be done verbally or in writing.  
 
Verbal reporting involves speaking about it to your supervisor or an incident 
investigator. 
 
Written records of incidents include forms or templates that have sections to help you 
to get all of the important details down on paper. 
 
An example of an incident report form can be found in Appendix A. 
 
 
 
1.2.1.2 Reporting Discomfort 
 

On-going discomfort is another indicator that the manual task may be hazardous. It is 
important to report all discomfort you experience in accordance with workplace 
procedures. 
 
When reporting discomfort you should include details of any swelling, numbness, 
tingling, ‘pins and needles’, stiffness, aches or pains you are experiencing, including 
where on the body the problem is occurring. This should include the level of 
discomfort you are experiencing. 
 
You should include as many details about the tasks as you can including what is 
involved, where it is conducted and how long you have been doing it for. 
 
Finally you should include any details on what you think might be the cause of the 
problem and any possible solutions you think might be appropriate. 
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1.2.1.3 Compensation Claims 
 
The process for making a claim will depend on the requirements of your state or territory. Generally, to make a 
compensation claim, you will need to: 
 

 Record the injury or illness in your employer’s register. 
 

 Notify your employer as soon as possible. 
 

 Obtain a certificate of capacity from your nominated treating doctor or 
hospital. 

 
 Notify the insurer of the injury. 

 
 Ensure that the certificate of capacity and any associated bills or 

expenses are provided to your employer. 
 

 Provide any further information requested by the insurer. 
 
Remember to check your state or territory work safety authority website and your workplace procedures to make sure you 
are following the most up-to-date process. 
 
The following table outlines the various state and territory authorities: 
 

State/Territory Authority Website 
Commonwealth Safe Work Australia http://www.safeworkaustralia.gov.

au/sites/SWA 
Western Australia WorkCover WA http://www.workcover.wa.gov.au/ 
Northern Territory NT WorkSafe http://www.worksafe.nt.gov.au/Pa

ges/default.aspx  
South Australia Return to WorkSA http://www.rtwsa.com/ 
Queensland WorkCover Queensland https://www.worksafe.qld.gov.au/  
New South Wales State Insurance Regulatory Authority http://www.sira.nsw.gov.au/  
Australian Capital Territory Worksafe ACT http://www.worksafe.act.gov.au/w

orkers_compensation 
Victoria WorkSafe Victoria http://www.worksafe.vic.gov.au/ 
Tasmania WorkCover Tasmania http://www.workcover.tas.gov.au/ 

http://www.safeworkaustralia.gov.au/sites/SWA
http://www.safeworkaustralia.gov.au/sites/SWA
http://www.workcover.wa.gov.au/
http://www.worksafe.nt.gov.au/Pages/default.aspx
http://www.worksafe.nt.gov.au/Pages/default.aspx
http://www.rtwsa.com/
https://www.worksafe.qld.gov.au/
http://www.sira.nsw.gov.au/
http://www.worksafe.act.gov.au/workers_compensation
http://www.worksafe.act.gov.au/workers_compensation
http://www.worksafe.vic.gov.au/
http://www.workcover.tas.gov.au/
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