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Responsibilities
Back Safery/Proper Lifting Safetv Program Administrator
The duties of the Program Administrator are as follows:

1. Conduct a hazard assessment. Identify affected employees/departments.

2. Review workers’ compensation claims and OSHA 300 logs for back related loss
trends. '

3. Become familiar with the facility’s Personal Protective Equipment (PPE)
Program. |

4. Identify need of Personal Protective Equipment (PPE).

5. Identify alternative materials handling equipment.

6. Conduct and/or organize training sessions.

7. Evaluate the written program.

8. Know the rules for record keeping. - :

9. Update the Accident Investigation & Reporting Program at least annually or as
needed. '

10, Supervisors and Management

11. Identify job duties that include heavy lifting.

12. Instill general safety awareness as it relates to back dafety.

13. Identify and eliminate, when possible, job hazards. !

14. Train new employees, whose job responsibilities include lifting, on proper lifting
techniques. Periodically (at least annually) conduct refresher training,

15. Provide an overview on back safety to all employees (even if their job duties
normally do not include heavy lifting) to assist in protecting employees from
spur-of-the-moment unsafe lifting. :

16. Ensure that all employees understand that if an item is too heavy, théy should ask
for help. !

17. Provide appropriate Personal Protective Equipment (PPE), as needed.

18. Provide alternative materials handling equipment, as needed.

19. Initiate appropriate disciplinary action when an assotiate fails to follow the safety
requirements of the hospitality facility. :

Employee

1. Comply with the Back Safety/Proper Lifting Safety Program procedures.

2. Ask for help in lifting or pushing heavy items.

3. Report any accident or injury to the supervisor. ,

4. Immediately report unsafe conditions, equipment, or observed practices to the
supervisor,

5. Use Personal Protective Equipment (PPE), as required.

6. Use alternative materials handling equipment, as ne¢ded.

7. Keep the body healthy (e.g., stretching) '




Hazard Assessment

A hazard assessment will be conducted to determine the job duties that require lifting or
material handling. Employees will be identified and docurjented (see Appendix A) and
then trained on proper lifting techniques and alternative haridling equipment (see

Appendix B) that is available.

Back Safety Techniques

1. Sizing the Load — Do Not Manually Lift Heavy Objects

2. Before even attempting to lift an object, it is important to size up the load.

Determine if the load is light enough to lift. If the load is too heavy, try to do the

following:

Make objects smaller.

Use smaller containers.

Use lighter containers.

Li ghten the loads in containers. '

If the size and weight of the load cannot be reduced it must be determined if a

team lift or lifting device is necessary.

Reaching — Try to Not Reach Above Shoulders

9. Reaching for objects, especially in high places, can strain the back. Some back

safety techniques to use are: :

10. Reach only as high as your shoulders. i

11. Use an approved stocl or stepladder if needing to gét closer to the load.

12. Test the weight of the load by pushing up on a corngr before lifting. If it’s foo
heavy, get help. :

13. Bending — Do Not Bend Over from the Waist

14. When bending down to reach or lift, move whole body to protect the back. Some
back safety techniques to use are: 5

15. Bend the knees and hips, not the back.

16. Kneel down on one knee, if necessary.

17. Get as close to the object as possible so you will nqt have to reach with your arms.

18. Lifting — Do Not Use Back to Bend

19. Lifting is one of the most commeon causes of back i;njuries, Some back safety
techniques to use are: i

20. Size up the load. If it seems like more than you can handle, get help.

21. Face the load squarely.

22. Get a firm footing.

23. Tighten your abdominal muscles to support your back when you lift.

24. Bend your knees and get a grip on the load.

25, Lift with your legs — not your back.

26, Lift gradually, not suddenly.

27. Keep the load close to your body.
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28. Do not twist while lifting.

Push — Do Not Pull

Pulling large objects can be as hard on the back as lifting. T

back safety techniques to use are:

Stay close to the load, without leaning forward.
Tighten vour stomach muscles as you push.
Push with both axms, keeping your elbows bent.
Turn — Do Not Twist the Back
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For some tasks, such as turning a large valve, you may be t:;:

safety techniques fo use are:

L ]
» Position yourself so you are stable.

Training

[Back Safety/Proper Lifting Safety Program Administrator]

that training is conducted. Training may be conducted by |
Safety Program Administrator] or [Designated Individual]
employee orientation shall consist of:

1.
2. Proper lifting techniques.
3. An opportunity to ask questions.

In addition, departmental training shall include the following:

Specific job related duties that involve lifting.

Any Personal Protective Equipment (PPE) that is a
Alternative materials handling equipment that is av
An opportunity to ask questions.
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The training will establish emplovee proficiency in back amd lifting safety duties and will

introduce new or revised procedures as necessary.

[Back Safety/Proper Lifting Safety Program Administrator
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Employees who experience back-related workers’ compensation injuries shall receive re-
training on proper lifting techniques and alternative materials handling equipment.

Record keeping

[Back Safety/Proper Lifting Safety Program Administrator]jis responsible fot
maintaining the training records of this facility. Training regords will be filled out for
each employee upon completion of training. These documents will be kept for at least 3
years and will include:

The date of the training session,

The contents ot summary of the training session,
The names and qualifications of the person(s) conducting the training,

The names and job titles of all persons attending the training session.

Training records will be provided upon request to e employee or the employee 8
authorized representative within 15 working days of the request.
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Emplovee Acknowledgement

I acknowledge that I have been informed of the facility’s Back Safety/Proper
Lifting Safety Program and have knowledge of where the written program is maintained.
I have been provided initial training and understand that my sapervisor will conduct
additional job-related training. I understand my responsibilities as they relate to Back
Safety/Proper Lifting Safety, and I accept this plan and progedures as working documents
that I will support and follow in my daily work at the hospitality facility. I further
understand that failure to follow these procedures or instru¢tions from management may
result in disciplinary action. :
(Facility Name)

Employee Name (print and sign) ‘ Date

Supervisor’s Name (print and sign) : Date




Appendix A Hazard Assessment
Employees in the following departments have job duties that require lifting or materials

handling. These employees are to be trained on proper lifting techniques and alternative
materials handling equipment that is available. ’

[Sample]
L Depart

Maintenance




