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1 Introduction 

A range of injuries and ill-health conditions, notably Work Related Musculoskeletal Disorders 

can be caused where work equipment, environment and task imposed postures and 

movements upon the body and stresses upon the muscles, ligaments and joints. 

2 Purpose and Scope 

This Code of Practice (CoP) has been developed to provide information to entities to assist 

them in complying with the requirements of the Occupational Safety and Health System in 

Sharjah.  

This Code of Practice (CoP) defines the minimum acceptable requirements of the 

Occupational Safety and Health System in Sharjah, and entities can apply practices higher 

than, but not lower than those mentioned in this document, as they demonstrate the lowest 

acceptable level of compliance in the Emirate of Sharjah.  

3 Definitions and Abbreviations 

Entities: Government Entities: Government departments, authorities 
or establishments and the like in the Emirate. 

Private Entities: Establishments, companies, enterprises 
and economic activities operating in the Emirate in general. 

Risk: Is the combination of likelihood of the hazard causing the 
loss and the severity of that loss (consequences). 

Risk Assessment: The systematic identification of workplace hazards and 
evaluation of the risks associated. This process takes 
existing control measures into account and identifies and 
recommends further control measures where required. 

Hazard: Anything that has the potential to cause harm or loss (injury, 
disease, ill-health, property damage etc). 

Competence: The combination of training, skills, experience and 
knowledge that a person has and their ability to apply all of 
them to perform their work. 

Musculoskeletal Disorders: Are injuries and disorders that affect the human body’s 
movement or musculoskeletal system, including muscles, 
tendons, ligaments, nerves, discs, blood vessels, etc. 

Ergonomics: The science of fitting the work environment and / or 
equipment to employees, so that they reduce or prevent 
stress, and eliminate potential ill health. 

Manual Handling: Means transporting or supporting a load by hand or bodily 
force. It includes lifting, putting down, pushing, pulling, 
carrying or moving loads. 

4 Roles and Responsibilities 

4.1 Entity Responsibilities 

 Identify and assess manual handling and ergonomic risks to employees and introduce 

control measures to eliminate or reduce those risks. 
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 As far as reasonably practicable, have arrangements in place to avoid the need for 

manual handling. 

 As far as reasonably practicable, where manual handling cannot be avoided, reduce 

the risk of injury from manual handling. 

 Monitor any procedures in place or introduced to reduce the risk from manual 

handling and act upon any findings to implement further improvements. 

 Ensure adequate information, instruction, supervision and training is provided to 

employees on specific manual handling and ergonomic risks. 

 Ensure adequate resources are provided to implement control measures. 

4.2 Employee Responsibilities 

 Not endanger themselves or others. 

 Follow precautionary control measures to ensure work activities are performed safely 

and without risk to health. 

 Cooperate with the entity and receive safety and health information, instruction, 

supervision and training. 

 Report any unsafe work activity, ill health condition or defective equipment which they 

know is likely to endanger the safety and health of themselves or that of any other 

person. 

5 Requirements 

The entity shall manage the risks and introduce the following minimum requirements, 

including: 

 Avoid manual handling, so far as is reasonably practicable. 

 Assess the risk of injury from any manual handling operations that cannot be avoided. 

 Reduce the risk of injury from manual handling to as low as reasonably practicable. 

5.1 Planning  

The entity shall take all reasonable precautions to ensure the safety and health of employees, 

planning includes the elimination of manual handling wherever possible. Where elimination is 

not possible the entity shall consider the introduction of automation or mechanisation. 

5.1.1 Eliminate Handling the Load  

Eliminate manual handling by assessing if the work could be conducted in a different way, 

including but not limited to:  

 Revising the safe system of work to conduct the work activity without moving the item.  

 Products or materials are delivered directly to where they will be used. 
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5.1.2 Automation or Mechanisation  

Where manual handling of the load cannot be avoided, the operations could be automated or 

mechanised to eliminate the manual part of the handling. These decisions should be made 

when plant or systems of work are being designed and taking into account the following 

factors, including but not limited to:  

 The use of materials handling equipment or mechanical aids to eliminate or reduce 

the risks identified in the risk assessment. 

 The use of a conveyor, a chute, an electric-powered pallet truck, an electric or hand-

powered hoist, or a lift truck to reduce the risk of injury.  

 The use of robotics technology in production lines.  

 Ensure new risks are not introduced when automation or mechanisation is introduced. 

 Ensure employees are trained to use any equipment introduced. 

5.2 Risk Assessment 

Where manual handling activities cannot be avoided, the entity shall assess the risks 

associated with manual handling and ergonomics and take all reasonably practicable 

precautions to ensure the safety and health of employees and others who could be affected 

by work activities.  

The manual handling risk assessment shall take into consideration the following factors, 

including but not limited to: 

 The load. 

 The task. 

 People. 

 The environment. 

 Any materials handling equipment or handling aids used. 

 The pace, frequency and duration of the work. 

 Information, instruction, supervision and training. 

 Provision of personal protective equipment. 

Ensure the individual requirements of employees who may be especially at risk are 

considered, including but not limited to: 

 New or expectant mothers. 

 Persons of Determination. 

 Employees returning to work after a recent manual handling injury, or who may be on 

a phased return to work. 

 Inexperienced new, young or temporary employees. 

 Older employees. 



 

Manual Handling and Ergonomics  Page 5 of 17 

OSHJ-Cop-12 

 Contractors, homeworkers or employees conducting lone working. 

 Workers who may not understand instructions provided in English, Arabic or other 

languages provided in the workplace. 

The entity shall consider psychosocial risk factors. These may affect employees’ 

psychological responses to their work and workplace conditions. High workloads, tight 

deadlines and lack of control over the work and working methods, may expose employees to 

risks of developing Work Related Musculoskeletal Disorders. 

Further information on risk assessment can be found in OSHJ-CoP-01: Risk Management 

and Control. 

5.2.1 Hazards Associated with Manual Handling 

The hazards related to manual handling are derived from different aspects of work activities. 

The Load: 

 The load is too heavy and/or bulky, placing unreasonable demands on the person. 

 The load has to be lifted from the floor and/or above the shoulders. 

 The load cannot be gripped properly. 

The Job: 

 The job involves frequent repetitive lifting. 

 The job requires awkward postures, such as bending or twisting. 

 The job is performed on uneven, wet, or sloping floor surfaces. 

 The job is performed under time pressures and doesn’t include enough rest breaks. 

Workstation layout: 

 Items that are used frequently are out of convenient reach. 

 Inadequate space under work surface for legs. 

 Work surface height inappropriate for the tasks causing awkward and uncomfortable 

postures. 

 Lighting inadequate causing eyestrain when inspecting detail on work items. 

 Chair not properly adjusted to fit the person and workstation. 

Design of tasks: 

 Work demands are too high or too low. 

 The employee has little say in how they organise their work. 

 Badly designed machinery guards - awkward to use or requiring additional effort - 

slowing down the work. 

 Conflicting demands. 
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The workday:  

 Not enough recovery time between shifts. 

 Poor scheduling of shifts. 

 Juggling shifts with domestic responsibilities. 

 Employees working excessive overtime. 

5.3 Reduce the Risk of Injury or Ill-health 

The entity shall reduce the risk of injury or ill-health from manual handling operations where 

the risk cannot be avoided. Where possible, provide mechanical help, where this is not 

reasonably practicable, explore changes to the load, environment, task, people and the 

management of manual handling. 

5.3.1 Load Control Measures 

Control measures, include but not limited to: 

 Make the load lighter or reduce the force being applied. 

 Split the load or make it less bulky. 

 Make the load easier to grasp. 

 Improve load stability. 

 Make changes to reduce load hazards, introduce better packaging or labels. 

5.3.2 Environment Control Measures 

Control measures, include but not limited to: 

 Reduce slips by improving flooring or using better footwear. 

 Remove clutter, rough surfaces and obstacles. 

 Avoid steps and slopes, or make them less hazardous. 

 Reduce extreme temperatures. 

 Cover outdoor areas and protect employees from direct sunlight and wind. 

 Reduce noise levels. 

 Improve lighting. 

5.3.3 People Control Measures 

Control measures, include but not limited to: 

 Provide training specific to the tasks being performed. 

 Consult and inform employees about hazards, and how to avoid them. 

 Motivate people to carry out the tasks as safely as possible. 
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 Consider the task requirements with respect to age, fitness or other special needs. 

 Provide appropriate personal protective equipment and make sure it is used correctly. 

 Plan for supervision of new starters and those returning to work after illness or injury. 

5.3.4 Task Control Measures 

Control measures, include but not limited to: 

 Improve layout to keep the load close to the body. 

 Reduce handling distances and twisting actions. 

 Avoid repetitive actions and vary the work to rest different muscle groups. 

 Provide sufficient space to perform the task. 

 Provide mechanical aids where they reduce hazards, and train employees to use 

them correctly and safely. 

 Reduce vibration, for tools and for seating. 

 Provide sufficient rest breaks. 

 Limit the duration of any handling, and particularly if standing or sitting. 

 Avoid the need for squatting, kneeling or crouching. 

5.3.5 Management Control Measures 

Control measures, include but not limited to: 

 Provide sufficient staff to cover sickness, deadlines and holidays. 

 Schedule regular rest breaks and rotate staff between different activities. 

 Ensure good maintenance systems. 

 Provide information and incentives to encourage safe work practices. 

5.4 Ergonomics 

Ergonomics is defined as the study of work. It is the science of fitting the workstation and tools 

to the employee. Adapting the job to fit the employee can help reduce ergonomic stress and 

eliminate many potential ergonomic disorders. Ergonomics aims to create safe, comfortable 

and productive workspaces by bringing human abilities and limitations into the design of a 

workspace, including the individual’s body size, strength, skill, speed, sensory abilities and 

even attitudes.  

5.4.1 Design of Tasks 

Designing tasks is critical for ensuring that employees perform optimally, the entity shall 

consider the following when designing tasks, including but not limited to: 

 Work demands are neither too high or too low.  

 The employee have input in how they organise their work.  
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 Badly designed machinery guards slowing down the work. 

 Conflicting demands between production and quality. 

These problems can lead to employees failing to follow procedures or removing guards, 

causing incidents, injury and ill health. 

5.4.2 Manual Handling 

Manual handling can lead to physical injuries, such as low back pain or injury to the arms, 

hands, or fingers. The entity shall ensure the following, including but not limited to: 

 The load is not too heavy and/or bulky, placing unreasonable demands on the person.  

 That the load is not lifted from the floor and/or above the shoulders.  

 That work activities do not involve frequent repetitive lifting.  

 That work activities do not require awkward postures, such as bending or twisting.  

 That loads can be gripped properly.  

 That work is not performed on uneven, wet, or sloping floor surfaces.  

 The work is not performed under time pressures and includes sufficient rest breaks.  

5.4.3 Workstation Layout 

The workstation layout will have a major effect on the working postures. The entity shall 

ensure a workstation layout is designed to fit a wide range of employees, including but not 

limited to: 

 Ensuring that items that are used frequently are in convenient reach. 

 Ensuring there is adequate space under the work surface for legs. 

 Ensuring the work surface height is appropriate for the work tasks without causing 

awkward and uncomfortable postures. 

 Ensure adequate lighting is provided to remove the risk of eyestrain. 

 Ensure chairs can be properly adjusted to fit the person and workstation. 

The entity shall ensure that workstations are assessed and are suitable for the people using 

them and the tasks undertaken. 

5.4.4 Managing the Working Day 

The entity shall manage the working day to reduce tiredness or exhaustion, which can 

increase the likelihood of incidents and ill health, including but not limited to: 

 Ensuring sufficient recovery time between shifts.  

 The scheduling of shifts.  

 Assisting employees to manage shifts with domestic responsibilities.  

 Manage employees to reduce working excessive overtime.  
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5.5 Personal Protective Equipment  

The entity shall provide suitable personal protective equipment for employees conducting 

manual handling work activities, including but not limited to: 

 Hand protection. 

 Protective clothing for the rest of the body, dependent on the manual handling work 

activity being conducted. 

 Safety footwear shall be worn to protect feet from injury when manual handling heavy 

materials.  

Further information on personal protective equipment can be found in OSHJ-CoP-27: 

Personal Protective Equipment.  

6 Training and Competence 

The extent of the training that is required will depend on the type of manual handling activities 

and the needs of the employees being trained.  

The entity shall provide employees with training on manual handling in languages and in a 

format that employees understand, including but not limited to: 

 Manual handling risk factors and how injuries can occur. 

 How to use mechanical aids. 

 How to assess a manual handling task and choose the correct lifting technique. 

 How to carry out safe manual handling, including good handling techniques. 

 Safe systems of work relevant to employee’s tasks and environment. 

 Supervisors and managers are trained on identifying unsafe manual handling 

techniques and know how to perform manual handling tasks safely. 

 How to report manual handling injury or illness to management. 

 The use of personal protective equipment. 

The entity shall provide employees with training on ergonomics in languages and in a format 

that employees understand, including but not limited to: 

 Information on how to request an ergonomic workstation assessment. 

 How to set up the workstation to ensure the correct ergonomic position. 

 How to recognise signs of ergonomic injury or illness. 

 Supervisors and managers are trained on ergonomic related injury and illness. 

 How to report ergonomic injury or illness to management. 

 Information on what assistance is available to employee’s suffering from ergonomic 

injury or illness. 
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The content of any training in good handling technique and ergonomics should be tailored to 

the tasks the employees conduct. 

Periodic refresher training shall be conducted to ensure employees competency is 

maintained, including but not limited to:  

 Where training certification has expired. 

 Where identified as part of a training needs analysis. 

 Where risk assessment findings identify training as a measure to control risks. 

 Where there is a change in legal requirements. 

 Where incident investigation findings recommend refresher training. 

The entity shall record and maintain accurate training records of OSH training provided to 

employees.  

Further information on training can be found in OSHJ-GL-08: Training and Competence. 

7 References 

OSHJ-CoP-01: Risk Management and Control 

OSHJ-CoP-27: Personal Protective Equipment 

OSHJ-GL-08: Training and Competence 
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8 Document Amendment Record 

TITLE Manual Handling and Ergonomics 

DOCUMENT AMENDMENT RECORD 

Version Revision Date Amendment Details Pages Affected 

1 15 SEP 2021 New Document N/A 

2 24 June 2024 
Change from guideline to cop 

(OSHJ-GL-07 to OSHJ-CoP-27) 
9 

2 24 June 2024 
Change to the guideline code 

(OSHJ-GL-26 to OSHJ-GL-08) 
10 

2 24 June 2024 Risk Register Added 14 

2 24 June 2024 Checklist Added  17 
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Some manuals within Sharjah Occupational Safety and Health System include a sample risk 

register as an advisory document that entities can emulate. The examples listed in this sample 

may not be directly applicable to every entity; however, they serve as illustrative cases to 

enhance understanding of the methods used to evaluate activities within the entity, potential 

risks, and possible consequences. The sample demonstrates how to assess risks by 

calculating their likelihood and consequences. 

Some manuals present this sample to emphasize the importance of risk monitoring, 

evaluation, and the implementation of appropriate control measures. It is unacceptable for an 

auditor from the Prevention and Safety Authority to find any entity engaging in hazardous 

activities without a thorough risk assessment process. We can anticipate and prevent 

workplace risks, and the risk monitoring process is not complex. Therefore, this appendix aims 

to provide a sample that aids in the monitoring, evaluation, and implementation of control 

measures, monitoring residual risks, and defining tasks and responsibilities for managing 

hazards. 

Every government entity or private establishment has its unique nature of work and 

environment, which contain risks specific to its operations. Hence, each entity should develop 

its monitoring procedures based on this appendix. We can develop more detailed assessment 

tools beyond what this sample presents. As stipulated by Executive Council Resolution No. 

(15) of 2021 regarding the Sharjah Occupational Safety and Health System, employers are 

required to identify all foreseeable workplace hazards, assess the risk of injury or illness to 

workers, and implement consistent preventive measures to ensure workers' safety, health, 

and well-being. The same resolution also holds employers responsible for their employees, 

contractors, visitors, and anyone affected by the employer's activities. Therefore, this sample 

recommends including these individuals in the risk assessment process. 
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Administrator: 

Date: 

Executing 

person 

Residual risks 
Additional control 

measures 

Risk Existing 

control 

measures 

Consequences Dangers Activity/task 

R-R C L R C L 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Train workers on 

proper lifting 

techniques, use of 

lifting aids 

L x C [1-5] [1-5] - 
Chronic pain or 

permanent disability 

Back and muscle 

injuries from 

improper lifting 

Lifting and 

Carrying Heavy 

Loads 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Secure loads 

properly, use 

transport carts 

where possible 

L x C [1-5] [1-5] - 
Injuries from falls or 

slips 

Falls or slips due 

to unbalanced 

loads 

Handling 

Unstable Loads 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Schedule regular 

breaks, rotate tasks 

to reduce repetition 

L x C [1-5] [1-5] - 
Musculoskeletal 

disorders 

Muscle and joint 

strain 

Repeated Use of 

Repetitive 

Motions 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Design tasks to 

minimize handling 

in tight spaces 

L x C [1-5] [1-5] - 
Increased risk of 

mechanical injuries 

Difficulties using 

proper 

equipment 

Handling in 

Confined or 

Limited Spaces 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Improve surface 

conditions, use 

suitable transport 

equipment 

L x C [1-5] [1-5] - 
Fractures, serious 

injuries 

Slipping or 

tripping 

 Transporting on 

Uneven Surfaces 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Provide ergonomic 

office chairs, 

encourage regular 

breaks 

L x C [1-5] [1-5] - 

Back pain, 

musculoskeletal 

injuries 

Increased stress 

on the back and 

neck 

Prolonged sitting 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Implement visual 

safety procedures, 

provide adequate 

lighting, encourage 

the 20-20-20 rule 

L x C [1-5] [1-5] - 
Visual fatigue, dry 

eyes 

Eye strain and 

vision problems 

Extensive 

computer use 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Train staff on 

proper lifting 

techniques, provide 

carts for moving 

files 

L x C [1-5] [1-5] - 
Physical stress, lifting-

related injuries 

Back and muscle 

injuries 

Carrying and 

transporting 

heavy files 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Install fire alarms, 

train employees on 

using fire 

extinguishers 

L x C [1-5] [1-5] - 
Fires, material 

damage, and injuries 

Fire hazards due 

to electrical 

equipment 

Exposure to fires 

and accidents 

[Date] 
- 

Existing control 

measures – risk 

(R) = residual 

risk (R-R) 

[1-5] [1-5] 

Provide 

psychological 

support, encourage 

recreational 

activities, promote 

work-life balance 

L x C [1-5] [1-5] - 
Burnout, decreased 

productivity 

Stress and 

psychological 

pressure 

Routine work 

and mental stress 
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The checklist is used by Prevention and Safety Authority to monitor compliance levels 

during audit and inspection operations; it is not intended for use by government entities 

or private establishments. 

Every code of practice or guideline published by the Prevention and Safety Authority 

within the Sharjah occupational safety and health system contains requirements that 

employers in the Emirate of Sharjah must comply with. Each manual includes an 

inspection checklist that summarizes the essential items used by the SPSA auditor to 

verify that government entities or private establishments comply with the manual's 

requirements. Auditors can add additional essential items as necessary. The 

inspection checklist also includes a manual reference for each essential item, as well 

as a sample of acceptable compliance evidence for each item. The SPSA's auditor 

may request additional compliance evidence based on the item's condition, as well as 

the severity and potential impact of non-compliance. 

The SPSA's auditor uses the inspection checklist to provide a comprehensive report 

on the entity's status. We will use the same checklist to monitor manual standard 

violations. Non-compliance with these standards constitutes a violation of Executive 

Council Resolution No. 15 of 2021 regarding the Sharjah Occupational Safety and 

Health System. If the SPSA's auditor detects non-compliance, they can issue 

violations based on the approved violation list. 

In this manual, the SPSA provides information and standards that employers 

conducting activities in the Emirate of Sharjah must adhere to. This is to ensure the 

safety of workers, property, and the environment. Adhering to the requirements of this 

manual helps improve the level of occupational safety and health at the workplace, 

and it shields private establishments from potential violations or financial penalties for 

non-compliance. 

The Emirate of Sharjah's Executive Council Resolution stipulates that employers must 

exercise due diligence to ensure the safety and health of workers, contractors, visitors, 

and all those affected by the employer's activities. To avoid non-compliance, 

employers must ensure adherence to the Sharjah Occupational Safety and Health 

System requirements. Entities should develop their procedures and inspection 

checklists according to their activities, nature of work, and risk level. 

Depending on recorded or reported incidents, and as necessary, the SPSA may 

amend the requirements in this manual. As a result, the attached inspection checklist 

may change. Occupational safety and health practitioners must stay up-to-date on 

published standards and any changes to the inspection checklist attached to each 

manual. 
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Audit/Inspection Checklist 

 

Sr. Checklist Item Clause in the Code Acceptable means of compliance 

1 
Is there a risk assessment for manual handling 

operations and ergonomics? 

5.1, 5.2,5.3 : Planning, 

Risk Assessment, Reduce 

the Risk of Injury or Ill-

health 

 Check for copy of RA. 

 Check if control measures are 
applied 

 Check for proper personal 
protective equipment used 
(Gloves) 

2 
Are workstations designed in a suitable way 

for the people using them? 

5.4.3: Workstation 

Layout 

 Check the workstations layout 
for the following: 

 Enough space under the work 
surface for legs 

 Convenient reach for everyday 
used items 

 Adequate lighting 

 Adjustable chairs 

3 
Are the working days managed in a way to 

reduce exhaustion? 

5.4.4: Managing the 

Working Day 
 Copy of shift schedule 

 Breaks between working hours 

4 
Is there suitable personal protective 

equipment for manual handling? 

5.5: Personal Protective 

Equipment 

 Check for availability of: 

 Hand protection 

 Protective clothing for the rest of 
the body 

 Safety footwear to prevent injury 
from manual handling 

5 
Is training on manual handling and 

ergonomics provided to all employees? 

6: Training and 

Competence 
 Check for training 

records/certificates 

 

 

Code Title Manual handling and ergonomics Code No. OSHJ-CoP-12 Rev. No. 2.0 


