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Lord Selkirk School Division 
   Student Services Center Guidelines 

Subject:  Safe Student Handling Committee 

 
Effective Date:  June 20, 2016 

        Revised:   

Purpose: 

The LSSD Student Handling Committee oversees the Student Handling Program and evaluates new equipment, 

ensures best practices, and evaluates any workplace injuries.  

 

 

Procedure: 

 The LSSD will form a Student Handling Committee comprised of the LSSD’s Occupational Therapist, 

Physiotherapist, Director of Student Services, Secretary Treasurer, Workplace Health and Safety 

Officer, a Resource Teacher, Student Services Center Librarian, two Educational Assistants, and an 

Administrator. 

 The committee shall meet twice throughout the school year to address any concerns.  
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Lord Selkirk School Division 
   Student Services Center Guidelines 

Subject:  Maintenance of Student Handling Equipment 

 
Effective Date:  June 20, 2016 

        Revised:   

 

 

Purpose: 
To ensure all Student Handling Equipment has been maintained on an annual basis and is in proper working order. 

 

 

 

Procedure: 

 During annual Student Handling Training Sessions, Educational Assistants and Resource Teachers will be 

instructed to assess slings and equipment prior to each use and to use equipment as per manufacturer’s 

instructions. 

 The LSSD will contract with a medical service provider company to have all ceiling track lifts, mechanical floor 

lifts, transfer belts, and high low beds serviced on an annual basis. 

 A maintenance log will be kept with records regarding all annual inspections and routine maintenance for each 

piece of equipment listed above.  The maintenance log will be stored at the Board Office of the LSSD. 

 Student Services will catalogue each piece of equipment used in the LSSD. 

 Equipment no longer in use by a school will be returned and stored at Student Services Center (this includes 

slings). 

 Student Services will keep the master copy of all equipment manuals in the library and ensure that a copy of the 

manual is provided to a school when they borrow equipment from the library. 
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Lord Selkirk School Division 
   Student Services Center Guidelines 

Subject:  Safe Student Handling Assessment  

 
Effective Date:  June 20, 2016 

        Revised:   

Purpose: 
To clearly outline the method used for assessing a student’s ability to transfer  

 

 

Procedure: 

 The LSSD Occupational Therapist and/or Physiotherapist will use the Safe Student Handling Assessment form 

(see Appendix) when a student is referred regarding mobility concerns or a Safe Student Handling Request is 

submitted. 
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Lord Selkirk School Division 
   Student Services Center Guidelines 

Subject:  Safe Student Handling Guideline for One or Two Person Physical Lift 

 
Effective Date:  June 20, 2016 

        Revised:   

Purpose: 

To provide a clear guideline regarding when a one or two person physical lift can be used to transfer a student 

in the LSSD. 

 

 

 

Procedure: 

 All staff members will comply with the Safe Student Handling Lift as designated for each student after 

assessment by the LSSD’s Occupational Therapist and/or Physiotherapist.  

 A student weighing less than 35 lbs. may be transferred by one staff member, as per Safe Work 

Manitoba’s lifting guidelines. 

 A student weighing less than 70 lbs. may be transferred by two staff members, as per Safe Work 

Manitoba’s lifting guidelines. 

 Any student over 70 lbs. must be lifted by either a floor lift or a ceiling track lift. 

 Please refer to the specific procedures for further details regarding the lifts. 

 A copy of this guideline will be posted in all school grooming rooms. 
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Lord Selkirk School Division 
   Student Services Center Guidelines 

Subject:  Safe Student Handling Training for LSSD Staff 

 
Effective Date:  June 20, 2016 

        Revised:   

 

 

Purpose: 
To ensure all LSSD staff members involved with Safe Student Handling are trained annually and/or when a student’s 

ability level has changed or they have been reassigned to a new student. 

 

 

 

 

Procedure: 

 The Lord Selkirk School Division will ensure that staff members involved in Student Handling are trained 

regarding safe procedures for transferring and lifting students. 

 Annual Student Handling Training Sessions will be offered at the commencement of each school year for staff 

members involved with Safe Student Handling.  These sessions will be instructed by the LSSD’s Occupational 

Therapist and/or Physiotherapist. 

 If an educational assistant is reassigned to a student requiring lifts and transfers and requires training, the 

Resource Teacher and/or Administrator is responsible for submitting a Safe Student Handling Request for 

Service (see Appendix)  . 

 If a student’s ability level changes, the resource teacher is responsible for submitting a Safe Student Handling 

Request for Service to Student Services Center. 

 All Safe Student Handling Requests for Service are priority level one for the LSSD’s Occupational Therapist and 

Physiotherapist and will be seen as soon as possible. 

 All staff members are expected to comply with the Student Handling Procedures of the Lord Selkirk School 

Division. 

 Trained staff members will sign and date the procedural forms (See Appendix) for the transfer method they are 

instructed to use with each student. 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: Safe Ambulation with Students 

 

 

*Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions.  
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

 
 
 
 
 
 

  

Edited by:  Bonnie Tinker BMR 
PT 

Last revision date: 
June 20, 2016 
 

     Hazards Present: 

 *Potential for musculoskeletal 
injuries 
 
Signs & Symptoms include: 

Pain, tingling, numbness, 
tightness, swelling, and 
discomfort. 

Personal Protective Equipment 
or Devices Required: 

 Transfer belt use is mandatory whenever 
physical assistance is required. 

 Walking Frames with harnesses are 
useful to prevent falls during ambulation 
& exercises. 

Additional Training Requirements: 
 

 Initial Orientation 

 At a minimum every 3 years 

 As required 
 

Supportive Information: 
 Student requires no more than minimal physical assistance from one, two or three Caregivers during ambulation.  

 Students must have appropriate mobility aids, braces & footwear. 

 Before helping the Student to walk, check: 
 The care plan which summarizes the Student’s ability to walk, weight bear & take steps effectively 
 Observe the Student to ensure Student’s abilities are consistent with information in care plan:   

o Is the Student disoriented, tired or acutely ill?   
 Are there adequate opportunities for a rest during the walk?  (eg. are there seats student can use along the way?) 

Safe Ambulation Procedure Completed 

Position Yourself Correctly:  

 
For one assist ambulation, Caregiver walks beside Student while remaining as close as possible with transfer belt 
securely gripped using inside hand.  Outside hand is positioned in front of Student’s shoulder or on mobility aid.  
Caregiver is to be positioned on the Student’s weak side. 
 
For two assist ambulation, Caregivers walk on either side while remaining as close as possible with transfer belt securely 
gripped using inside hands-outside hands are in front of Student’s shoulder or on the mobility aid.    
 

 

Assistance with Equipment During Ambulation:  

 
Caregivers may guide the movement of mobility aid to ensure it is positioned in front of Student.  As well, if a wheelchair 
is required to follow behind Student, one or two Caregivers walk beside her while holding onto transfer belt, another 
Caregiver follows with wheelchair.   
 

 

Comfort & Positioning:   

 
Caregiver removes transfer belt & ensures Student is comfortable.  Thank the Student for her efforts. 
 

 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005). 

 The New Zealand Patient Handling Guidelines: The Liten UP Approach. ACC 
Publications, October, 2003. 

 
NOTE:  This task will be monitored periodically to ensure 

compliance and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: Supervised Transfer 

 
                                     

                                                                                                                                                                                                                      

            *Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions. 
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 
  

Edited by: 
Bonnie Tinker 

Last revision date: 
June 20, 2016 

     Hazards Present: 

 None 

Personal Protective Equipment 
or Devices may be Required: 

 Quarter side rail, assist rail, transfer 
pole, and trapeze bar 

 Raised toilet seat, chair raisers 

Additional Training Requirements: 

 Initial Orientation 

 Training every year or as required 

 Follow manufacturer’s instructions. 

Supportive Information: 

 Student should be cooperative and exhibit predictable performance. 

 Student should be able to achieve supine          sitting          standing with no more than verbal cueing &/or set up assistance. 
 Student requires no physical assistance, but needs cueing and/or set up support.  If any physical assistance is required the 

Student must be assessed for a logo of higher assistance. 

Transfer Procedure Completed 

 

The Caregiver prepares for the transfer.  

The Student Positions Self:  

 
Student sits on side of bed-feet flat on floor, knees over toes.   
 

 

Student Stands:   

 
On count “Ready, Set, Stand” Student leans forward, pushing up with strong side (or both 
sides if able).   
 

 

Student Turns:   

 
Student takes moment to regain balance, turns & reaches for far arm rest of wheelchair.  
She turns until seat is felt at back of legs then sits to back of chair.  If the Student does not 
require a wheelchair, then prescribed mobility aids are used to ambulate-transfer is 
complete. 
 

 

Equipment Use:  

 
Alternatively a walker/cane may be used by placing it in front of/beside Student. After 
Student stands & regains balance, she grasps walker/cane, releases walker brakes & 
steps to turn.   
 

 

Student Sits:   

 
Caregiver stands beside seated surface as a precautionary measure only while Student 
sits.  On count, “Ready, Set, Sit” Student reaches back to armrests & sits to back of chair 
seat. 

 

Comfort and Positioning:   

 
Before leaving Student, Caregiver ensures Student is comfortable & properly positioned.     

 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 Safe Moves Patient/Student Handling Program Manual, Section 4.0 & 7.0, Additional References 

 
NOTE:  This task will be monitored periodically to 

ensure compliance and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: One Minimum Assist Transfer 

 
                                                                                                                                                                                                                      

            *Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions. 
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

 
 

Edited by:  Bonnie Tinker BMR PT Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal injuries  
 
Signs & Symptoms include: 
Pain, tingling, numbness, tightness, swelling, 
and discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Assist rail, transfer pole, trapeze bar, 
raised toilet seat, chair raisers & 
standing frame. 

 Transfer Belt required. 

Additional Training Requirements: 

 Initial Orientation 

 Training every year or as required 

 Follow manufacturer’s instructions. 

Supportive Information: 

 Student should be cooperative, predictable, bear most of her weight, & be able to take steps between surfaces. 

 Student requires no more than a minimal physical assist from one Caregiver to achieve supine             sitting             standing.  

 The Caregiver should not grasp the Student or their clothing.  If the Student requires the Caregiver to hold her hand, it should be for 
cueing & guidance only.   

 The “power position”:  Caregivers stand with feet wide apart, upright spine, hips/knees slightly bent, elbows tucked in to body, shoulders 
locked back & abdominal muscles slightly contracted.     

Transfer Procedure Completed 

 

The Caregiver prepares for the transfer.  

Position Yourself & Student:  
Student’s bottom is close to edge of bed, feet flat on floor, knees over 
toes.   
 

 Caregiver is positioned closely beside Student’s weaker side in 
power position with knee on bed facing Student.   

 

 If Caregiver has difficulty with knee on bed she may sit beside & 
in contact with Student-farthest foot forward & near foot back 
slightly facing forward.  

 

Student places both hands on mattress or thighs & Caregiver grasps 
transfer belt with one hand-the other in front of Student’s shoulder.  
Avoid twisting. 
 

Alternatively Caregiver grasps transfer belt with one hand & the other 
holds Student’s hand for cueing & guidance only.       

 

Student Stands:   
On count, “Ready, Set, Stand” Student leans forward, pushing up with 
arms & legs. Caregiver may assist by shifting weight from back to front 
leg.   

 

Student Turns:   
Student takes a moment to regain balance then steps to turn until seat 
is felt against back of legs. Caregiver remains close to & steps with 
Student during turn. If wheelchair not needed, then prescribed mobility 
aids are used-transfer is complete. 

 

Equipment Use:   
A walker/cane may be used by placing it in front of Student. After she 
stands & regains balance she may use mobility aid while turning.  

 

Student Sits:   
Caregiver stands beside seated surface in power position with rear leg 
slightly behind rear axle of wheelchair.  Student reaches to armrests to 
sit as Caregiver weight shifts-front to back leg, bending knees to 
guide. 

 

Comfort & Positioning:   
Caregiver removes transfer belt & ensures Student is comfortable & 
properly positioned.   

 

Guidance Documents/Standards/Applicable Legislation: 
 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 Safe Moves Patient/Student Handling Program Manual, Section 4.0 & 7.0, Additional References 

 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005). 

 The New Zealand Patient Handling Guidelines: The Liten UP Approach. ACC Publications, October, 2003 

 
NOTE:  This task will be 

monitored periodically to ensure 
compliance and safety 

Safe Work Procedures 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: One Minimum Assist Repositioning in Wheelchair 

 
                                                                                                                                                                                                                      

            *Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions. 
This increases the risk of pain, stiffness& injury to the back, neck & arms of Caregiver’s.  

 
 
 

Edited by:  Bonnie Tinker BMR PT Last revision date: 
April 28, 2014 

     Hazards Present: 

 *Potential for musculoskeletal injuries  
Signs & Symptoms include: 
Pain, tingling, numbness, tightness, 
swelling, and discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Transfer belt 

 One-way slider 

 Assist/Grab/Hand rail 

Additional Training Requirements: 

 Initial Orientation 

 At a minimum every year 

 As required 
 

Supportive Information: 

 Student should be cooperative, predictable performance & provides significant effort. 

 Student requires no more than one minimum physical assist with this task.  Never pull up on Student’s shoulders or pants from behind. 

 For the alternative method below, place a pillow between your hand & the knee of Students who report knee pain. 

 If the Student repeatedly slips in a chair consider using the following: 
 A wheelchair with a base that slopes slightly backwards 
 A wedge to raise the front edge of the seat base, so the seat base slopes slightly backwards 
 A one-way slider – providing a careful assessment is done first.   
 If the Student has ability to lift buttocks up alternately, a one-way slider will not be needed as the Student can edge her way to the 

back of the seat. 

Sitting Up in Chair Procedure Completed 

        T      The Caregiver prepares for the repositioning task.   

 
Standing Repositioning Method:  
 
If the Student can stand with one minimum assist, follow guidelines for the Minimum Assist 
Transfer to stand Student.  An assist or handrail may be used to assist with standing.  Once 
standing, assist Student back to a seated position ensuring she is positioned at back of chair.    
 
 
 
 
 
 
 
 
 
 
 

 

 Alternative Method:   
 Kneel or crouch in front of Student.   Place an open palm on the knee of buttock that 

Student is lifting, other hand is placed on other hip to help guide movement.   
 Ask her to lean to one side & hip hitch backwards- lifting one buttock at a time & using 

armrests for support.  Caregiver assists by pushing forward on Student’s knee.  Repeat 
on other side until Student is at back of chair.   

If a one-way slider is used ask Student to push with legs to back of chair.  Caregiver assists by 
pushing forward on Student’s knees. 

 

Comfort and Positioning:   
Ensure Student is comfortable & properly positioned.   

 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 The New Zealand Patient Handling Guidelines: The Liten UP Approach. ACC Publications, October, 2003. 

 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005). 

 
NOTE:  This task will be monitored 
periodically to ensure compliance 

and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: One Minimum Assist:  Supine to Sitting Position 

 
                                                

                                                                                                                                                                                                                      

*Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions.  
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

 
 
 
 
 
 
 
 

Edited by:  Bonnie Tinker BMR PT Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal injuries  
 
Signs & Symptoms include: 

Pain, tingling, numbness, tightness, swelling, 
and discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Assist rail, transfer pole  

Additional Training Requirements: 

 Initial Orientation 

 At a minimum every year 

 As required 
 

Supportive Information: 

 The Student is able to provide significant participation and effort. 

 If more than one minimum assistance is required for this task, then a transfer of higher assistance is required.  If the Student cannot slide 
her heels over the edge of the bed or turn towards Caregiver, then a transfer of higher assistance is required. 

 Do not use this technique if the Student resists forward movement.  In such cases a mechanical lift should be used. 

 The “power position”:  Caregivers stand with feet wide apart, upright spine, hips/knees slightly bent, elbows tucked in to body, shoulders 
locked back & abdominal muscles slightly contracted.     

Positioning Procedure Completed 

 

The Caregiver prepares for the task.  

Prepare for the Maneuver:  
 

 Unless contraindicated raise head of bed.  Ensure bed is at a height to allow 
Student’s feet to rest firmly on the floor when sitting.  Student then moves 
heels over edge of bed.   

If Physical Assistance is Required with Supine to Sitting Position:  

 
Using the power position, one hand is placed behind Student’s shoulders, 
the other in front of shoulder closest to Caregiver.  On specified count 
Caregiver assists Student to turn & rotate into a seated position by weight 
shifting from inside to outside foot.  
 
Force comes from the Caregiver’s legs while an upright spine is maintained.   
The upper body is set with shoulder blades locked back, & abdominals 
slightly contracted. 
 

 

 
The Student is now able to Perform Seated Activities or a Transfer. 

 
 
 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 
 Safe Moves Patient/Student Handling Program Manual, Section 4.0 & 7.0, Additional 

References 
 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005).                                               

 
 

NOTE:  This task will be monitored periodically 
to ensure compliance and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: One Person Physical Lift 

 
                                                                                                                                                                                                                      

                 *Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions.  
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

           
 
 
 
 
 
 
 
 
 
 
 

Edited by:  Bonnie Tinker BMR PT Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal injuries  
Signs & Symptoms include: 
Pain, tingling, numbness, tightness, 
swelling, and discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Transfer belt 

  

Additional Training Requirements: 

 Initial Orientation 

 At a minimum every year 

 As required 
 

Supportive Information: 

 Student should be cooperative, predictable performance & provides significant effort. 

 Student requires no more than one minimum physical assist with this task.  Never pull up on Student’s shoulders. 

 Student must weight less than 35 lbs. 
 

One Person Physical Lift  Procedure Completed 

 

       T      The Caregiver prepares for the repositioning task.   

 
 Lock the wheelchair and remove the armrest on the side from which you are lifting.  If the 

footrests are close to the ground, you may need to remove them to allow for your foot 
placement. 
 

 Place one arm under the student’s knees and the other arm behind the student’s back. 
 
 Lift keeping the student’s body as close to you as possible. 

 
 Complete the lift before turning. 

 
 Position yourself next to the transfer surface. 

 
 Slowly lower the student to the transfer surface by bending your knees while keeping 

your back straight. 
 

 If transferring into a wheelchair; latch seat belt, attach armrests, footrests, any additional 
restraints or positioning devices and place feet on foot rests. 

 
 
 
 
 
 
 
 
 

 

Comfort and Positioning:   
Ensure Student is comfortable & properly positioned.   

 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 The New Zealand Patient Handling Guidelines: The Liten UP Approach. ACC Publications, October, 2003. 

 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005). 

 River East School Division No. 9 Transfers booklet 

 
NOTE:  This task will be monitored 
periodically to ensure compliance 

and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: Two Minimum Assist: Supine to Sitting Position 

 
    
                                                                                                                                                                                                                      

*Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions.  
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

 
 
 
 

 

Edited by:  Bonnie Tinker BMR PT Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal injuries  
Signs & Symptoms include: 

Pain, tingling, numbness, tightness, swelling, 
and discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Assist rail & trapeze bar 

Additional Training Requirements: 

 Initial Orientation 

 At a minimum every year 

 As required 
 

Supportive Information: 
 Student should be encouraged to assist as able 

 Student requires no more than minimum exertion from two Caregivers to move from a supine to sitting position 

 If more than two minimum assistance is required for this task, then a mechanical lift must be used. 

 Do not use this technique if the Student resists forward movement.  In such cases a mechanical lift should be used. 

Positioning Procedure Completed 

 

The Caregivers prepare for the task.  

 
Caregivers & Student are Positioned for the Task:   
 

 Unless contraindicated raise head of bed.  Ensure bed height allows Student’s 
feet to rest firmly on floor when sitting.   
 

 While maintaining an upright spine one Caregiver slides Student’s heels over 
edge of bed.  For Students with heavy legs, this should be done in several 
steps. 

 

Student Moves from Supine to Sitting:   

 
 Caregiver positioned at Student’s upper body places outside knee on bed near 

Student’s hip while placing one hand behind the shoulders, other hand on far 
knee.  Other Caregiver holds Student’s legs while in a crouched or kneeling 
position. 

 
 
 On the count, “Ready, Set, Sit”, one Caregiver rotates Student’s upper body by 

weight shifting backward (from front to back leg),other lowers the legs while 
keeping an upright spine 

 

 

 
The Student is now able to perform seated activities or a Two Person 
Minimum Assist Transfer/Sit-Stand Lift.   

 
 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 
 Safe Moves Patient/Student Handling Program Manual, Section 4.0 & 7.0, Additional 

References 
 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005). 

 
 

NOTE:  This task will be monitored periodically 
to ensure compliance and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: Two Minimum Assist Transfer 

 
                      
                                                                                                                                                                                                                     

        *Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions.  
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

 
 

 

Edited by:  Bonnie Tinker BMR PT Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal injuries  
 
Signs & Symptoms include: 
Pain, tingling, numbness, tightness, swelling, and 
discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Quarter side rail, assist rail, transfer 
pole, trapeze bar, raised toilet seat, 
chair raisers & standing frame. 

 Transfer Belt required. 

Additional Training Requirements: 

 Initial Orientation 

 Annual training or as required 

 Follow manufacturer’s instructions. 

Supportive Information: 

 Student should be cooperative, predictable, bear most of her weight, and be able to take steps between surfaces. 

 Student requires no more than minimal physical assistance from two Caregivers to achieve supine             sitting            standing.  

 Caregivers should not grasp the Student or their clothing.  If the Student requires the Caregiver to hold her hand, it should be for emotional 
support & guidance only.   

 The “power position”:  Caregivers stand with feet wide apart, upright spine, hips/knees slightly bent, elbows tucked in to body, shoulders 
locked back & abdominal muscles slightly contracted.     

Transfer Procedure Completed 

 

The Caregiver prepares for the transfer.  

Position Yourselves & Student:  
Student’s bottom is close to edge of bed, feet flat on floor, and knees 
over toes.   
 

 Caregivers are positioned closely beside Student’s weaker side 
in the power position with knee on bed facing Student. 

 

 If Caregivers have difficulty with placing a knee on bed they may 
sit beside & in contact with Student-farthest foot forward & near 
foot back slightly facing forward  

 

Student places hands on mattress or thighs while Caregivers grasp 
transfer belt with one hand-the other in front of Student’s shoulder.   
 

Alternatively Caregivers grasp transfer belt with one hand & the other 
holds Student’s hand for cueing & guidance only.       

 

Student Stands:   
On specified count Student leans forward, pushing up with arms & 
legs. Caregivers may assist by shifting weight from back to front leg.   

 

Student Turns:   
Student takes a moment to regain balance then steps to turn until 
seat is felt against back of legs. Caregivers remain close beside 
Student & step with Student during turn. If wheelchair not needed, 
then prescribed mobility aids are used to ambulate- the transfer is 
complete. 

 

Equipment Use:   
A walker/cane may be used by placing it in front of Student. After she 
stands & regains balance she may use mobility aid while turning. 

 

Student Sits:   
Caregivers stand beside seated surface in power position with rear 
leg slightly behind rear axle of wheelchair.  Student then reaches 
back to armrests to sit as Caregivers weight shift from front to back 
leg, bending knees to assist. 

 

Comfort & Positioning:   
Caregivers remove transfer belt & ensure Student is comfortable & 
properly positioned.   

 

Guidance Documents/Standards/Applicable Legislation: 
 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 Safe Moves Patient/Student Handling Program Manual, Section 4.0 & 7.0, Additional References 

 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005). 

 The New Zealand Patient Handling Guidelines: The Liten UP Approach. ACC Publications, October, 2003 

 
NOTE:  This task will be monitored 
periodically to ensure compliance 

and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: Two Person Physical Lift 

 
                                                                                                                                                                                                                      

                 *Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions.  
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

 
         

 

 

Edited by:  Bonnie Tinker BMR PT Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal injuries  
Signs & Symptoms include: 
Pain, tingling, numbness, tightness, 
swelling, and discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Transfer belt 

  

Additional Training Requirements: 

 Initial Orientation 

 At a minimum every year 

 As required 
 

Supportive Information: 

 Student should be cooperative, predictable performance & provides significant effort. 

 Student requires no more than two physical assist with this task.  Never pull up on Student’s shoulders. 

 Student must weigh less than 70 lbs. 
 

One Person Physical Lift  Procedure Completed 

 

       T      The Caregiver prepares for the repositioning task.   

 
 Designate one lifter as the leader, who will be the one to give instructions. 
 
 Position the wheelchair at a 45 degree angle to the transfer surface, and place it 

so that there is enough room for the lifters to move. 
 
 Ensure that the wheelchair brakes are on. 

 
 Before starting, run through the movement sequence in your mind and discuss it 

with your lifting partner. 
 

 Position one lifter behind the student and the other lifter at the student’s side.  
Remove footrests and armrests as necessary.  Undo lap belt if applicable. 

 
 The taller person stands behind the student, reaches under the student’s arms 

and hold the student’s forearms which are crossed over the chest.  The lifting 
pressure should come from your forearms against the student’s chest wall. 

 
 The lifter who is at the side should placer her arms under the student’s thighs and 

lower legs. 
 

 The leader directs the lift and on the count of three both lifters stand. 
 

 The lifters move sideways directing the student over the transfer surface and 
slowly lower the student to the transfer surface. 

 
 If transferring into a wheelchair; latch seat belt, attach armrests, footrests, any 

additional restraints or positioning devices and place feet on footrests. 
 
 
 
 
 

 

Comfort and Positioning:   
Ensure Student is comfortable & properly positioned. 

 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 The New Zealand Patient Handling Guidelines: The Liten UP Approach. ACC Publications, October, 2003. 

 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005). 

 River East School Division No. 9 Transfers booklet 

 
NOTE:  This task will be monitored 

periodically to ensure compliance and 
safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: Supervised Sliding Board Transfer 

                                                                                                                                                                                                                        

*Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions.  
This increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

 

Edited by: 
Bonnie Tinker  

Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal 
injuries   Signs & Symptoms 
include: 

Pain, tingling, numbness, tightness, 
swelling, and discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Assist rail, transfer pole & trapeze bar 

Additional Training Requirements: 

 Initial Orientation 

 At a minimum every year 

 As required  
 Follow manufacturer’s instructions. 

Supportive Information: 

 Sliding board transfers are appropriate with Students who may have difficulty weight bearing yet possess good upper body 
strength and balance, the ability to support weight on arms & functional cognitive abilities.   

 Only the OT/PT may prescribe this transfer method. 
 Supervision from one Caregiver is required for this task.  If more assistance is required a Mechanical lift must be used. 

Transfer Procedure Completed 

 

Prepare for the Transfer:   
 
Clear obstacles, gather & position assistive devices & ensure appropriate footwear is 
being used.  Position wheelchair so Student is moving to stronger side-if applicable. The 
chair is parallel to & in contact with edge of bed with foot pedals removed & armrest 
closest to bed out of the way.   
 
Bed & wheelchair brakes are locked. Ensure bed & chair surfaces are equal in height so 
Student does not have to work against gravity. 

 

Apply the Sliding Board:  
 
Student lifts the leg closest to chair & places sliding board mid-thigh between buttocks & 
knee, angled towards opposite hip.  Board must be both firmly under thigh & on surface 
to which the Student is moving.   

 

Position Yourselves & the Student:   
 
The Caregiver faces Student & cues her to place one hand on edge of board, the other 
on wheelchair seat.  Instruct the Student to lean forward. 

 

Student Slides:  
 
Student transfers upper body weight in the direction opposite to which she is going.  She 
uses both arms to move along the board using strength & trunk balance to scoot. 

 

Student Sits:   
 
Once completely on wheelchair gently remove sliding board.  The Student repositions as 
needed to ensure stable & comfortable posture.  Place armrest & foot pedal(s) back in 
place. 

 

Comfort and Positioning:   
 
Ensure Student is comfortable & positioned properly. 

 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 Safe Moves Patient/Student Handling Program Manual, Section 4.0 & 7.0, Additional References 
 The Guide to the Handling of People, 5thEd. Edited by Jaqui Smith, (2005). 

NOTE: This task will be monitored periodically to ensure compliance and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: Floor Lift 

 
                                                                                                                                                                                                                     

*Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions. This 
increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

Edited by:  Bonnie Tinker BMR PT Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal 
injuries              
Signs & Symptoms include: 
Pain, tingling, numbness, 
tightness, swelling & discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Assist rail  

 Bed slider  

 Floor lift & manufacturer specific sling. 

Additional Training Requirements: 

 Initial Orientation 

 Annual training or as required 

 Follow manufacturer’s instructions. 

Supportive Information: 

 Student may be unable to weight bear or risk factors are present which threaten the safety of a manual transfer or use of a sit-stand lift.   

 Two or more Caregivers needed who ensure lift is in working order, battery charged & aware of operation of emergency buttons/manual 
controls. 

Floor Lift Procedure Completed 

 

The Caregivers prepare for the lift   

Apply the Sling:                     The sling is positioned under the Student in bed by: 

 Caregivers roll Student onto her side while one Caregiver rolls sling halfway & 
places it under Student (tag facing out) so that bottom of sling is level with Student’s tail 
bone & sling is providing support to thighs & shoulders. 

 Roll Student in opposite direction. Rolled up sling is pulled through & straightened 
out.   

                                                The sling is positioned under the Student in the chair by: 

 Removing or swinging away armrests if required. 

 A Caregiver leans Student forward by standing beside the Student in the power 
position placing one hand across the Student’s upper back & the other in front of her 
shoulder. Other Caregiver slides sling (tag facing out) down the back of chair so bottom 
of sling is level with Student’s tail bone.  

The leg straps are folded. While crouching or kneeling, one Caregiver lifts Student’s leg 
slightly while the other passes leg strap underneath. Repeat process for other leg. 

 

Position Lift & Attach Sling:  

Floor lift is brought into position. One Caregiver assumes responsibility for operating lift-the 
other for supervising Student. The base is widened to ensure stability. Sling is attached to lift 
per manufacturer’s instructions.  Make sure the straps are not wrinkled.  Student is asked 

to cross her arms. 

 

Student is Lifted:   

Do not lock lift brakes when lifting Student, who is raised just high enough to clear surface. 
Other Caregiver assists by managing Student’s legs such that straps are free of wrinkles & 
guides Student into position. 

 

Lift Moved to the Destination:   

Lift is moved to bed/chair & positioned over surface according to manufacturer’s instructions. 

 

Student is Lowered:   

 During lowering ensure that Student is not crushed by the hanger bar. 

 When lowering to chair it may tip slightly back-however this corrects when Student is 
fully seated. Ensure boom moves slowly back once Student’s pelvis is in seat.  

When lowering to bed place Student near headboard to prevent additional boost. 

 

Disengage Student from Lift:   

Sling is removed in the opposite way as indicated in the “Apply the Sling” section. 

 

Comfort & Positioning:   

Ensure that the Student is comfortable & positioned properly.   

 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 

 Winnipeg Regional Health Authority.  Safe Patient Handling and Movement Program.  Winnipeg: Winnipeg 
Regional Health Authority, May, 2008. 

                                          NOTE:  This task will be monitored periodically to ensure compliance and safety 
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Lord Selkirk School Division Safe Student Handling Program 
 
Task: Ceiling Track Lift 

 
                                                     

                                                                                                                                                                                                                      

*Failure to follow this safe work procedure will increase use of manual lifting, awkward postures & forceful exertions. This 
increases the risk of pain, stiffness & injury to the back, neck & arms of Caregivers. 

           
  

Edited by:  Bonnie Tinker BMR PT Last revision date: 
June 20, 2016 

     Hazards Present: 

 *Potential for musculoskeletal 
injuries              
Signs & Symptoms include: 
Pain, tingling, numbness, 
tightness, swelling & discomfort. 

Personal Protective Equipment 
or Devices may be Required: 

 Assist rail  

 Bed slider  

 Ceiling lift & manufacturer specific sling. 

Additional Training Requirements: 

 Initial Orientation 

 Annual training or as required 

 Follow manufacturer’s instructions. 

Supportive Information: 

 Student may be unable to weight bear or risk factors are present which threaten the safety of a manual transfer or use of a sit-stand lift.   

 Two or more Caregivers needed who ensure lift is in working order, battery charged & aware of operation of emergency buttons/controls. 

 If lift is portable, ensure it is stored & moved using a cart.  Ensure it is applied to the ceiling track using manufacturer supplied wand. 

Ceiling Lift Procedure Completed 

 

The Caregivers prepare for the lift  

Apply the Sling:  
                            The sling is positioned under the Student in bed by: 

 Caregivers roll Student onto her side while one Caregiver rolls sling halfway & places it under  
Student (tag facing out) so that bottom of sling is level with Student’s tail bone & sling is providing 
support to thighs & shoulders. 

 Roll Student in opposite direction. The rolled up sling is pulled through & straightened out.   

The sling is positioned under the Student in the chair by: 
 Removing or swinging away armrests if required. 

 A Caregiver leans Student forward by standing beside the Student in the power position 
placing one hand across the Student’s upper back & the other in front of her shoulder. Other 
Caregiver slides sling (tag facing out) down the back of chair so bottom of sling is level with 
Student’s tail bone.  

The leg straps are folded. While crouching or kneeling, one Caregiver lifts Student’s leg slightly while the 
other passes leg strap underneath. Repeat process for other leg. 

 

Position Lift & Attach Sling:   
Carry bar is positioned directly over Student.  Lower carry bar to ~4-5 inches above Student.  Choose 
loops based on Student’s size then attach to carry bar.  Ensure loops are securely attached according to 
manufacturer’s instructions. 

 

Student is Lifted:  
Use remote to raise Student just high enough to clear surface.  Prior to continuing ensure sling is free of 
wrinkles & positioned correctly. 

 

Lift Moved to Destination:  
While being aware of obstructions (lights, assist rails, etc.) move Student along track by pushing carrying 
bar to the position over receiving equipment. 

 

Disengage Student from Lift:    
Using remote lower Student to receiving equipment until there is enough slack in straps to remove 
without difficulty.  The chair may tip slightly backwards while lowering; however this will correct when 
Student comes close to the seat.  Remove loops.  Sling is removed in the opposite way as indicated in 
the “Apply the Sling” section.  Ensure pelvis is positioned to back of wheelchair. 

 

Comfort & Positioning:  
Ensure Student is comfortable & positioned properly.   

 

Guidance Documents/Standards/Applicable Legislation: 

 Manitoba Workplace Safety and Health Act and Regulations, Parts 2, 8, 10, 11 & 39. 
 Winnipeg Regional Health Authority.  Safe Patient Handling and Movement Program.  Winnipeg: Winnipeg 

Regional Health Authority, May, 2008. 

                                          NOTE:  This task will be monitored periodically to ensure compliance and safety 
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Appendix 
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 Safe Student Handling Assessment  Date: 
   Student Name:    

Prior to completing a transfer, first review the following table with the student.  Then complete the decision tree on the 

following page to decide which type of transfer is appropriate. 

Position Can the student….? If yes…. If No…. 

Supine -Keeping shoulders and 
feet flat on the bed, lift 
one or both hips off the 
bed. 
-This is the best 
indicator of leg strength 

-Assume student has 
reasonable strength to 
bear weight. 
-Proceed to next step 
 

 Yes 

 
 
 
 
-Transfer student using 
a method that does not 
require weight bearing.  
e.g. Mechanical Lift  
 

 No 

Supine or Sitting -straighten his/her leg 
from a bent position by 
pushing against your 
hands , placed into the 
soles of the student’s 
feet.  Test both legs. 

- Assume student has 
reasonable strength to 
bear weight. 
-Proceed to next step 
 

 Yes 

Supine -straighten and lift leg 
off bed about 6”.  Test 
both legs. 

-Assume student has 
reasonable strength to 
bear weight. 
-Proceed to next step 
 

 Yes 

Sitting -With upper leg 
supported in the chair, 
straighten leg.  Staff 
should try to bend the 
student’s leg at the 
knee while the student 
resists.  Test both legs. 

-Assume student has 
reasonable strength to 
bear weight. 
-Proceed to next step 
 

 Yes 

Sitting -straighten a bent 
elbow against your 
resistance 

-Student should have 
functional arm strength 
for pushing up out of 
chair or using a walker. 

 Yes 

Use a method or 
transfer that does not 
require the student’s 
use of arm strength. 

Sitting -while keeping knees 
straight, move his/her 
own foot in a  circle, up 
and down. 

-proceed, as student 
has active ankle 
movement 
 

 Yes 

-Consider using a 
mechanical lift 
 
 

 No 
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 Safe Student Handling Assessment   Date: 

   Student Name: 

 

  

 

 

Recommended Lift/Transfer for Student: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Clinician Signature:________________________________________________ 

 

  

Is the student cooperative 
and can they follow 

directions?

Yes 

Can they weight bear reliably 
and consistently?

Yes 

Independent or minimal 
assist transer with 1 assist

Partially

Moderate assist transfer 
with transfer belt and 1-2 

assists

No

What is the  student's 
weight?

<35 lbs

1 person physical lift

>35 lbs

2 person physical lift

>75 lbs

mechanical lift

No

What is the student's 
weight?

<35 lbs

1 person physical lift

>35 lbs

2 person physical lift

>75 lbs

mechanical lift
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Occupational Therapy and Physiotherapy Safe Student Handling Chart Note 

 
Date:_______________________________   
Student Name:_______________________ 
 
Lifts Instructed: 

☐One Person Physical Lift (student <35 lbs.) 

☐Two Person Physical Lift (student 35-70 lbs.) 

☐Floor Lift: ☐1 person;  ☐2 person 

☐Ceiling Track Lift:  ☐1 person;  ☐2 person 

 
Transfers Instructed: 

☐Supervised Transfer 

☐One Minimum Assist Transfer ☐with transfer belt 

☐Two Minimum Assist Transfer ☐with transfer belt 

☐Supervised Sliding Board transfer 

 
Topics Reviewed with Staff: 

☐Body Mechanics 

☐Setting up environment, client and caregiver    
☐Inspection of slings      

☐Applying, removing and positioning slings   

☐Attaching slings to lift      

☐Storage of lifts between use     

☐Emergency lowering of lifts 

☐Use of slider for positioning 

☐Application of brakes on equipment 

☐Reviewed straps, knee blocks, and tray use on stander 

    and recommended _________ time limit. 
 
Transfers to the Following Equipment Reviewed: 

☐Wheelchair          Grooming Table 

☐Wheelchair          Adapted Bike 

☐Wheelchair          Stander 

☐Wheelchair          Floor 

☐Wheelchair   Evacuation Mat 

☐Wheelchair   Toilet/Commode 

☐Wheelchair   Chair  

☐____________________________ 

 

☐Copy of Task Sheet __________________________ has been provided to staff members 

 
__________________________________   
Occupational Therapist/Physiotherapist   

Staff Instructed in Safe Student Handling: 

    Name         Signature           Date 

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________ 
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STUDENT SERVICES CENTRE 
Lord Selkirk School Division 

211 Main Street, Selkirk Manitoba  R1A 1R7 

Phone:  (204) 785-8224      Toll Free:  1-877-779-5026      Fax:  (204) 785-1259 

 

 

SAFE STUDENT HANDLING REQUEST FORM 

 

Student Name: School: 

Date of Birth: Date of Request: 

Parents/Guardian: Resource Teacher: 

 

Please check all that apply: 

☐Student’s physical ability level has changed and current transfer method does not work well 

☐Student’s EA has changed and new EA requires training safe student handling 

☐Student has switched schools and staff require training for safe student handling 

☐Staff require more information/training to complete safe student handling correctly 

☐It is a new school year and staff need to review safe student handling 

☐Staff require training for pool lift 

☐Staff require training in use of evacuation mat 

☐Other: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Please list Staff that Require Training: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 




