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HAZARD ASSESSMENT AND CONTROL REPORT

	School/Worksite:  
Staff Group:  Technician – Librarian (template)
	Position Summary:  Provide library support services to school staff in the operation of a school, decision unit library, or learning resource centre.

	Assessment Team:
	Date:

	Type of Work:1  General Library Support


	Work Related Activities2
	Potential Hazards3
	Frequency:
	Risk Level4

High

Med

Low
	Corrective Action

Controls5

	
	
	Consequences:
	
	

	Circulate library material, process reserved and overdue books, and shelf materials.
Sort, alphabetize and file a variety of material.

Ordering issuance, and storage of library resources, supplies and materials (e.g. non-book materials, books, teaching aids).

Packing, unpacking, shelving, and repairing books, periodicals, classifying sort, catalogue, file and shelf new and existing materials.  Check in/out library materials and other materials.
	Packing, unpacking boxes and shelves, use of knife to open sealed boxes.  Overhead lifting, pushing, pulling carts, use of laser scanners.
Typing, word processing, filing, assembling, collating, laminating and photocopying.

Use ladders, AV equipment and telephones.

Use computers, internet and curriculum resources.

Eye, neck, shoulder, arm and wrist strain from prolonged sitting, repetitive motions, awkward positions and poorly designed/positioned furniture/workstation.

Transport bags/boxes of materials from home, personal vehicles, storage rooms etc. by hand or using carts.

Potential for violent encounters with intruders if working alone or in isolated school locations.

Uncomfortable temperatures and humidity; potential exposure to asbestos containing materials, dust or other building contaminants.
	F=1
C=B
	High
	1. Lifting and handling materials guideline.
2. Protective gloves.
3. Good housekeeping.
4. Complete basic health and safety inspection checklist.
5. Review ergonomic guidelines and complete self assessment checklist.
6. Use of mechanical aids, e.g. dolly.
7. Review working alone procedures.
8. Review current Asbestos Building Survey.
9. Review air quality checklist.

	Assist staff/students e.g. locate resources; prepare book lists; assist with reading exercises, research projects.
Coordinate or organize book fairs, talks and clubs, etc.

Answer routine inquiries from teachers and students related to library resources (e.g. location of books and resources in library/resource centre, assist in bibliographic and reference searching, assist in preparing book lists, contact students for overdue books.)
	Telephones, emails, standing, walking, lifting, reaching.
	F=1

C=E
	Low
	1. See above.

	

	Set up/operate/maintain library equipment.  Repairs to books.
Operate/maintain library computer labs, equipment and software.
	Audio visual equipment, photocopiers; computers, lifting and moving equipment.
	F=1
C=C
	High
	1. Ensure all AV equipment is properly secured to carts.
2. Follow electrical safety tips.

3. Follow handling and lifting procedures.

	Routinely enter information into library system databases, perform routine word processing in support of the library.
View monitors and documents, input data.

Circulate books/periodicals and process reserved/overdue materials.  Type, proof reading.


	Uses keyboard, screens, mouse, printers, chair, desk, laser, bar code scanner.
Neck, shoulder, arm and wrist strain from prolonged sitting, repetitive motions, awkward postures and poorly designed or positioned furniture/workstations.

Eye strain – glare from lighting or windows.


	F=1
C=B
	High
	1. Review ergonomic guidelines and complete self assessment checklist.

	Set up and dismantle displays associated with library operations, book fairs etc.
	Use photocopiers, laminators, paper cutters; scissors; filing cabinets; step ladders, shelves etc.
Falls from portable ladders or makeshift climbing aids, e.g. boxes, chairs, desks – working at heights.

Strains/sprains from moving desks and chairs and/or transporting AV equipment or books from resource rooms.

Physical injury from unstable furniture created by limited storage space/cluttered work areas.

Possible burns, cuts from sharp edges or cutting tools.  Strains cuts/bruises from sharp edges on desks and cabinets, unstable shelving, AV equipment; and unsecured/improperly stacked or protruding materials.
Fire hazards from displays and combustible materials.  Transporting boxes/bags of materials from home, personal vehicle, storage room.
	F=4
C=B
	High
	1. Ensure paper cutters have appropriate finger guards.
2. Approved ladders accessible and follow ladder safety guidelines.

3. Guidelines for safe storage on cabinets.

4. Fire safety tips.

5. Use of appropriate dollies or aids to transport materials.

	Type of Work:  Supervision

	Supervise students under the direction of teaching staff in various activities and events such as:  reading exercises and assigned projects.
Assist and train casual staff, student and parent volunteers, work experience and practicum students.
	Verbal abuse/physical injury violent students or parents.
Possible contact with blood or body fluids.


	F=3
C=C
	Med
	1. Non violent intervention training.
2. Guidelines for Blood Borne Diseases.

	Type of Work:  Other

	Entering or leaving the building; unlocking doors turning building security systems off and on.

	Potential for violent encounters with people or animals.

Slips/falls on snow/ice or uneven surfaces.
	F=1
C=B
	High
	1. Review working alone policy.
2. Timely snow removal and adequate lighting.

3. Park close to building entrances.

	Use of personal vehicle to pick up supplies.

Collection/retention of cash from student fines or book fairs etc.
	Risk of motor vehicle incident.

Risk of robbery.
	F=2

C=C
	Med


	1. Ensure vehicle is adequately maintained and materials are secured.
2. Review protocol for safe handling of cash.

	Review/Communicate with Affective Staff (list names):



	Next Scheduled Revision or Update (review annually or when necessary):


Hazard Assessment and Control Report Guidelines

1.  Type of work includes a description of the broad general nature of the work carried out (e.g. office work, classroom prep, cleaning).

2.  Work related activities would be specific activities carried out within each type of work (operating office equipment, using computers, vacuuming floors).

3.  Hazards can be identified using several methods including personal experience/intuition, physical observations, task/job analysis, or incident investigation.

	CONSEQUENCES

	CATEGORY
	DESCRIPTION

	E:  Minor
	No injury, first aid, limited property damage

	D:  Moderate
	Medical aid, minor injury/illness – no loss time

	C:  Serious
	Lost time injury, temporary disability, significant property damage

	B:  Major
	Injury results in permanent disability, serious health effects or property damage

	A:  Critical
	Injury results in a fatality, or there is serious property damage.

	FREQUENCY - PROBABILITY

	CATEGORY
	DESCRIPTION

	5:  Very Remote
	Not expected to occur

	4:  Remote
	Potential to occur no more than once in any year

	3:  Occasional
	Potential to occur 3-5 times per year

	2:  Probable
	Potential to occur monthly

	1:  Frequent
	Potential to occur each daily/weekly.


4.

	 
	Frequency - Probability

	
	Very Remote

5
	Remote

4
	Occasional

3
	Probable

2
	Frequent

1

	Consequences

 
	Minor         E
	LOW
	LOW
	LOW
	LOW
	MED

	
	Moderate   D
	LOW
	LOW
	MED
	MED
	MED

	
	Serious      C
	LOW
	MED
	MED
	MED
	HIGH

	
	Major         B
	MED
	MED
	HIGH
	HIGH
	HIGH

	
	Critical       A
	MED
	HIGH
	HIGH
	HIGH
	HIGH


LOW RISK
Minimal control.                MED. RISK
Take scheduled action to minimize.              HIGH RISK
“Critical Task” take immediate action to 



                                                                                                                                                                              eliminate hazard or reduce degree of risk.


5.  Engineering Controls:  Preferred method.  Reduces exposure by removing or isolating the hazard from

the worker.  E.g. elimination, ventilation, substitution, redesign, guarding, enclosure, automation,  mechanical aids.

Administrative Controls:  Practices that reduce the likelihood of exposure by altering the time or way a task is performed.  E.g. training/education, safe work procedures, supervision, signage, job rotation/scheduling, housekeeping, etc.

     Personal Protective Equipment (PPE):  Not to be used as a primary control unless engineering or    

     Administrative controls are not feasible.  E.g. safety glasses, safety footwear, gloves, respiratory equipment, hearing protection, etc.

