[image: image1.jpg]BuffaloTrail





HAZARD ASSESSMENT AND CONTROL REPORT

	School/Worksite:  Principal/Assistant Principal
Staff Group:  Sample Template
	Position Summary:  Responsible for the evaluation, outcome and conduct of all curricular and co-curricular programs; evaluation/reporting of student learning/development; safety, welfare and conduct of staff, students and building occupants; planning, budgeting and management of school resources; and staff selection, assignment, training, professional growth and evaluation

	Assessment Team:
	Date:

	Type of Work:1  Instructional Leadership:  Implementing school wide instructional focus, best practices, professional collaboration teams, smart targets, etc.


	Work Related Activities2
	Potential Hazards3
	Frequency:
	Risk Level4

High

Med

Low
	Corrective Action

Controls5

	
	
	Consequences:
	
	

	Provide classroom coaching, teaching/mentoring staff/students; monitoring school focus
	Awkward postures, muscles strain/fatigue from prolonged standing, or bending to assist students and using projectors, chalkboards or whiteboards.
Air contaminants/allergens from building materials/occupants cleaning and maintenance/renovation activities (e.g. asbestos/mould, cleaning products, perfumes; exhaust emissions).

Uncomfortable temperatures and humidity; poor lighting.

Trips/falls on slippery/wet floor surfaces, furniture, loose carpets, boxes of supplies, telephone or electrical cords.

Cuts/bruised from sharp edges on desks/cabinets, or unsecured, improperly stacked or protruding materials.

Electrical hazards from cords and electrical equipment.
	F=1
C=D
	Med
	1. Air Quality Bulletin
2. Complete Basic Health and Safety Inspection Checklist
3. Electrical Safety Tips

	

	Monitor student achievement and assessment
	Use laptop computer, data entry, word processing, spreadsheets.  Work at home and in the office alone after hours.
Potential for violent encounters with intruders if working alone or in isolated school locations.

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

Physical injury from office equipment e.g. photocopiers, laminators, paper cutters; scissors; overloaded filing cabinets; etc.

Physical injury from unstable furniture or sharp edges, unsecured materials or office clutter.
	F=1
C=D
	Med
	1. Office Ergonomics Guidelines and Self Assessment Checklist.
2. Take micro-breaks – alternate from standing to seated positions regularly.

3. Working Alone Procedures for school staff

4. Maintain clutter free work area

	Evaluate student learning/development and prepare reports
	Prolonged use of computer preparing district reports; teacher reports; and student recognition lists for media.
Eye, neck, shoulder, arm and wrist strain from prolonged sitting, repetitive motions, awkward postures and poorly designed or positioned furniture/workstations.
	F=1
C=E
	Med
	1. Electrical Safety Tips
2. Maintain a clutter free work area.

	Participate in curricular/co-curricular programs to maintain visibility
	Fundraisers, sports tournaments; intramural activities; photography; stress/fatigue from interruptions to family and personal time.  Risk of physical injury from activities/equipment.
Motor vehicle accidents from use of personal/school vehicles to attend events stress related illnesses and long hours.
	F=2
C=C
	Med
	1. Motor vehicle maintained in good condition.
2. Safety Guidelines for Physical Activity in Alberta Schools.



	Type of Work:  School Administration:  Planning, budgeting and management of school resources

	Coordinate school opening/closing.  Requirements; plan/prepare budgets; manage school assets/resources.
	Use computers, internet, curriculum resources at home or work alone after school hours and on weekends; stress from working under deadlines to prepare timetables, school news letters, etc.

Eye neck, shoulder, arm and wrist strain from prolonged sitting, repetitive motions, awkward postures and poorly designed furniture/workstations.
	F=1

C=D
	Med
	1. Electrical Safety Tips

2. Office Ergonomics Guidelines and Self Assessment Checklist

3. Take micro-breaks – alternate from standing to seating positions regularly.

	Recruit staff, conduct interviews, deliver staff performance/recognition
	Stress dealing with staffing issues
	F=4
C=E
	Low
	

	Monitor student conduct/discipline
	Potential for strains, sprains and physical injury from restraining students.  Stress from verbal or physical abuse, possible contact with blood or bodily fluids.
	F=4

C=A
	High
	1. Training in non-violent crisis intervention.

2. Review procedures for blood and bodily fluids.

	Administer Health and Safety Program
	
	F=1

C=E
	Med.
	

	On call 24/7 to respond to after hour’s school requests or emergencies.
	Cell phone.  Stress/fatigue from interruptions to family and personal time.  Potential for violent encounters.
	F=3
C=C
	Med
	1. Working alone procedures for school staff.


	Parent/community Liaison
	Charities; social service agencies; least/rental groups; school councils.
Potential for violence and verbal abuse from angry parents.

Continuous distractions from visitors, parents, students, contractors etc.
	F=1
C=B
	High
	1. Training in non-violent crisis intervention.
2. Refer to Policy GCAGA Standards of Competent Performance 

	Type of Work:  Other

	Entering or leaving the building
	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 procedures.

	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.

