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Take regular breaks to allow your body to recover from repetitive or forceful motions.
POTENTIAL HAZARDS

( Repetition of movement
( Awkward postures/grip



( Static posture

( Duration of task


( Force - pushing/pulling/sliding

( Slip/trip/fall





   ( Sprains/strains
   

( Reaching, twisting and bending 
( Dust and mould on shelves and books
( Load handling – holding, lifting, lowering, raising, carrying








PRE-OPERATIONAL SAFETY CHECKS 

1. Plan activities - apply a time limit to work shifts for shelving resources. Reduce or space out daily shelving requirements on staff. 
2. Work at a comfortable pace. Take rest breaks to allow muscles a chance to recover.
3. Use a power grip rather than a pinch grip to hold books when moving and shelving them (see picture). 
4. Use a well-maintained trolley to assist to reduce lifting/carrying and to move resources around.
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OPERATIONAL SAFETY CHECKS
Shelving

1. When tidying a shelf, use free sliding bookends to reduce the force required 
to straighten books rather than use your arm and stress your shoulder.

2. Avoid overcrowded shelves to eliminate the constant shifting of resources.
3. Do not use a pinch grip. Use two-handed grip to disperse load and maintain neutral hand positions while shelving large resources. 
4. Shelve large and heavy resources at waist level if practical.
5. Avoid over stretching, over reaching and reaching overhead to reduce shoulder, arm and upper back stress. 
6. Use a suitable platform step stool to access higher shelves.
7. Bend your knees when placing books on the lower shelves and keep your back straight.
8. Switch back and forth between using your left and right arms to lessen the weight and strain on your dominant shoulder, hand and wrist. 

9. Encourage students to follow book use/return procedures to reduce the volume of recurring library tasks.
Book trolleys

1. Use correct manual handling equipment (e.g. height adjustable trolley) for tasks.
2. Do not overload trolleys.

3. Push rather than pull the trolley. Push from the end, not the sides. Use trolleys with handles where possible.

4. Minimise repeated bending and twisting of the trunk when removing items from a trolley. 
Place the trolley in line with yourself and the shelf. Step and turn rather than twisting.
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Ensure a path has been cleared when carrying or pushing heavy loads. Always maintain a clear line of sight when pushing a trolley.
6. Pull trolleys when exiting elevators or passing through swinging doors. 

7. DO NOT use a damaged trolley, particularly one with faulty wheels or wobbly shelves.
Lifting and carrying

1. Get help when lifting large, heavy or awkward loads or moving fully loaded trolleys.
2. Carry only the book you are shelving. Carry loads close to the body.
3. Use two hands to lift heavy or large books.

HOUSEKEEPING
(  Periodically weed collection to prevent overcrowding of shelves. Try to reduce the number of books on top and bottom shelves.
(  Stock take over longer periods of time or biannually so stock take intensity is reduced.
(  Maintain trolleys and shelves in good working order. In particular, ensure castors are free-wheeling as this will reduce the force required to push the trolley.
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