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General 
 

Hazard Who might be 
harmed and how? 

What control measures are in place? 
Are they sufficient? 
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Hazard Who might be 
harmed and how? 

What control measures are in place? Are they 
sufficient? 

What Further Action 
Required 

Action 
by 
Whom 

Action by 
When 

Date 
Completed 

Inappropriate 
behaviour by 
customers 
 

Visitors under the 
influence of alcohol, 
drugs 

Staff, Visitors, Contractors 
and Public  
 
Injury physical or mental 
to others 

 Staff to follow Incident Management Procedure to 
challenge unacceptable behaviors  

 There is an escalation process where in the event it 
cannot be successfully resolved by a member of staff 
it is passed up to the next level and ultimately to the 
Police 

 When the library is busy, 
Security to monitor the 
Story Steps via CCTV   

 Security to contact the 
Children’s Library and 
advise of any concern 

All  As and 
when 

 

 

Faulty Electrical 
Equipment 

 

Staff, Visitors, Contractors 
and Public  
 
Electric Shock 

 Contractors should be made aware that any 
equipment they are using should be kept safe and 
away from customers 

 Staff to undertake a visual inspection of equipment 
for obvious damage before allowing the use of 
electrical appliances 

 Faulty equipment should be taken out of action, 
labelled ‘do not use’, reported via FM Facts 

 Portable heaters or other 
unauthorised electrical 
equipment must not be 
used in the LoB 

 

All  As and 
when 

 

 

Overcrowding of the 
Children’s Library  

 

Overcrowding of the 
Story Steps (general, 
event/activity use) 

 

 

Staff, Visitors, Contractors 
and Public  
 
Safe movement of people 
evacuation restricted in 
the event of an emergency  
 
School groups 

 Refer to Incident and Crowd Management Procedure 

 Audience capacity for events is established and Risk 
Assessed in advance 

 Where events are likely to attract large numbers, 
arrangements must be made to ensure capacity is 
not exceeded  

 Children’s team to support H&S e.g. to request First 
aider, report lost child to Duty Manager 

 Staff to be fully briefed prior to an event 

 Monitoring of numbers in 
attendance to ensure 
capacity not exceeded – 
approx. 90.  School 
groups not to exceed 90.  

 Story Steps stairway must 
be kept clear to allow for 
access 

 

All  As and 
when 

 

 

Other hazards 
- Injury to hands, 
fingers 

Staff, Visitors, Contractors 
and Public  
 
fingers caught in doors incl 
toilet doors, caught on 
metal skirting 

 First aid box at the Children’s Customer Service Desk 
for use by First Aider   

 Children’s team to support H&S e.g. to request First 
aider, report lost child to Duty Manager 
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physical injury  Assess event re potential crowd control 
requirements 

busy events (Steps 
and to facilitate 
accessing & leaving 
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The Story Steps  
 

Hazard Who might be 
harmed and how? 

What control measures are in 
place? Are they sufficient? 

What Further 
Action Required 

Action 
by Whom 

Action by 
When 

Date 
Completed 

Falling 
down the 
Steps 
 
Running, 
jumping, 
sliding on 
cushions 

Staff, Visitors, 
Contractors and 
Public  
 
Broken limbs 

Slips, trips and falls, 

 Regular visual checks by 
library staff 

 To prevent slips/trips, no food 
or drink allowed on the Story 
Steps  

 To prevent slips, socks and 
shoes must not be taken off 

 When the 
library is busy, 
Security to 
monitor the 
Story Steps via 
CCTV   

 
See Story Steps 
Guidelines 

All  As and 
when 

 

 

 

Story Steps – A Good use guide 
 

The Story Steps is a seating area that is ideal for families to sit and read together, share books; for individuals 
to enjoy a book; for library performances such as author events, and so on. Cushion pads are available to sit 
on. 
 
Access to the stories being told and performed is important to us.  Whenever events are held, appropriate and 
suitable equipment will be used to facilitate participation and engagement by all customers - including the use 
of a portable projector/screen at ground level for customers with mobility issues; as well as ground level space 
for customers with wheelchairs. 

 
All customers are welcome to use and share the Steps together.  The Story Steps are not a public bookable 
space, when busy; the area will need to be shared.   
 
Please respect each other and the books you have with you when using the Story Steps.  It is not a play area. 

 

 Footwear should always be worn, and belongings not left on the Steps.  In the event of fire, a fire 
curtain will be lowered down from the end of the Children’s Library ceiling over the Story Steps.  Once 
fully lowered, there will be no access off the Story Steps or to any left footwear/belongings.  

 The Story Steps amplify sound.  Please respect this by keeping noise to a minimum. 

 Food and drink cannot be consumed on the Steps or in any other part of the Children’s Library.  
Please help our cleaners to keep the Steps clean and free of spilt drinks, dropped food etc to prevent 
damage to library books and resources, such as the cushions.   

 Books taken to






