
Library Risk Management Procedures 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Library Risk Management Procedures 

Dear [Recipient Name], 

As part of our ongoing commitment to maintaining a safe and organized library environment, we 

have developed the following risk management procedures to address potential risks and ensure 

the safety of our patrons and staff. 

1. Risk Assessment 

Regular assessments will be conducted to identify potential hazards, including: 

• Physical hazards (e.g., slips, trips, and falls) 

• Fire safety measures 

• Emergency exit accessibility 

• Equipment safety 

2. Incident Reporting 

All incidents or near misses must be reported immediately to library management. An incident 

report form will be made available at the front desk. 

3. Staff Training 

All library staff will undergo training on risk management practices, including: 

• Emergency response procedures 

• First aid and CPR certification 

• Handling difficult situations 

4. Review and Updates 

The risk management procedures will be reviewed annually and updated as necessary based on 

feedback and incident reports. 



Thank you for your attention to these important procedures. Together, we can ensure a safe and 

enjoyable library experience for everyone. 

Sincerely, 

[Your Name] 

[Your Position] 

[Library Name] 

[Contact Information] 


