	PAPER SHREDDING

	Hazards Identified


	· Back & shoulder strain, neck injury due to heavy lid or twisting, and injury to fingers / hands

· Electrical shock / skin burns / fire from overheating

· Outlet spark / fire

· Inhalation of dust

· Confined space where boxes can fall causing injuries

· Personal injury from long hair, jewelry or clothing becoming entangled in shredder

· Finger cuts from staples or paper

· Hearing loss from machine motor sounds

	Hazard-Specific Personal Protective Equipment
	· Not indicated

	Hazard-Specific Training
	· Instruction in proper use and care of shredder

	Related Safe Work Practices and Procedures
	· Paper Shredding Procedure

	Safe Work Practice

	· Before using a paper shredder, thoroughly review and understand information provided in the operator’s manual noting the description of safety procedures;

· Read the Shredding Safe Work Procedure before using the shredder;

· Inspect shredder for damages or disrepair and the electrical cord and plug for defects;

· Avoid working in confined spaces such as storage areas to avoid potential injury from falling boxes or other stacked items.

· Place the shredder at least 4 inches from walls or furniture to allow air to freely flow thorough ventilation slots;

· Notify your supervisor and remove the shredder from use if any defects are noted;

· Paper shredders should be used in a well-ventilated area to avoid inhalation of paper dust or wear a paper mask;
· Always ensure all staples and paper clips are removed from paper before shredding;

· Always be alert and focused on the shredding task;

· Place the bag being used to collect shredded papers at least two feet from shredder to prevent a fire.

· Connect a power bar to the electric cord in order to eliminate reaching when turning the shredder on and off;
· Rings, jewelry, and Id. tags must be removed before use to prevent being caught in the shredder. (e.g. bracelets, long necklaces)

· Long hair must be tied back and clothing sleeves, etc. that may get caught in the shredder must be rolled up or secured to prevent being caught in the shredder;
· Ensure you are ergonomically positioned in front of the shredder to avoid neck, shoulder, or back strain;
· Keep fingers and hands away from the shredder opening at all times;
· Limit use of shredder to 5-10 minutes after continuous use of 15 – 30 minutes to prevent machine from overheating and to prevent muscle strains;
· If the motor overheats, turn the shredder off and allow to cool for at least 15 minutes before using again;

· Always disconnect the power source before removing and emptying the waste container or when cleaning the shredder; and,
· Leave the area where the shredder was used in a safe, clean and tidy state.


	References:


	Joint Occupational Health and Safety Committee, Lunenburg County Home Support Services Society: Hazard Analysis, Shredding. Bridgewater, NS, Canada. November 2001.

NSC International: Simple Paper Shredder Safety Tips. 2015.  Internet Document: http://www.binding.com/paper-shredder-safety-tips

Shredder Select. (2015). How to use shredder Effectively Infographic. Retrieved from https://shredderselect.com/#tab-con-13
The Texas Department of Insurance, Division of Workers’ Compensation (TDI/DWC): Paper Shredder Safety Fact Sheet. Texas, USA. June 2006. Internet document:

http://www.tdi.state.tx.us/pubs/videoresource/fspapershredder.pdf
US Consumer Product Safety Commission: Paper Shredder Safety Alert. N.d. Internet Document: http://www.cpsc.gov/cpscpub/pubs/5127.html



Note: This safe work practice (SWP) has been provide by Lunenburg Home Support and is intend as a guide for you to develop your organization’s SWP
Paper Shredding Safe Work Practice

Revised: March, 2017
Western Zone Home Support

Page 1 of 2

