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JOB HAZARD ANALYSIS

Purpose:
A Job Hazard Analysis is a simple program designed to help identify the safe steps to complete routine jobs.  The goal with a Job Hazard Analysis (JHA) is to break a job down into easy steps, identify the hazards associated with each step, and then identify the safe practices needed to control the hazards.  Once a job has been analyzed, employees should be able to follow the listed steps for any job they perform and be confident of performing the job safely.
Job Hazard Analysis: 
JHA’s have been identified as a useful tool for employers across the United States.  Year after year, it has been shown that the majority of injuries to workers are the result of unsafe behaviors of the workers.  JHA’s are a helpful tool for training workers in the proper and safe way to complete a job.  Once a JHA has been developed, it serves as a training tool for new workers, too.  A job hazard analysis is one component of the larger commitment of a safety and health management system. 

A JHA is basically a worksheet with job information at the top and three columns of information. (See sample attached to this program.)  The header of the form will contain information about the job or task being analyzed, such as the name and department.  The first column then breaks the job down into basic steps.  The second column identifies the hazards associated with each step.  The final column lists the safe procedures to complete the step safely.  By following the listed safe steps, employees can recognize and avoid workplace hazards.  Ideally, a JHA will identify all required PPE, tools, and safe practices needed to complete a task without injury or incident.

Company Benefits:

The benefits of having JHA’s are many.  Supervisors can use the findings of a job hazard analysis to eliminate and prevent hazards in the workplace. Obviously, as a company we want every worker to go home without injury every day.  Additionally, the training benefits of JHA’s are clear.  By having each job broken down into simple and safe steps, we create a wonderful training tool for future employees.  Finally, as a competitive company, we are in a position where we have to bid on jobs.  We must continue to strive for excellence and find ways to put us above the competition.  Many companies are now requiring JHA’s as part of their selection criteria.  Creating a log of completed JHA’s is something that all successful companies are working on.

Job Identification: 
There are, of course, a large number of jobs and tasks that our workers complete every day.  We will work to develop our JHA’s by setting priorities and working through the jobs in a systematic manner. Priority will be given to the following types of jobs: 

· Jobs with the highest injury or illness rates; 

· Jobs with the potential to cause severe or disabling injuries or illness, even if there is no history of previous accidents; 

· Jobs in which one simple human error could lead to a severe accident or injury; 

· Jobs that are new or have undergone changes in processes and procedures; and 

· Jobs complex enough to require written instructions. 

While this can seem to be a daunting task initially, by setting a company goal of one JHA per week, we will be able to quickly build an inventory of completed jobs without causing undue burden.  As we select and work on jobs we will be following these steps:
1. Involve all workers. The people who are actually doing a job are the best resources for identifying the proper steps and safe practices.  We will also seek input from others, such as the Safety Coordinator and upper management, as we may find that the way we have been doing a task is not the safest way to continue to perform that task.  New tools, materials, PPE or others items may be needed to help control the hazards.
2. Review accident history. We will target jobs that have either a high exposure rate or a history of accidents.  If you believe that a task or job that you perform routinely is one that should be targeted early in our efforts, please contact the company Safety Coordinator.

3. Preliminary reviews/meetings. During all aspects of JHA development, we will be seeking input from all workers.  We will strive to come up with the best and most effective solutions with the help of all workers.
4. Outline steps or tasks. Nearly every job can be broken down into job tasks or steps. When beginning a job hazard analysis, watching the employee perform the job and listing each step as the worker takes it is the first part of the process. The observer must record enough details and often watch the task more than once to get a detailed understanding of the job.  The steps should be easy to follow, but not so detailed that it becomes overly burdensome.  Sometimes, in conducting a job hazard analysis, it may be helpful to photograph or videotape the worker performing the job. These visual records can be handy references when doing a more detailed analysis of the work. 

Identifying Hazards: 
When completing a JHA, it is important to keep an open mind and truly consider everything that can possibly go wrong or create a hazard.  Even a simple task, such as setting up a ladder, can cause an injury (i.e. back strain from improper lifting, cut from using a broken ladder, a fall from not setting it up properly.)  Anyone working on a JHA should consider the following:

1.  What can go wrong?
2.  What PPE/Tools are needed?
3. What are the consequences of each action?
4. Are there ever any circumstances that would make the situation worse or more dangerous? (i.e. being on a scaffold during a thunder storm.)
5. How likely is it that the hazard will occur?
It is usually helpful to look at the area where a task is being completed and determine if the task will always be done in the same area.  For tasks that may occur in different location, think about what might be different in each location.  Also think about the variety of people who will perform a task.  For example, lifting a ladder might require little effort from a 6 foot tall worker, but a petite 5 foot tall worker may have a harder time performing the same task.

Completing a JHA:

A JHA is completing in three basic steps.  These steps are as follows:


Step 1: Break the job down into basic steps.


Step 2: Identify the Hazards


Step 3: Identify the Safe Procedures

More details about each step are provided below.

Step1: Breaking the job down into steps:
The best way to start any JHA is just by observing the worker perform a job.  It is not necessary to spy on the worker or catch them off guard.  The workers should know that they are being watched so that they may be able to explain to the observer what they are doing.  The observer may want to ask questions during this time, such as “Is this the way you always do this?” or “Does everyone in the department do it this way?”  It may be helpful to watch more than one person perform the job.

The steps should be recorded in the normal order of occurrence.  In this step, the observer is just recording and describing what is done, not the details of how it is done.  You should strive to use only 4-5 basic words.  For example, you could write “turn on the switch”.  You would not write “turn the switch ¼ turn to the left.”
Step 2: Identify the Hazards:

For each step you will complete a series of “what if” questions.  What if the ladder breaks?  What if the worker slips?  What if the machine starts up? Etc.  Again, the observer is just looking at all the possibilities of what can go wrong and documenting the hazard associated with that question.  For example: if the ladder breaks, the worker could fall.  The listed hazard would be “falls”.  Again, keep the list simple.  Just document the hazards that could happen with each step.  It is possible that a step may have no hazard.  Likewise, a step may have many hazards.  The observer should be realistic when listing the possible hazards.  We are not preparing for a zombie invasion.  Due to our location in the mid-west, however, it may be reasonable to consider some weather related emergencies for outside activities.  Additionally, it is often helpful to look at past accident records to see what types of injuries or accidents have actually happened in the past.  

Step 3: Identify the Safe Procedures:

Once all the hazards have been identified, it is time to determine what activities, tools, or procedures will control the hazards.  A hazard associated with heavy lifting may be controlled by training workers in safe lifting techniques or purchasing a lifting device, such as a dolly.  A hazard of material splashing into a worker’s eyes may be controlled by providing safety goggles.  There is no right solution for every situation.  Sometimes training may help.  Sometimes the use of PPE will help.  It may even be that a procedure change will help (i.e. “don’t flip the switch until the machine has been locked out”.)  Usually the people who perform the task have a good idea what types of thing help them and what will not.  The workers should always be consulted when completing any JHA.
Attached is a blank JHA form, as well as a completed form for a simple task (changing a light bulb) that has been provided for reference.  Anyone who is new to creating JHA’s may find that it is easier to watch someone else complete one before they start on their own.  It may also be helpful to gather a team to provide input and opinions.  
JOB HAZARD ANALYSIS
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	Personal Protective Equipment (PPE) Required or Recommended: 
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(List job steps here)
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(For each step, list all potential hazards here)
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**SAMPLE**

JOB HAZARD ANALYSIS

	Task/Job/Operation:

Changing a light bulb
	Date:
August 30, 2012



	Employee Name and Job Title: 

Jim Smith
	Analyst: John Doe Supervisor

	Department:

Maintenance
	Approved By and Date: 

Mr. Manager, August 31, 2012



	Personal Protective Equipment (PPE) or Tools Required or Recommended: 
Gloves, step ladder, locks/tags


	Job/Task Steps

(List job steps here)
	Potential Hazards

(For each step, list all potential hazards here)


	Recommended Safe Job Procedures

(For each hazard, list safe procedures, PPE or tools needed here)



	1. Carry stepladder from storage to job site
	· Material handling – Back and shoulder strains
· Pinched fingers in ladder
· Scrapes from rough edges


	· Do not lift beyond capabilities

· Use 2 people to carry ladder, as needed

· Practice safe lifting techniques: ensure employee has completed safe lifting training

· Wear gloves when moving and climbing ladder

· Carry step ladder in the “closed” position, with hands on the outside of the legs



	2. Set up ladder
	· Back and shoulder strain
· Hand scrapes from rough edges


	· Open step ladder completely and engage spreader devices
· Place ladder on level surface



	3. Turn off Light switch, Lock/tag out
	· Electrical shock
	· Apply lock and tag to breaker/switch following proper lockout procedures


	4.  Change bulb
	· Fall while climbing ladder

· Strain while reaching for bulb
	· Inspect ladder before use

· Place ladder on a level surface

· keep both hands free for climbing- carry new bulb in a pouch, pocket, or similar location
· Face ladder rungs while climbing
· Do not stand on top step
· Position ladder close enough to avoid reaching after climbing


	5. Turn switch back on/re-energize
	· Electrical shock
	· Remove locks following proper lockout techniques
· Stand to the side when re-energizing the switch

	6. Return ladder to storage
	· Back/shoulder strain
· Hand scrapes 


	· Follow proper lifting techniques
· Acquire assistance as needed

· Wear gloves
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