Job Hazard Analysis Process 
The following instructions will assist in completing the JHA Worksheet.
There are four basic steps in conducting a JHA:

1.  Select the job to analyze.

2.  Break the job down into a sequence of steps.

3.  Identify potential hazards.

4.  Determine preventive measures to eliminate or reduce the severity
    of the hazards.

Step 1—Selecting the Job

Applying JHA to all jobs is not practical or required.  This step ensures that the jobs with a potential for injury are analyzed.    
Factors to consider when determining priority include:

· Accident frequency and severity: jobs where accidents occur frequently or where they occur infrequently but result in disabling injuries.

· Potential for severe injuries or illnesses: the consequences of an accident, hazardous condition, or exposure to harmful substance are potentially severe.

· Newly established jobs: due to lack of experience in these jobs, hazards may not be evident or anticipated.

· Modified jobs: new hazards may be associated with changes in job procedures.

· Infrequently performed jobs: employees may be at greater risk when undertaking non-routine jobs and a JHA provides a means of reviewing hazards.

Step 2—Break the Job into Steps

After selecting a job for analysis, keep in mind the following when determining the steps:

· Do not make the steps too general, thereby missing specific steps and their hazards.

· Avoid too many steps.

· A rule of thumb is that most jobs can be described in less than ten steps.

· Divide the job into two segments if more than 10 steps are required.

· Keep the steps in their correct sequence.

· Make notes about what is done, rather than how it is done.

· Begin each step with an action verb.
	
	Steps
	Potential Hazards
	Control Measures

	1
	Park Vehicle
	
	

	2
	Remove spare tire and tool kit from trunk.
	
	

	3
	Pry off hubcap and loosen lug bolts
	
	

	4
	And so on
	
	


Example:  Changing a flat tire.
These are guidelines for observing the employee performing the job:

· Use experienced employees to perform the job.

· Clearly explain to the employee, the job, not the individual, is being studied.

· Do not stage the operation; observe the actual task being performed.
· Review the breakdown of the steps with the employee to ensure all the basic steps have been noted and are in the correct order.

Step 3—Identify Potential Hazards

Potential hazards must be identified at each step.  Based on observations of the job, knowledge of accident and injury causes, and personal experience, list the things that could go wrong at each step.

The observer may use the following questions to help identify potential hazards:

· Can any body part get caught in or between objects?

· Do tools, machines, or equipment present any hazards?

· Can the employee make harmful contact with objects?

· Can the employee slip, trip, or fall?

· Can the employee suffer strain from lifting, pushing, or 

pulling?

· Is the employee exposed to extreme heat or cold?

· Is excessive noise or vibration a problem?

· Is there a danger from falling objects?

· Is lighting a problem?

· Can weather conditions affect safety?

· Is harmful radiation a possibility?

· Can contact be made with hot, toxic, or caustic substances?

· Are there dusts, fumes, mists, or vapors in the air?
Example
Potential hazards are listed in the middle column of the worksheet, listed to match the corresponding job step.
	
	Steps
	Potential Hazards
	Control Measures

	1
	Park Vehicle.
	a) Passing traffic.

b) Unstable or unlevel surface.

c) Vehicle may roll.
	

	2
	Remove spare tire and tool kit from trunk.
	a) Back or shoulder strain from lifting spare.
	

	3
	Pry off hubcap and loosen lug bolts.
	a) Hubcap may pop off and hit you.

b) Lug wrench may slip causing hand or arm injury.
	

	4
	And so on
	a) ...
	


Step 4—Determine Preventive Measures

The final step in a JHA is to determine ways to eliminate or control the hazards you’ve identified.  Generally accepted measures include:

1.  Eliminate the hazard.

2.  Contain the hazard.

3.  Revise work procedures.

4.  Reduce exposure.

Eliminating the hazard is the most effective measure:
· Choose a different process.

· Modify an existing process.

· Substitute with a less hazardous substance.

· Improve the environment (ventilation).

· Modify or change equipment or tools.

Contain the hazard using enclosures, machine guards, booths, or similar devices to create barriers.

Revise work procedures by modifying the steps that are hazardous, changing the sequence of steps, or adding additional steps such as locking out energy sources.

Reduce exposure by minimizing the number of times the employees are exposed and the use of appropriate personal protective equipment.  To reduce the severity of an accident, emergency facilities, such as eyewash stations may be required.
Example

Avoid using general statements such as “be careful” or “use caution”.  Use specific statements to describe, what action will be taken and how it is to be preformed.  The implemented measures listed in the right column should coordinate to match the hazard in question.

	
	Steps
	Potential Hazards
	Control Measures

	1
	Park Vehicle.
	a) Passing traffic.

b) Unstable or unlevel surface.

c) Vehicle may roll.
	a) Drive to area well clear of traffic.  Turn on emergency flashers.

b) Choose a firm, level area.

c) Apply the parking brake; leave transmission in gear or in PARK; place blocks in front and back of the wheel diagonally opposite to the flat.

	2
	Remove spare tire and tool kit from trunk.
	a) Back or shoulder strain from lifting spare.
	Turn spare into upright position in the wheel well.  Using your legs and standing as close as possible, lift spare out of trunk and roll it to the flat tire.

	3
	Pry off hubcap and loosen lug bolts.
	a) Hubcap may pop off and hit you.

b) Lug wrench may slip causing hand or arm injury.
	a) Pry off hubcap using steady pressure.

b) Use proper lug wrench; apply steady pressure slowly.

	4
	And so on
	a) ...
	a) ...


Post Analysis

Once the analysis is complete, the results will be communicated to all employees who are, or will be, performing that job. 

