JOB HAZARD ANALYSIS – THE BASIC STEPS
CHECKLIST

I.   Create a pre-analysis checklist to identify and correct hazards in conditions in which the job is performed:

· Is there adequate lighting?

· Could people trip over materials on the floor?

· Are there exposed live electrical wires?

· Are tools, machines, and other equipment in good repair?

· Do machines have guards in place?

· Are noise levels too high to allow clear communication?

· Are fire alarms and portable extinguishers readily available?

· Are emergency exits clearly marked?

· Is personal protective equipment available, in good condition, and used when necessary?

· Is the work area adequately ventilated?

II.   List all specific job steps and create a checklist to identify possible hazards:

· Include each step.

· Describe each step in adequate detail.

· Include inspections and use of protective equipment.

· Detail job set-up procedures.

· Include condition, use, and safety of equipment and machinery.

· Identify any machine parts or exposures that could create risk of injury.

· Detail actual steps followed while performing the job to identify any movements or positions that could create risk of injury.

· Note procedures to follow when it is necessary to shut down equipment.

· Include organization and placement of parts, tools, etc.

· Identify hazards created while performing job – dust, chemicals, heat, excessive noise, etc.

III.   Determine the best way to eliminate/reduce identified hazards:

· Fix clear-cut problems, such as replacing missing machine guards.

· See ways to eliminate, combine, or rearrange job steps to eliminate or reduce hazards.

· Identify equipment that could be used to reduce hazard.

· Change tools, add ventilation, or make other physical changes to reduce hazard.

· Detail new job steps to follow after changes are made.

· Identify hazards that can’t be reduced and seek ways to eliminate job or do it less often.

IV.  Periodically repeat job hazard analysis for each job or task.

