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Job Hazard Analysis
UU h&t IS a; h&Z&I’d? A hazard is the potential for harm. In practical terms, it is often associated

with a condition or activity that, if left uncontrolled, can result in an injury or illness. Identifying hazards and eliminating
or controlling them as early as possible reduces the potential for harm.

Wh&t 1S a: J Ob h&Z&I’d a,Ila,lySIS? A “JHA" is an assessment that focuses on

job tasks as a way to identify hazards before injuries or ilinesses occur. This analysis looks at the relationship between
the worker, the job, the tools, the materials used, and the work environment. The observations from the job hazard
analysis are used to eliminate or reduce hazards.

WthhJObS ShOll].d be a;na;].yzed? Job hazard analysis should be done for

jobs with high injury or illness rates, jobs with a high potential for severe injury or iliness, jobs that are new or have
undergone changes in processes and procedures, and jobs complex enough to require written instructions. Also
consider jobs involving exposure to hazardous chemicals, dusts, radiation, or biological materials.

Before you begin...

Involve your staff - They have a unique understanding of the job, and this knowledge is invaluable for
determining hazards. Involving staff will help minimize oversights, ensure a quality analysis, and get their
“buy in” to solutions.

Review your injury history - Review your worksite’s history of work-related health concerns and injuries with
your staff. If needed, contact the Occupational and Environmental Safety Office — OESO — (or the Durham
Regional or Duke Raleigh safety office) for the history of OSHA — recordable injuries and ilinesses in your area,
the Workers’ Compensation Office, or the Safety Reporting System (SRS).

Also review “near misses” — where an injury or loss did not occur, but could have. These are indicators that the
existing controls may need more scrutiny.
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Conduct a preliminary job review - Discuss with your staff the hazards they know exist in their current work
areas. Brainstorm ideas to eliminate or control those hazards. If any hazards pose an immediate danger, take
immediate action to protect your staff. Correct easy problems as soon as possible (i.e. don’t wait until you

complete the hazard analysis).

List, rank, and set priorities for the jobs you will analyze first - List jobs that have an increased risk of injury,
based on those jobs where injuries are most likely to occur, as well as those jobs having a risk of severe injury.

Analyze these jobs first.

Outline the steps or task - Nearly every job can be broken down into job tasks or steps.

When beginning a job hazard analysis, watch the employee perform the job and list each step
as the worker takes it.

Be sure to record enough information to describe each job action without getting overly detailed.

Avoid making the breakdown of steps so detailed that it becomes unnecessarily long or so broad
that it does not include basic steps.

You may find it valuable to get input from other workers who have performed the same job.

Later, review the job steps with the employee to make sure you have not omitted something. Point
out that you are analyzing the job itself, not the employee's job performance.

Include the employee in all phases of the analysis — from reviewing the job steps and procedures
to discussing uncontrolled hazards and recommended solutions.
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Job Hazard Analysis, Continued
Performing the analysis

Ask these questions and document the response.
* What can go wrong? (To what hazard* might the employee be exposed?)
* How could it happen? (How or why might the employee be exposed?)
« What are the consequences? (What symptoms or injuries might result?)

» What are other contributing factors? (Could the exposure to the hazard occur quickly
or without the employee being aware of it?)

How likely is the above consequence? (Consider frequency of task, previous injuries.)

Document the answers to these questions in a consistent manner to help ensure that you are able to target the
most important contributors to the hazard.

Determine how to prevent or correct the hazards.
* Include your staff members in the discussion.

» The most effective controls are engineering controls that physically change a machine or work environment
to prevent employee exposure to the hazard.

* If engineering controls are not feasible, administrative controls may be appropriate — these may change
how staff perform their work. If job procedures are being modified, ensure that employees are informed
regarding the reason for the changes.

 The last in the hierarchy of controls is personal protective equipment (PPE). Examples of PPE are safety
glasses, earplugs, respirators, and gloves. Careful selection of the correct PPE is important — it must protect
against the specific hazard. The selection of PPE must be documented and staff must be trained on how and
when to use PPE.

» The hazard might be a sharp edge, a moving part of a machine, a heavy object that could fall on someone, a heavy object that might cause overexertion
if a person must move it, something that might make a person trip or slip, a projectile, an irritating chemical or dust, radiation, or a harmful biological
material.




Contact OESO (or your local safety office) for support.

Doing a thorough job hazard analysis is complicated, but help is available. OESO (or the Durham Regional or
Duke Raleigh safety offices) will work with you to ensure that all hazards have been identified and analyzed.
They will also assist with the selection of appropriate hazard control measures. Contact information is available
on page 12.

Follow through

For a job hazard analysis to be effective, management must demonstrate its commitment to safety and health
and follow through to correct any uncontrolled hazards. Otherwise, employees may hesitate to let their
supervisors know about dangerous conditions they encounter in the future, and may perceive that there is
little need to work safely.

Periodically review analysis

A periodic review of the hazard analysis ensures that it remains current and continues to help reduce workplace
injuries. It is particularly important to review your job hazard analysis if an illness or injury occurs on a specific
job. Based on the circumstances, you may determine that you need to change the job procedure to prevent
similar incidents in the future.

Any time you revise a job hazard analysis, it is important to train all employees affected by the changes in the
new job methods, procedures, or protective measures adopted.

“Rprrss®




How to Conduct an Incident* Investigation

Secure the incident scene

Visually examine the area where the incident occurred before steps are taken to restore the area to pre-incident
state. Seeing the area will improve your understanding of what led up to the injury or near-miss. Securing the
area could mean asking a staff member to stand nearby to keep others clear of the area or closing a door and
asking staff to remain outside.

Collect facts about what happened
Interview the affected employee and any witnesses privately as soon as possible following the incident. Ask what
they observed or heard just before, during, and after the incident. Just the facts.

Develop the sequence of events
Use the facts gathered in step 2 to develop a sequence of events so that hazardous conditions and/or unsafe
behaviors can be understood and corrected/coached as needed. Ask, “What happened next, and then what...”

Determine the causes
There will be multiple causes that led up to the incident. The goal is to find the root causes to prevent
recurrence. Keep digging to find root. See Investigation Tree on page 8.

+ Identify and describe the direct cause of injury or near-miss, (e.g., laceration to right
forearm resulting from contact with rotating saw blade).

» Analyze events occurring just prior to the incident to identify those conditions and
behaviors that caused it (e.g., unguarded saw blade).

» Analyze conditions and behaviors to determine other specific conditions and behaviors that
contributed to the incident (e.g., supervisor or staff member not performing weekly area
safety inspection).

» Analyze each contributing condition and behavior to determine if weaknesses in carrying
out safety policies, programs, plans, processes, procedures and practices exist (e.g., safety
inspections are being conducted inconsistently).

» Determine implementation flaws to determine the underlying design weaknesses (e.g.,
inspection policy does not clearly specify responsibility by name or position).

*In this case, an “incident” could be the cause of an injury or a “near-miss” - something that could cause an injury in slightly different circumstances.
Steps 2 - 6 can also be used to investigate complaints of pain or illness that have developed over several days, weeks, or months.
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Recommend improvements
There is a hierarchy of controls. These are: engineering controls to remove or reduce the hazard (redesign,
enclosure, substitution), management controls (remove or reduce the exposure using different procedures
or by rotating the job among employees), and personal protective equipment (PPE) to put up a barrier.

Write the report (within 24 hours of incident)
Submit employee and supervisor report on-line within 24 hours at www.hr.duke.edu/workcomp

Checklist:

__ Step 1: Secure the incident scene

___ Step 2: Collect facts about what happened
__ Step 3: Develop the sequence of events
__ Step 4: Determine the causes

___ Step 5: Recommend improvements

Step 6: Write the report (within 24 hours)



www.hr.duke.edu/workcomp
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If an accident happens...

If your staff member requires emergency medical care, send him/her to a DUHS Emergency Department or call 911>

Let your staff know to contact you immediately if they have an injury, so you can assist, investigate the reason the
incident occurred and take corrective action to prevent other injuries.

If the injury requires medical treatment (other than emergency care), direct your staff member to go to Employee
Occupational Health and Wellness (EOHW). After hours or on weekends he/she should go to Duke Urgent Care
(Hillandale Road or Fayetteville Road) or a DUHS Emergency Department* After hours consultation for unclear
situations is available via the EOHW Hotline at 684-8115.

You and your staff member must complete an incident report within 24-hours of the injury. Access the forms online
at www.hr.duke.edu/workcomp. (For DUHS, login to your DUHS VPN account.)

Keep in touch with your staff member during his/her recovery.

* If the incident is not covered under workers compensation, the staff member (or his/her health plans) will be responsible for the cost of medical care provided via
Urgent Care or the Emergency Department.

www.hr.duke.edu/workcomp
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If you have questions...

WOrkers’ COMPENSALION ..ottt s s s s ns s s s 684-6693
Employee Occupational Health and Wellness (EOHW)*
DU/DUHS ettt eesseesse e s essess s8R R8s R £ 684-3136
I TU Ty =Ty T =T o] =TT 470-5350
DUKE RAIBIGN ettt ss s 954-3952
EOHW HOUINE oottt ettt s s s s s st nssnes 684-8115
Safety
DU/DUHS (OESQO) eeeeereeeeeeerreseteeeseesssesesseesseessssssessessssssssssessesssssssssssessesssssssessssssssssssassssssssssssesssessnsssnsssssasesans 684-2794
D 10 F= Y0 0T =T o] = PP 470-SAFE (7233)
D10 1= - 1 =1 T | TP 954-3104
Occupational & Environmental Safety Office
AdMINISrAtionN (DiviSIONS NUMDEIS DEIOW) ceeeveereeeeeeeeeeeeeseseeseseesesessesessesassesassessssessssssssesssssssssessssessssessnsssssssssssssessees 684-2794
BIoIOGICAl SAfELY ...ttt 684-8822
Biological hazards, clinic and lab audits
ENVIronmMEeNntal PrOQFamS ...ttt sses s 684-2794
Hazardous waste, pollution prevention
Ergonomics (ERGQO) ...ttt es s e sss e nsssnenns 668-ERGO or 668-3746
Materials & patient handling, repetitive tasks, body mechanics, workstation setup, injury prevention
FIF@ SAFELY ...ttt s s 684-5609
Fire prevention, emergency egress, hot work permits
Occupational Hygiene & SAfEly ...ttt sess s ss st sssanes 684-5996
Chemical hazards, general safety, hearing conservation, injury/iliness prevention
RAAiQtion SAFELY ...ttt ettt s e 684-2194

lonizing and non-ionizing radiation, lasers

* After hours consultation for unclear situations is available via the EOHW Hotline at 684-8115.

www.safety.duke.edu
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