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GUIDELINES FOR HAZARD ASSESSMENT

Survey 

Conduct a walk-through survey of the areas in question. The purpose of the survey is to
identify sources of hazards to workers and co-workers. Consideration should be given
to the basic hazard categories:

#   Impact
#   Penetration
#   Compression (roll-over)
#   Chemical
#   Heat
#   Harmful dust
#   Light (optical) radiation

Sources of Hazards
  
During the walk-through survey the safety officer should observe: (a) sources of 

motion; i.e., machinery or processes where any movement of tools, machine
elements or particles could exist, or movement of personnel that could result in collision
with stationary objects;  (b) sources of high temperatures that could result in burns, eye
injury or ignition of protective equipment, etc.; (c) types of chemical exposures; (d)
sources of harmful dust; (e) sources of light radiation, i.e., welding, brazing, cutting, high
intensity lights, etc.; (f) sources of falling objects or potential for dropping objects; (g)
sources of sharp objects which might pierce the feet or cut the hands; (h) sources of
rolling or pinching objects which could crush the feet; (I) layout of workplace and
location of co-workers; and (j) any electrical hazards. 

In addition, injury/accident data (e.g., Workman's Comp and OSHA 200 logs) should be
reviewed to help identify problem areas.

Note: Included in this TAB section are checklists and a publication entitled,
“Recognizing Accident Potential.”  

Organize Data

Following the walk-through survey, it is necessary to organize the data and information
for use in the assessment of hazards. The objective is to prepare for an analysis of the
hazards in the environment to determine what hazards can be eliminated.  For hazards
which cannot be eliminated, the analysis should enable you to properly select personal
protective equipment.



2

[new 01/96]

Analyze Data

Having gathered and organized data on the workplace, an estimate of the potential for
injuries should be made. Each of the basic hazards (see Survey) should be reviewed
and a determination made as to the type, level of risk, and seriousness of potential
injury from each of the hazards found in the area. The possibility of exposure to several
hazards simultaneously should be considered.

Consult Material Safety Data Sheets to determine hazards associated with gases and
other hazardous materials.

Reassessment of Hazards

It is the responsibility of the safety officer to reassess the workplace hazard situation as
necessary, by identifying and evaluating new equipment and processes, reviewing
accident records, and reevaluating the suitability of previously selected PPE.

GOING A STEP FURTHER —

Individual Job Hazard Analysis

A job hazard analysis is much more detailed than a general hazard assessment of the
workplace and admittedly, distributors who lack full-time safety personnel may find it
difficult to invest the time required.  However, the rewards can be big in terms of
reduced employee injuries, worker’s compensation, and lost production. 

Injuries often occur because employees are not trained in the proper job procedure.

Establishing proper job procedures is one of the benefits of conducting a job hazard
analysis; that is, carefully studying and recording each step of a job, identifying existing
or potential job hazards and determining the best way to perform the job to reduce or
eliminate these hazards.

Priorities

To determine which jobs should be analyzed first, review your fob injury and illness
reports and worker’s comp. reports.  A job hazard analysis should be conducted first for
jobs with the highest rates of accidents and injuries.  Include in this priority jobs where
“close calls” have occurred.  Next, include new jobs and jobs with new equipment. 
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Eventually, a job hazard analysis should be conducted for all jobs in the workplace.
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Involve the Employee

Once you have selected a job for analysis, discuss the procedure with the employee
performing the job and explain its purpose.  Point out that you are studying the job itself
and not checking on the employee’s job performance.  Involve the employee in all
phases of the analysis — from reviewing the job steps to discussing potential hazards
and recommended solutions.  You also should talk with other workers who have
performed the job.

Conducting the Job Hazard Analysis

Before actually beginning the job hazard analysis, take a look at the general conditions
under which the job is performed and develop a checklist.  These are some sample
questions you may ask:

•   Are there materials on the floor that could trip a worker?
•   Is lighting adequate?
•   Are there any live electrical hazards at the job site?
•   Are tools, including hand tools, machines, and equipment in need of repair?
•   Is there excessive noise in the work area hindering worker communication and
increasing risk of hearing loss?
•   Is fire protection equipment readily accessible and have employees been trained to
use it?
•   Is a confined space entry involved in the job?
•   Is there potential for sudden, unexpected release of energy?

The same job may require an analysis more than once.  For example, hazards may be
different in summer than winter.  

Breaking Down the Job

Nearly every job can be broken down into steps.  In the first part of the job hazard
analysis, list each step of the job in order of occurrence as you watch the employee
performing the job.  Record enough information to describe each job action, but do not
make the breakdown too detailed.  Later, go over the job steps with the employee.

Identify Hazards

After you have recorded the job steps, next examine each step to determine the
hazards that exist or that might occur.  Ask yourself these kinds of questions:
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•   Is the worker wearing clothing or jewelry that could get caught in equipment?
•   Are there fixed objects that may cause injury, such as sharp machine edges?
•   Can the worker be injured by reaching over parts or materials?
•   Is the worker in an off-balance position?
•   Is the worker positioned in a way that is potentially dangerous?
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•   Is the worker required to make movements that could cause hand or foot injuries,
repetitive motion injuries, or strain from lifting?
•   Do suspended loads or potential energy (e.g., hydraulics) pose hazards?

Evaluating the Hazard

The next step is to look into what would cause these hazards.  You need to think about
what events could lead to an injury or illness for each hazard you identified.  Typical
questions are:

•   Is the worker wearing protective clothing and equipment that are appropriate for the
job?  Does it fit properly?
•   Has the worker been trained to use appropriate personal protective equipment
(PPE)?
•   Are work positions, machinery, pits, etc. adequately guarded?
•   Are lockout procedures used for machinery deactivation during maintenance
procedures?
•   Is the flow of work properly organized?
•   What movements or situations cause a worker to contact sharp edges?
•   Why would a worker be tempted to break any safety rule?  (For example, are
scheduling demands too stringent, is PPE too hot, cumbersome, etc., or does the
worker simply fail to understand the reason for the rule?)

In general, the most reliable protection is to eliminate the source or cause of the hazard.
If this is not possible, the danger should be reduced as much as possible.  
Improving the procedure or using PPE are some of the primary ways to reduce the
danger.  These changes should be accompanied by training programs that are aimed at
covering the procedures and equipment in detail.

Recommending Safe Procedures and Protection

After you have listed each hazard or potential hazard and have reviewed them with the
employee performing the job, determine whether the job could be performed in another
way to eliminate the hazards, such as combining steps or changing the sequence,
whether safety equipment and precautions are needed to reduce the hazards, or
whether training is needed to recognize hazards.

If safer and better job steps can be used, list each new step.  List exactly what the
worker needs to know to perform the job using a new method.  Do not make general
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statements about the new procedure, such as “be careful.”  Be as specific as you can in
your recommendations.   Go over the recommendations with all employees performing
the job and ask for their suggestions.  Their ideas about the hazards and proposed
recommendations may be valuable.  
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Revising the Job Hazard Analysis

If an accident or injury occurs on a specific job, the job hazard analysis should be
reviewed immediately to determine whether changes are needed in the job procedure.
In addition, if an accident results from an employee’s failure to follow job procedures,
this should be discussed with all employees performing the job.
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JOB HAZARD ANALYSIS WORKSHEET
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Trade News Release
Thursday, July 27, 2000
Contact: Jennifer Gauck or Bill Wright
PHONE: (202) 693-1999

OSHA FINALIZES SELF-AUDIT POLICY

Government safety inspectors will not routinely request that employers who voluntarily
evaluate work sites for potential safety and health problems provide the findings to the
government during safety and health inspections, the Occupational Safety and Health
Administration announced today.

In formalizing the policy first announced last October, OSHA said that a voluntary
evaluation -- or "self-audit" -- will not be used to justify a citation if the hazard has been
corrected and the employer has taken steps to prevent its recurrence. OSHA also said that
a voluntary self-audit, when coupled with a "good faith"attempt to correct an existing
hazard, will eliminate a potential "willful" violation of the Occupational Safety and Health
Act of 1970 and result in penalty reductions.

"We're formalizing this policy because we want employers to find and fix hazards and not
fear that we'll use this information against them," OSHA Administrator Charles N. Jeffress
said. Jeffress said that only in rare cases, such as when an employer blatantly ignores or
refuses to correct hazards likely to result in serious injury or death, could self-audits be
used as the basis for issuing a willful citation.

Although not required, OSHA took the unusual step of requesting public comment on last
year's draft. Among the suggestions that OSHA incorporated into today's final policy are: 

Expanding the definition of "self-audit" to include evaluations conducted by a third
party; 

Broadening the types of people who may conduct self-audits to include competent
employees and management officials;

Ensuring that OSHA personnel are fully trained in this policy so that it will be
consistently applied; and,

Allowing employers to provide self-audits report as evidence of "good faith"
attempts to fix hazards.

# # #
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